
 

Attendance FAQ's for Administrative Assistants 

To Attendance Administrative Assistants: This document contains a review of some of the 
slides from the DL Attendance for Administrative Assistants presentation. Please review the 
original presentation and then read this document carefully for further clarification, as 
some recommendations have been updated. Answers to FAQs are embedded within, and 
information that has been updated from that presented originally is highlighted.  

The calendar for when to print reports is linked below in FAQs and is also available here.  

------------------------------------------------------------------------------------------------------------------------------- 

 

Slide 14 says we still mark students as Excused if out ill. What if a student who is 
Excused turns in work for that day? 

Use the regular Excused code as usual if parents/guardians call to excuse a student due to 
illness, a medical appointment, etc. A parent/guardian calling to excuse the absence does not 
count as positive Attendance or Engagement for that day. If the student does happen to submit 
work for that day, the teacher will have to contact you to update the record to DL Present/Work 
Submitted, because teachers cannot override an office code.  

------------------------------------------------------------------------------------------------------------------------------- 

https://www.djusd.net/UserFiles/Servers/Server_117089/File/Departments/Student_Support_Services/Attendance/DL%20Attendance%20for%20Administrative%20Assistants%20%20(2).pdf
https://www.djusd.net/UserFiles/Servers/Server_117089/File/Departments/Student_Support_Services/Attendance/Calendar%20for%20Weekly%20Attendance_Engagement%20Reports%20-%20Sheet1.pdf


  

Slide 15 says to ensure that Teachers are using the correct Attendance codes. How do I 
run a report to check if Teachers are correctly using Distance Learning codes? 

Go to Menu ⇒ Attendance ⇒ Reporting ⇒ Class Attendance Analysis 

● Enter the Start and End Date for the period you are reviewing (the example below is 
reviewing 9/8/20-9/9/20) 

● Set the Pivot Layout to Page: Attend Code; Row: Teacher; Column: Period (for 
Secondary); or leave blank (for Elementary) 

● Check the box for “Include Default Attendance” 

 

● It will give you a Pivot table in Excel that will look like this, and you will have the option to 
filter by Attendance Code.  



  

● Double click on the “.” option for Attend Code to see a list of which teachers have used 
the default Present “.” code during the date range you are reviewing. 

 

● Contact teachers listed to train them in updating attendance using DL attendance codes. 

------------------------------------------------------------------------------------------------------------------------------- 



 

Slide 16 says to run a Weekly Excessive Absence Report. How do I access that? Do I 
have to run it on Fridays? Does this have to be done with hard copies? 

The weekly records review can happen each Friday, if teachers have taken attendance for 
Friday prior to you running the report. *Update: It may be more efficient to wait and run this 
report every Monday, reviewing the previous week’s attendance, to allow time for teachers to 
enter Friday attendance records*  

This report will generate a list of students with 3 or more days of “DL Absent/No Work” during 
the date range you set. To access this report:  

Go to Menu ⇒ Attendance ⇒ Reports ⇒ Excessive Absence. Input the date range you are 
reviewing (the prior week), and set number of Absences to Greater Than or Equal To: 3 .  

 
 

 
● For each student on the Excessive Absence list:  

○ Attempt contacting home, and note outcome 



○ Give the notated report to Administrator to initiate follow-up. 
 
The presentation says to print this report, write notes, and give it to an Administrator. If your site 
would prefer to track this electronically, make sure you have a way to share notes. This is a 
critical step in reaching out to students who are not showing up for Distance Learning. The site 
Administrator will share this information with counselors, the MTSS team, case managers, etc.  

 

 

------------------------------------------------------------------------------------------------------------------------------- 

 

Slide 20 discusses the printing of Weekly Attendance Reports and Engagement Reports 
to be signed by teachers. When do I print those? How do I print those? How do we get 
teachers to sign hard copies in wet ink, since they might not be coming to campus? 

When do I print those?  
● Follow the Calendar for Weekly Attendance/Engagement Reports  

○ Print dates are delayed by 2 weeks to account for possibile teacher updates 
during the 10 day window.  

○ The first report printing date is Monday, 9/14. You should run reports for the first 
week of school only, Wed 8/26-Fri 8/28. 

■ For the reports printed on 9/14, you only need to print the Attendance 
report. You do not need to print the Engagement report, as Engagement 
tracking did not begin until 9/1/20. 

■ For the reports you will print on 9/21, you will set the Attendance report 
dates to encompass the full school week (8/31/20-9/4/20), but the 
Engagement should only be run for 9/1/20-9/4/20, because we did not 
start tracking Engagement until 9/1/20.  

 
How do I print those?  

1. Weekly Attendance Reports will be printed as usual for teacher signatures.  
○ ⇒ Menu ⇒ Attendance ⇒ Reports ⇒ Attendance Roster 2 Weeks  
○ Change Effective Date to the end of the 2-week period for this report, or whatever 

date range is indicated on the calendar; for this first run, 8/26-8/28 is not the end 

https://www.djusd.net/UserFiles/Servers/Server_117089/File/Departments/Student_Support_Services/Attendance/Calendar%20for%20Weekly%20Attendance_Engagement%20Reports%20-%20Sheet1.pdf


of a “2-week period.” Usually, the report will cover a 1 week period, but to 
account for school breaks, some periods are 2-weeks. Accordingly, the 
instructions ask you to use the Report “Attend Roster 2 Week,” but you may 
choose to use the “Attend Roster 1 Week” report.  
 

 
 

2. Weekly Engagement Reports will be printed using the Class Engagement Report.  
○ ⇒ Menu ⇒ Enrollment ⇒ Reports ⇒ Class Engagement  
○ Set dates to the appropriate range for this report run. Usually, the report will 

cover a 1 week period, but to account for school breaks, some periods are 
2-weeks.  

○ For the reports printed on 9/14, you only need to print the Attendance report. 
You do not need to print the Engagement report, as Engagement tracking did not 
begin until 9/1/20. 

○ For the reports you will print on 9/21, you will set the Attendance report dates to 
encompass the full school week (8/31/20-9/4/20), but the Engagement should 
only be run for 9/1/20-9/4/20, as in the example below, because we did not 
start tracking Engagement until 9/1/20.  

○ The instructions in the original presentation show that you should check 
the boxes for “Include Engagement Details” and “Include Notes.” That 
results in an extremely long report being printed, so please change settings 
to uncheck those boxes. 

○ Group by Teacher and Page Break on Teacher for easiest printing and signing.  
 
 

 



 
 

How do we get teachers to sign hard copies in wet ink, since they might not be coming to 
campus? 

We are in the process of being approved for teacher submissions in Q to count as electronic 
signatures for this year, so that we may not have to deal with hard copies and wet ink. However, 
until that is approved, we must have teachers sign hard copies of both Attendance and 
Engagement reports. Your site is responsible for determining how you will get wet ink teacher 
signatures on hard copies of these reports. We recommend that you leave the reports in teacher 
mailboxes for teachers to come in, masked and maintaining social distancing, and sign with 
their own pens, at assigned times or at their convenience.  

------------------------------------------------------------------------------------------------------------------------------- 

 

 

 

 

 

 

 

------------------------------------------------------------------------------------------------------------------------------- 



 

Slide 25 states that the Weekly Engagement and Attendance records must be compared 
and reconciled. How do we do this? 

The most efficient way to do this is actually to just look at the Class Engagement Report. Verify 
that the number of Days Present matches the number of Engagement Days. You can check this 
as you are printing them to give to teachers, and highlight any areas of discrepancy for them to 
contact you about getting updated (it will be outside their 10 day window to make the changes 
themselves). When you print the Class Engagement report, you can easily compare these 
numbers to see if there are any discrepancies. 

 

This discrepancy alerts teachers and you to an error. All students should have the same number 
of Days Present as Engagement Days. When we check this student’s attendance, we see that 
the teacher put in “Academic: Live Class Meeting” for this student on a day when the student 
was marked “DL Absent/No Work” for Attendance. In this situation, you would need to email the 
teacher to ask which record is correct, and update it to either delete the Engagement record if 
they truly were DL Absent/No Work, or to change the Attendance record to DL Present/Work 
Submitted, if the “Academic: Live Class Meeting” Engagement code was correct. We are 
updating your access to Q so that all site Administrators, Secondary Attendance 
Administrative Assistants, and Elementary Principal’s Administrative Assistants and 
Support Administrative Assistants now have access to Class Engagement. The purpose 



of this is for you to support teachers in accurate record keeping. Administrative 
assistants should NOT be filling in Class Engagement records on behalf of teachers.  

 

 

 

 

------------------------------------------------------------------------------------------------------------------------------- 

Slide 26 mentions the ADA/ADM Audit Reports that are usually printed for P1 and P2 and 
turned into Fiscal Services for ADA apportionment. Do we have to do those this year? 

 

Yes, we are going to continue running the regular ADA Audit Reports, even though we will not 
be reporting to CDE for ADA apportionment for next year. Please follow your normal process 
and timelines to run and turn in these reports.  


