Tacoma Public Schools
                                                          Department of Technology Services-Student Information

Quick Guide for Daily Attendance – Student Absences
Menu Path: Attendance Window> Daily Attendance> Student Absences
DAILY ATT. – Student Attendance History
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1. When a student returns to school with a note from the parent, he/she will take the note to the office for a re-entry slip.  

2. The office will record the reason in eSIS.

3. The Daily Attendance – Student Absences window shows a list of absences for a student.  Reasons can be recorded in this window.

4. Select a student by using the query function (F7…F8) in the student demographic strip at the top of the window.  You can either find a specific student, or query all students and use the scroll bar.

5. Click the EDIT button for the absence date for which you are recording a reason.  [image: image2.png]Edit
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6. An edit window will appear with the AM and PM absence line.

7. Record a REASON for AM and/or PM by selecting a reason from the pull-down list.

8. You can also record the sign in/out time of the student by selecting either IN or OUT from the IN/OUT pull-down list and then entering the time in the box to the right. These fields are optional.

9. To delete the record, click the DEL button.  [image: image4.png]DEL




10. To save the information, click the SAVE button.  [image: image5.png]



11. To close this window, click the CLOSE button.  [image: image6.png]




Need Help?


Try the Help feature located on each eSIS screen OR call the eSIS Help Line at 571.eSIS (3747)
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