Caldwell County Schools

.\Vl.
e

CALDWELL COUNTY SCHOOLS

NC WISE
Teacher Assistant Module
(TAM)

Entering Period Attendance
Select a Class
AC Button (No Absences/Lates)
Selecting the School Day
List
Daily Process
Save and Exit
Report for Substitutes

Training Guide
Updated 09/15/05

H/Nc WISE

f‘u'-n-du:rw .;.r |!'IfDF"I ﬂlu:ﬂ an 5 udenl Eu:lu-:atmn
of IJ
:|._-.:_.: Z' || |
Depariment of Public Instruction



Entering Period Attendance

Steps to Follow

You need to know whether your school
keeps Daily or Period Attendance. This
will determine whether you use
Preparation Homeroom or Classes to keep
Attendance. The instructions below are
divided into separate sections for Daily
and Period Attendance.

Period Attendance is maintained
through Classes. Click on the Classes
1 | radio button. At the next screen, if 2
necessary, click on the correct
Semester.

If no students are Absent or Late, you
2 | can click on the AC button, then Exit 3
TAM.

Process

(Daily 3 Selecting the School Day (current day or

changing the date)

Attendance) Selecting the List button to enter

Absences/Lates

Daily Process: Entering
5 | Absences/Lates, Marking Attendance 5
Complete, Saving and Exiting

6 | Exiting TAM 6-7

Process when a substitute must provide
the Daily Attendance information
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Entering Period Attendance
(Step 1)
Selecting the Class

& Wise County Student Information System
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Caldwell County Student Information System
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Entering Period Attendance
(Step 2)
No Absences or Lates

Caldwell County Student Information Systent
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Entering Period Attendance
(Step 3)
Today'’s Classes or All Classes

& Caldwell County Student Information System

Action by Students My Classes GQuery Lock Help Window

2] tant for: Bentley, Phyli South Caldwell High
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Tea,ohe/r A s3istoont — et o ———
Student Absences
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Entering Period Attendance
(Step 4)
List Button

The steps listed below apply to any given period. High schools in Caldwell County are now
set up as Period Attendance. This means Attendance is taken each Class Period. The
student’s Daily Attendance is determined by the amount of time the student is in school.

For example, if a student is Present for 1% and 2" periods, he/she will be counted present
because he/she attended half a school day. If, on the other hand, the student is Present 2™
period and checks out of school during 3" Period (which is also entered into NC Wise),
he/she would be absent because ¥z day was not attended.

In addition, schools can monitor student attendance by class period. It a student, for
example, skips 3" period, this shows on a report. Similarly, if a student is marked absent
one class period and not the other three, this is shown on a report.

As a result, it is very important teachers keep accurate attendance each Class Period. These
instructions are intended to help you do so.

& Caldwell County Student Information System
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Entering Period Attendance

Adding Absences and Lates

(Step 5)

& Caldwell County Student Information System

Action Edit Record Query MNavigate

yr;__EI Period Att-Class Entry

Lock Help Window

South Caldwell High Thursday Aug 25, 2005
S Tumhle|_1 Semes‘ter|_1 Term| 0 Day|_l]
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T |[10242r student. i 0 to move Up nogs
rr|[ffm= o[ o and Down the 257
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| KT boX. i 0 32149
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102427 the Reason! o0
T {|10z42r i i
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IMPORTANT: when you have completed entering data, a/ways

remember to click the Attendance Entry Completed
box before Saving and Exiting. This tells the Data
Manager you have entered the Attendance Information!
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Entering Period Attendance
(Step 6)
Exiting TAM

& Wise County Student Information System

Action My Students My Clagses Query Lock Help ‘Window

My Students: Basic Demographics Other Features

Academic Progress
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& Wise County Student Information System
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7} eSI5 - Microsoft Internet Explorer _[=] x:
File Edit iew Favorktes Tools  Help | a
ek ~ ) - |x] (2] ;h‘pSearch ¢ Favorkes .@| - ; -| e é% 23

| Address [ hetpss)jesis-trm newise, org/FservietiFetservietzcanfig—ssis E Eeo |[|unks ”H)é -
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The eSIS application is currently starting in a separate window. Once the application starts, vou will be
presented with a login prompt. Please do not close or browse away from this window until vou hay
completed your work in eSIS.
Click on the X in
the upper right-
hand corner of the
screen to close
your browser.
I-|
[&] Opening https: ffesis-trn.ncwise org/fservist/fanlistaner? J5ervSessionldrzone—ties552er . Fis L0G &l [ & [@®mnemee
4 start| ) Gradebook - Entering és... |[ &7 eS15 - Microsoft Inter... | & ] e515 - Microsoft Internet... | | Caldwell County Studert.. | Deskiop |« £53 @ a:15aM
Entering Period Attendance
(Step 7)
Substitutes
Note: because Teacher Assistants and substitutes are prohibited from

entering Attendance (this is a North Carolina rule, not a Caldwell
County rule), you will seldom have to do this. If you print a Class
Record (picture below), the substitute can enter the information of
this report and give it to the school Data Manager.
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TAW217R v4.0.06

\hSouth Caldwell High

10242R - 01 English 4
Teacher: Bentley, Phylis

Student Name Pupil No.

Gen.

Caldwell County

Class Record

School Year: 2005-2006 Run Date:

Page: 11

25 Aug 2005 04:10 Pl\:‘:h

S1-T0-DO-P1 Room:

Room 341

Summary

This is a Class Record report. It
can be printed directly from
TAM. The headings for each
column are manually entered.
This gives you great freedom in
using the report.

If you are using the Report for
Period Attendance when you are
absent, you may want to leave
the column titles blank, have the
substitute write the date at the
top of the column and simply
write L or A for the appropriate
student. If all students are
present, the substitute can write
the day’s date and submit it to
the data manager.

Note: itis a good idea to have
substitutes initial the information
for each period. This provides
backup information, if needed.
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Female Students : 8

Total Students : 24

Caldwell County Schools
NC WISE Training Guide — Updated 09/15/05




