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e GRADEBOOK ATTENDANCE MANAGER REFERENCE GUIDE - PINNACLE GRADEBOOK

This document is intended to assist Attendance Managers (WGBA access rights) in using the
Pinnacle Gradebook for attendance taking, creating groups, running reports and attendance
tracking purposes. The first part of this guide goes through the functionality of the Attendance
Manager role. Appendix A is a list of the step-by-step procedures that Attendance Managers
should follow on a daily basis.

Attendance Managers must adhere to all policies set forth by the school district.

Starting Pinnacle Application & Logging In

To launch the Pinnacle gradebook application, start your Internet Browser (Firefox v2.0 or
higher, Internet Explorer 7 or higher, Safari v2.0.4 or higher, Opera, or Google Chrome)

¥ You need to access the Employee Portal
V¥ Click on the Applications/Sites Tab

¥ Click on the link Gradebook (Pinnacle)

; N
@& Electronic Passport - 6 Emergency Preparedness | EEF‘.P SYSTEMS [

Principal Report Recovery ERFP Development Systems
File Download Manager = Food Service Priority 3 Food Service Site

[ Gradebook (Pinnacle) o ] J'. Gradebook Support w HE"?‘T 5?!' SEF"iC‘% -
Information from the Instructional Planning System # Internet Service Reguest
American Optometric
Association

¥ Log On to Pinnacle Gradebook Application

¥ Type your Username: Employee number LE& Password

V¥V Type your Password: Network Password
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Home Page - Navigation

When logged in, the Gradebook home page is displayed. A message board on the right-hand
side notifies all District staff of any useful Gradebook information.

In the upper right corner of this page, as well as most other pages, is a notification of which user
is currently logged in for this session, a drop-list box that allows you to impersonate a teacher,
plus a Sign out link to log out of the Gradebook application.

Groups

f Attendance
o’

Reports

My Reports
D |:| New Report
Student Schedule

c¢, Options
[*E Edit Profile
\]'/ Change Password
Q Student Groups
&

Batch Attendance
Attendance Editor

Manager, Attandance Impersonating 84 | signout | Help

Miami-Dade County Public Schools

The left-hand navigation frame displays 4 navigational icons and supported links.

28

ifsf

Attendance
Batch Attendance
Attendance Editor

Reports
My Reports
New Report
Student Schedule

Options
Edit Profile
Change Password

Groups
Student Groups

The Attendance section:

Batch Attendance: will allow you to change class attendance for
many students at a time.

Attendance Editor: will allow you to change the Daily Reason
(ODSA) for multiple students

The Reports section:

My Reports: this is where Administrative Reports are stored once
they are run.

New Report: will provide a list of available reports and allow you to
print or preview these reports. Student Schedule: will allow you to
view a student’s schedule

The Options section:

Edit Profile: will allow a user to input contact information not
imported from ISIS

Change Password: Not used by M-DCPS. Use Password
Management in the Employee Portal to update your password.

The Groups section:
Student Groups: allows a user to create, change and delete
groups of students for attendance tacking and tracking purposes.
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Taking Attendance - Substitute Attendance Procedures

Substitute Teacher Attendance Roster

When a teacher is unavailable to take Official Daily School Attendance (ODSA) or class
attendance, a substitute teacher is required. The substitute is not given access to the
Gradebook so a paper roster is necessary.

@f o/ Attendance
Batch Attendance
Attendance Editor

Reports
My Reports.
New Report
Student Schedule
!__-.- Options

T L4 Edit Profile
' Change Password
Groups
M Student Groups

To print the Substitute Teacher Attendance Roster in Gradebook:
V¥ From the Gradebook home page, click New Report.

¥ Click the + sign next to the Administrative report category to
expand the list

@ riome E] Raports

New Report

= Favorites

You do not have any reports in your favorites list. To mark a report as one of your favorites, dlick on the gray star next to the picture
change the color of the star from gray to gold. Removing a report from your favorites list is done by dicking on the gold star.

& Administrative
@ attendance
El Other

Scroll down and click on the Substitute Teacher Attendance Roster link.

Enter the employee number of the absent teacher(s) in the box next to Teacher.

The report can be printed when the report status says “Ready”

v
v
¥ Scroll down to the bottom of the page and click the Run Report button.
v
v

The report title is a link to open and view the report. Click the title.

o
&a Home @ Reports

Manager, Attendance Impersonating 34 | sign out | Help

M-DCPS Training System

My Reports

Preview Report Title & Description

Substitute Teacher Attendance Roste:

P Attendance History Report

attendance date.

Daily Reason Attendance List

Displays the Attendance Types and total number of occurrences in a date range for each student.

New || Update || Delete
Updated Status

r ce Roster —
: 10:23 Ready
E Displays a roster of students for a teacher ¥nd the teacher’s courses along with the Attendance Codes. i -

= | Displays all attendance records sorted by Teacher, Course, and Student along with a history of any attendance changes per student and 10:23am Ready

10:12am Ready

ITS/MDCPS

08.11.2014 Page 5
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Quick Attendance

Quick Attendance is where the Attendance Manager enters Official Daily School Attendance
(ODSA) for substitutes.

V¥ First, start typing a teacher’'s name or employee number in the Impersonating box in the
upper right corner. When the teacher’'s name appears below, click it to select it.

Manager, Attendance Impersonating [99900] x| #
Conda, Anna (395001) P
Ford, Iona (999007)

Frasce, Al (999002)
@{ J Attendance Kil, Joy (999009)
Batch Attendance Lyons, Dan (399003)
N ) Attendance Editor Pictdes, Dibast (535004) YOU can aISO
Pocle, Jean (999006) th
Rider, Joy (999008) use e
R':p:dsn Vader, Ella (399005)
y Reports
s Advanced

Student Explorer

Search
(.=, Options

YLA  Edit Profle
’ Change Password
Groups
&% Student Groups

Attendance
Quick Attendance

V¥ Click on Quick Attendance from the Gradebook Home Attendance Grid

V¥ Select the ODSA class by using the class tabs toward the top
of the screen.

Manager, Attendance Impersonating (Gator, Al (999068) x| B4 | signout | Help
M-DCRS Training System
@ Home qu“‘d‘ Attendance ﬁﬁmm‘]unu Grd k Seating Chart Batch Attendance ﬁ Attendance Editor @ Reports ,{9 ‘Options @ Gradebook|

01(¥)-Language At | 02(¥)-English for S¢ | 02(Y)-English for Sy | 02(Y)-Language An | 02(Y)-Language Art| 02(v)-Reading-Ele | 02(¥)-Reading-Elen 03(Y)-Reading-Elerr | 03(Y)-Reading-Elen | HR(Y)-Elementar 4 P

4 Wed 7/6/2011 [

Name Day Code Dismiss  Arrive Comment

1 Bradley, Santos U w2 A A T T2 TU TU2 ENT WD
2  Brandt, Franklin u u2 A A2 T T2 TU TU2 ENT WD
3 Callahan, Bryant U w2 A A T T2 TU TU2 ENT WD
4  Chavez, Jewel u u2 A A2 T T2 TU TUu2 ENT WD
5 Ellis, Sallie U wu A A T T2 TU TU2 ENT WD
& Frankiin, Pamala u u2 A A2 T T2 TU Tu2 ENT WD
7 U u2 A A2 T T2 Tu TU2 ENT WD

Gordon, Myron
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V¥ Select the appropriate attendance code to the right of the student’s name by clicking on it
one time. If you make a mistake, click the code again to clear it.

01-anguage Arts  08-Reading-Bemen | 13-Mathematics - G 18-Sdence 22-500al Studies | @HR-Elementan
4 Fi722010 | [ArPresent |
Name Day Code Dismiss  Armive Comment
1 Bass, Besse H u u2 A A2 T T2 TU Tu2 ENT WD
2 Conley, Math G u uz2 A A2 T T2 TU Tu2 ENT WD
3 Cunningham, Drury S U 2 A A2 T T2 TU Tu2 ENT WD
4 Daniel, Amie L v B u2 A A2 T T2 TJ TU2 ENT WD
5 Figueroa, Diana u uz A A2 T T2 TU Tu2 ENT WD
6 Francis, Mathilda A u U2 A A2 T T2 TU TU2 ENT wD
T Frank, Ludie A u u2 A A2 T T2 TU Tu2 ENT WD
8 French, Gus S U uz2 A A2 T T2 TU TU2 ENT WD
9 Howell, North E Bl v2 A A2 T T2 TU TUZ ENT WD
10 Huffman, Price U U2 A A2 T T2 TU TUu2 ENT WD
11 Mccormick, Tracy F u u2 A A2 T T2 TU Tu2 ENT WD
12 Miles, Boyd G u uz A A2 T T2 TU Tu2 ENT WD 9:02 AM  Dr. Appt. - winote
13 Owen, Mason A u u2 A A2 T T2 TU Tu2 ENT WD
14 Parsons, Fitzhugh D u uz A A2 T T2 TU TU2 ENT WD
15 Pratt, Cns E u u2 A A2 T T2 TU Tu2 ENT WD
16 Romero, Rita L u I v A A2 iT; T2 TUu Tu2 ENT WD
17 Weber, Zilpha J u uz2 A A2 T T2 TU Tu2 ENT WD
18 Whitaker, Gabe B U U2 A A2 T T2 TU TU2 ENT WD

V¥ After entering an attendance code, you may enter a comment (up to 45 characters)
about a student’s attendance which will appear in the Parent/Student Grade Viewer in

the Portal.

Name

Ayala, Kendall T
Castro, Quinn V
Ellison, Melody R
Espinoza, Jazmin

ccccg_

uz
u2
u2
U2

> > > >

RRRBR
i I

NNRN

dddd

Tu2
Tu2
TU2
Tu2

_ Comment
enT [N Transfer to NY
ENT WD
ENT WD Missed the bus
ENT WD Doctor's appointment - mother sent note

¥ Once attendance has been entered for a class for a date, a check mark will be displayed

on the class tab.

. | 014anguage Arts | 02-Mathematics |

02-Reading

025dence [l (#03-Socal St | #HR-Elementar...

If the teacher has 100% attendance, clicking the All Present button removes the

teacher’s name from the Attendance Tracking report.

b

If there is a padlock icon displayed on the class tab, this means that the date has been locked
for this class, and no attendance codes may be entered from the gradebook.

B o02Sdence | A03-SodalSt—.  BHR-Elementar... |
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Attendance Grid

The Attendance Grid screen displays all of the student attendance codes entered during the
marking period for a class. You may access the Attendance Grid from the Home Page or
Quick Attendance screens.

The attendance codes are color-coded and preset to the M-DCPS approved attendance codes.
See Appendix B of this document.

By default, the current date is the highlighted column within the current week, and the number of
other date columns will depend on the display of your computer screen. Use the left and right
arrows next to the date field to scroll the display one week at a time to the left or right. Jump to
another date range using the calendar icon to select the date. You may enter the date into the
field or enter a “Smart Date” description, such as yesterday, next Monday, last week Thursday,
and tomorrow, etc. You may also use Spanish.

Attendance Grid q )
|01-English for ... || 014anguage Arts | 02-Mathematics 02-Reading 02-Sdence IO!-Sodde{ March 2008 ’
Name (Last, First) 347 3259 3026 el 3/‘28 5 Wl an SMITWTES

. Mon Tee ' Wed Thu = Fi | Mon = Tue 1

. 1‘Ayala. Kendall T - 2.3 4: 5 6.7 B
2 Castro, Quinn V il 9 10 11 12 13 14 15

| 3 Ellison, Melody R T 16 17 18 19 20 21 22
4 Espinoza, Jazmin 23[24]25 26 27 28 29

| 5 Flynn, Reagan D A A 30 31

| 6 Frazier, Kaiden V Today is 3/24/2008

| 7 Gilmore. Karen W NN

If you select a class from the class tabs at the top of the screen, the date range will remain the
same.

3rd 9 Weeks v
Total attendance by marking period, grouped by tardy codes and absence Subject Grade
codes, is displayed in the column on the right. To change the marking period, 1st 9 Weeks
click the drop-down list at the top of the column and select the marking 2nd 9 Weeks
period. 3rd 9 Weeks

4th 9 Weeks
Attendance codes with a red triangle in the upper right corner of the S
cell have a comment associated with them. Hovering the mouse T

cursor over the cell will display a pop-up balloon with the comment.

missed bus
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If attendance has been entered for any date for a class, a checkmark will be displayed by the
date at the top of the column.

324Y 325Y 326 | 327 | 328
Mon Tue Wed Thu Fn

If there is a padlock icon at the top of a column, attendance has been locked for 5/28 o
that date, and no attendance codes may be entered. Monday

To edit or enter any attendance codes, click the date at the top of a column to go to Quick
Attendance for that date.

3
b
3

Name (Last, First)

1| Ayala, Kendall T
2| Castro, Quinn V

3 Ellison, Melody R
4 |Espinoza, Jazmin
5 Flynn, Reagan D
6| Frazier, Kaiden V
7| Gilmore, Karen W
8 Hampton, Sarah G

g
s
&

1} Fie
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Updating Official Daily School Attendance (Daily Reason code)

Batch Attendance

The Batch Attendance feature can be used by attendance managers to mass update students’
Official Daily School Attendance (a.k.a. the Daily Reason code) for past, current or future
attendance.

Examples of when to use Batch Attendance:

® Field Trips for a few students or a group (for creating groups, see page 15)
® | ate bus

To update the Daily Reason code for a large number of students or for a group without touching
class attendance

V¥ Log into the Pinnacle Gradebook without impersonating a fffa"’ “if’.!}i"%;‘
teacher. (The box in the upper right-hand corner should be A ) ) o
blank) I My Repors

‘D_DI :maa?psi?redu'ﬁ

V¥ From the Gradebook Home page, click the Batch Attendance *f}ﬁ‘f o

|ink_ Ll &~ Change Password

Groups

Qy@ Student Groups
st

V¥ Set the Date Range

¥ Find Class — Allows you to add attendance to all of the students in
one or more classes.

¥ Find Student — Allows you to add attendance to one or more students that you manually
choose OR... to take

attendance for all of E— ep———— | seno |
H o M-DCPS Training System
th € Stu d € ntS Ina (@ Home (i Batch attendance | Attendance Editor @] Reports
g ro u p " Date Range Hours
Start: ThusfeR02 | Hour:  Allday
. End: ThusfesR02 [ -
V¥ Select DAILY in the Students ooy
School: TLC Training Schoal + 01(2)
Hour box. Find Class:
Find Student: Attendance
Johnson, Lindsay X Code: S-Special Note
v Choose the Slater, Josiah X Comment: Take Your Child to Work
appropriate " #x sime_|[_cen

attendance code.
Comments are

optional.
Important Note:

¥ Click Submit. o In this example, | have selected individual students and a group. To remove

a student or group from your list, click the blue “X”.
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V¥ Click Clear.
Attendance Editor

The Attendance Editor feature is used to manage attendance one student at a time to update
the Daily Reason code for past, current or future attendance.

Examples of when to use Attendance Editor:
® Student arrives to school late
® Student checks out early
® |ndoor/Outdoor suspension

To update the Daily Reason code without touching the class attendance for one or more
students:

¥ Log into the Pinnacle Gradebook without impersonating a R —

teacher. (The box in the upper right-hand corner should be i
blank) Reports
| | W
¥ From the Gradebook Home page, click the Attendance Editor ontions
Ilnk 7 % E::rgzﬁll)isswarﬂ
Groups
¥ In the Find Student text box (upper left-hand corner), start 8 Shdetcups

typing the last name or the complete ID number of the student.
When the student’s name appears below, click it to select it.
Repeat this step if more students are required.

Manager, Attendance Impersonating #3 | signout | Help
- M-DCPS Training System
€4 Home Lﬂ Batch Attendance _1-*; Attendance Editor w Reports

School: TLC Training School « Student: camp Wed 7/6/2011 ﬁ ’ [ pay [E week [F Export J Filter

Campbell, Harrison
= Name X e  Disn| Campbell, 1da
Campos, Denny
Campos, Winston
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V¥ Click the cell for Daily Reason (Daily). In the provided list in the Code column and select
the appropriate attendance code. Repeat this step for all listed students.

Wik, R i | 44 | Sonout | e
) M-DCPS Training System

@ rome tﬁmm igmm nqms

School: TLC Training School + | Student: | 4\ wed 782011 TP ‘ [ pay ‘ [ week ‘ ]:aaqm[  Filter

EName « X Code ‘ Dismiss ‘ Arrive ‘Ooummt

= campbell, Harrison X | |
DAILY LT | I
HR(Y)-Elementary Homeroom - 110:20 AM Dr. appt with note from parent
01(Y)-Language Arts |

03(Y)-Reading-Elementary
05(Y)-Science - Grade Three
06(Y)-Social Studies

07(Y)-Art Elementary Grade 3
08(v)-Music

09(Y)-Physical Education - Grade 3
10(v)-Spanish Language Arts in the

3 salazar, Jeanne X
DAILY ~ E  Clear
HR(Y)-Elementary Homeroom U
01(Y)-Language Ats ‘ P
02(Y)-English for Speakers of Other a2
03(Y)-Reading-Elementary | T
03(Y)-Spanish for Spanish Speakers T2
04(Y)-Mathematics - Grade Two U
05(Y)-Science - Grade Two, ESOL-R [Tu2
06(Y)-Social Studies "EM“J
07(Y}-Art Elementary Grade 2 |NS
~ 09(Y)-Physical Education - Grade 2 s
B Ward, Trwin x 1
DAILY s 0 Field Trip to Museum of Science
HR(Y})-Elementary Homeroom ;‘: Field Trip to Museum of Science
01(¥)-Language Arts ? Field Trip to Museum of Science

02(Y)-English for Sp;eakers of Other: | Field Trip to Museum of Science
03(Y)-Reading-Elementary | Field Trip to Museum of Science
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Filtering Students

The filter function is used to find all students that match attendance code criteria coming from
the teachers’ gradebooks.

V¥ From the Attendance Editor, click the Filter icon

¥ Select 1 or more attendance codes from the list to filter on, then click Apply Filter

Administrator, Pinnacle Impersonating | 34 | Sinout | Help
M-DCPS Training System

School: TLC Training Schoal Student: { wea 72011 |[T]D [oay [ week | [3Epot | Fiter
=l Name ~ X Code Dismiss Arrive Comment E__._Qbsent Unexcused
¥ Unexcused Absence

_I!j Unexcused Absence - Block
| Absent Excused
[7] Excused Absence
[ Excused Absence - Block
:J Qutdoor Suspension
] special Holiday
1 Tardy Excused
71 Excused Tardy
"1 Tardy - Split Lunch
1 Tardy Unexcused
| Unexcused Tardy
] Unexcused Tardy - Split Lunch
| other
] Entered - Day 1
[T withdrawn
.{_ﬁbsent
1 No Show
| EarlyDeparture Excused
T Excused Early
"1 Present Excused
[ special Note
Tl Present
71 Indoor Suspension
! Partial Excused
(7] Tardy/Exc. Early

| Apply Filter

©

@ rome £ o amendance [ anendance Edtor @mu

¥ Update the Daily Reason (Daily) for any i TG T S - s

required student. o S
oAILY =]
HR{Y)-Elementary Homeroom T
02(Y)-Language Arts

02(Y) Reating-Elementary
03(v)-Mathematcs - Grade Four GIf
03(¥}-Science - Grade Four - Gifted
03(Y)-Social Studies Gifted

03(¥)-Spanish as a Second Languag
07[¥)-Art Elementary Grade 4
08(Y}Music
09(Y)-Physical Education - Grade 4

5 Cay, James. x
DAILY T clear
HR(Y)-Elementary Homeroom u
02(Y)Language Arts u2
02(¥)Reading-Elementary R
02(¥)-Mathematics - Grade Four -
02(Y)-Science - Grade Four T2
02(r)-Social Studies TU
02(¥)-Spanish for Spanish Speakers uz
07(Y)-Art Elementary Grade 4 EWNJ
08(Y)-Music NS
09(¥)-Physical Education - Grade 4 E

= Roy, Bath x s
DAILY R
HR(Y)-Elementary Homeroom [N ©
02(Y)-Language Arts :

02(Y)-Reading-Elementary
02(¥)-Mathematics - Grade Four
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Attendance History

This feature in Gradebook gives the teacher and Attendance Manager the ability to view single
student attendance history for a specific date, in a popup window.

On the Attendance Grid or Attendance Editor page, you can right-click a cell under a date in a
student row to open a new window titled Attendance History for that date and student.

Attendance History
“| Teacher Name: Pickles, Dilbert Course/Section: 9001_5001
School Name: TLC Training School Class Title: HR(Y)-Elementary Homeroom
Room No.: 4233 Student Name:  Hooper, Anita
4|wed 762011 |[[T]p |
|
Date & Time v Timesiot a Aftendance Code  Comment Modified by
@ 07/06/2011 131801 1 T Manager, Aftendance & |
07/06/2011 13:17:56 1 A Manager, Attendance
0740612011 13:17:24 1 u Pickles. Dilbert l
|
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Student Groups

Groups are used to by support staff to take attendance and monitor specific students’ academic
performance. They come in two types, Static and Dynamic.

Static Groups

Static groups are a list of students that you manually select. They may require periodic
updating as students come and go. Some examples of static groups are:

Various clubs/teams (i.e. Football team, chess club, cheerleaders)
Academic teams (i.e. lowest 25%, a teacher’s class(es), Magnet students)
Field trip lists (i.e. take your child to work day)

FCAT Math Level 1 and 2

Manager, Attendance Impersonz

@( of Attendance
2 Batch Attendance
\

¥ Log into the Pinnacle Gradebook without impersonating a teacher. Ationdance Editor
(The box in the upper right-hand corner should be blank) 0 [| | Reports
o] Neweeer

¥ From the Gradebook home page, click Student Groups from the R Ol
left-hand navigation pane. \i]?f Edt Profle

Change Password

Groups

Q)‘O Student Groups
Piis 80

@ rome

. Student Groups

=T ¥ Click the Add
| New Group link

Organization Status Typa No Pass No Play? Expiration Date  Crested By Locked
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i | Add New Student Group

Back to Student Groups

New Student Group: 1.Details 2.Students

Enter Information to start New Student Group 4

Group Details

Expiration Date: | gniar a date B
Status: @ Active ([ Inactive
2 Lockad? [C] If selactad, anly I can medify this group.

nenp? [C] Flag group for No Pass No Play.

Group Type

Select the type of group you want to create

3

@ Static Dynamic

1. Enter in a Group Name. Description is Optional

2. Expiration date controls when the group automatically becomes inactive and cannot be
used.

e Set Status: Active or Inactive

e Set if you want the group to be modified by someone else.

e NPNP? — Does not work with our current configuration. Should not be used
3. Group Type: Static
4. Click Next

% | Add New Student Group v Click Add Students
o0 Students: select from a list

Back to Student Grou

ps
New Student Group: Glee Club

Sents i s su s o0 Students by Class: All the students from a
@ Add studants ~ teacher’s class(es) NOT USED AT THIS TIME

o Students by Filters: All students for a
demographic NOT USED AT THIS TIME
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Adding by “Students”

V¥ Click the check-box to the left
of the student’s name.

Find Student

Search By:  (ast vame [l Starswith  [ae] 4
e e | |00y | e | ¥ You can display more than 10

(B ] [oumen |3 |5 « o o A students per page.
e s it i ¥ Column headers act as sort
Crz | Gabriela | A o a7 o7 A 1ye/isss |5 boxes. Click on one to sort
e SE = records. |.E. dlick Local ID to
e || mencies [ o sales  |a srssriss sort students by their student
Lore Dolly ot |.Je 08 A 5_:2.’2000 ID #.

mnﬂ 1to 10 of 1194 Show 10perpage Page: 1 of 120 “«»

¥ Use the “Search By” boxes as

needed.

V¥ Click Add after all names
have been selected.

% | Student Group

V¥ To remove a student, j
either click the trash can SO R
E Under the ACtionS @ Add Students = 5 Remove selected Students 7 Remove all students L[] view Report

column or place a check P e —
mark next to a student B e e - s
name then click the ; G —
Remove selected ] iy - - e
Students button. . ; . s

¥ When group roster is P it
complete, click Finished.
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Dynamic Groups

Dynamic groups are a list of students based on demographic fields. They are automatically
updated as new students register and others are withdrawn. Some examples of dynamic

groups are:
e All 7" graders
e AllboysA-M
e PreK
e October birthdays
¢/ Aftendance
to] s
¥ Log into the Pinnacle Gradebook without impersonating a teacher. D et
(The box in the upper right-hand corner should be blank) il Hed

57 oEpd?g?:ﬁle
¥ From the Gradebook home page, click Student Groups from the left- C [I% Change Password
hand navigation pane.

Groups

p
5%94 Student Groups

7 Student Groups V¥ Click the Add

New Group link.

Showing 0 to 0 of 0

Name or Status Type No Pass No Play? Expiration Date  Created By Locked Actions

Show 10perpage »  Pager 1 ofl 4
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i | Add New Student Group

Back to Student Grou

New Student Group: 1.0zgzalle 2 Students
Enter Information to start New Student Group 4

Group Details
1 Group Name:

—_—

4
Expiration Date: |couo o uove =
2 Status: @ Active Inactive
Locked? || If selected, only I can modify this group.
nenp? [ Flag group for No Pass Ne Play.
Group Type *
Select the type of group you want to create.

Static @ Dynamic

1. Enter in a Group Name. Description is Optional.

2. Expiration date controls when the group automatically becomes inactive and cannot be
used.

e Set Status: Active or Inactive.

e Set if you want the group to be modified by someone else.

e NPNP? — Does not work with our current configuration. Should not be used.
3. Group Type: Dynamic

4. Click Next.

i | Add New Student Group v Click Add Students

Eack to Student Groups
MNew Student Group: 8th Grade Boys

v Choose Students by Filters
o All students for a demographic

Students in your group: 0

Q) Add Students ~
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V¥ Click Add Filter.

Filters

V¥ Choose a Field Name. (Example:

Gender or Grade Level) o Lot . =
V¥ Select an Operator (Example: &
equals, greater than, contains)

click at this

V¥V Enter a Value (Example: for field e

name Gender use M or F for male
or female; for Grade Level, use
double-digits (i.e. PK for Pre K, 00 for Kindergarten or 08 for 8" grade)

¥ Choose a connector (And / Or)

¥ Click OK. (Do NOT click Add at this time)

Important Notes:

e The following is a list of field names that have
data in them:
BirthDate, Ethnicity, FirstName, Gender,
Gradelevel, LastName, LocallD

o All other fields are empty and will not return
results.

V¥ If you need to add another filter, Eiers

click Add Filter. ] I tocude tnacive Groupe
G
¥ When you are done adding filters, RS- Y- .
click Add.
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¥V The list will be populated. il

Click Finished. : .
Your group has been created . . oy
and is ready for use in e
attendance taking or reports. E‘; =

Showing 1 to 10 of 223

Taking Group Attendance

After creating a student group, you may take attendance for the group, in the Batch
Attendance screen. Enter the name of the group in the field titled Find Student. This will allow
you to mark the same attendance code for everyone in that group.

Manager, Attendance Imparsunating‘ ‘ 44 | signout | Help

M-DCPS Training System [

@4 Home j Batch Attendance 3Attendance Editor Reports

Date Range Hours

Start: Wed 8712013 [T] - Al da

End: Wed 8712013 [T A R

Students 01(Y) v
i 02(Y)

School: [8001 - TLC Training School v|

FindClass: [ |

i Attendance
Find L ]
Student: Code: [5 - Special Note v
Football » X Comment: |

ITS/MDCPS 08.11.2014 Page 21




e GRADEBOOK ATTENDANCE MANAGER REFERENCE GUIDE - PINNACLE GRADEBOOK

Reports

There are a number of reports available from the Pinnacle Gradebook application on school,
class and student attendance, as well as schedules and tracking the taking of attendance from
the teachers. All of these Reports may be accessed from the Home Page.

My Reports
New Report
Student Schedule

¥ From the Gradebook home page, click New Report Naports

¥ Or...Click the My Reports link

The initial screen for My Reports is a list of previously requested Crystal Reports which may be
repeatedly previewed or printed or updated with current information before previewing or
printing. It may also be regarded as an In-Box for large requested Crystal Reports since you
may log out or exit the application. When you return, your report will be waiting for you.

My Reporis [ dew || update || Delete |
O Preview Report Title & Description Updated Status

To request a report, click New Report on the Home Page or click the New button on the My
Reports page. Reports which have been marked as Favorites will be displayed at the top of the
screen.

Report defaults may include Attendance, Demographics, Discipline, Grading, Notes, and
Other. To view the reports in each category, expand the list by clicking the plus sign (+) to the
left of the category title or you may clicking Expand All to show all of the reports available.
Any of these reports maybe designated as a Favorite by clicking the star icon next to the
report. Clicking the star again will remove the designation.

To run a report, click the title of the report. You will be presented with a parameters page. Each
report will have a different set of parameters (or options) to fill in. Complete the required
information and then click the Run Report button at the bottom of the page.
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Attendance Tracking Report

This report is run on a daily basis to identify teachers that have or have not recorded attendance

in their gradebooks.

¥ From the Gradebook home page, click New Report

¥ Click the “+” next to the Attendance category

V¥ Click the Attendance Tracking report link

V¥ Verify that the date range is set for today’s date

V¥ Verify that you have a check mark next to the
ODSA class and remove the check mark next
to all of the others

o Elementary Schools use HR
o Middle Schools use 00
o High Schools use either 01 or 02

V¥ Click the Print button

Reports
My Reports
MNew Report

Student Schedule

Q‘A Home Reports

New Report

=l Favorites

Attendance Trackin
Gradebooks that have taken attendance.

You do not have any reports in your favorites list. To mark a report as one of your favorites, dlick on thy
change the color of the star from gray to gold. Removing a report from your favorites list is done by clig

@ mRms

Parameters for Attendance Tracking
Select the date to start tracking reported attendance
Select the date to end tracking reported attendance
Reported Attendance:

Select to display gradebooks that have reported
attendance.

© 07 Hour

Date Range Start: 8/2/2010

Date Range End: 8/2/2010

Hours: [ All Hours
Select the hour(s) to report attendance for [¥ HR Hour
[Z] 00 Hour

01 Hour
02 Hour
03 Hour
04 Hour

"1 05 Hour

06 Hour

o

&

"I Reported Attendance

ITS/MDCPS
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Highly Recommended Reports

V¥ Attendance: Attendance Tracking

Attendance: Attendance List

Attendance: Skipped Classes

Administrative: Daily Student Attendance Report by Period
Administrative: Substitute Attendance Roster

Administrative: Attendance History Report

4 4 4 4 4 <«

Administrative: Course Attendance Grid

Logging out
When you are finished working in your gradebook, be sure to click the link in the upper

right corner of the screen. This will ensure that you've completely logged out of the gradebook.
You will see a message similar to this:

€ You have been logged out successfully.
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Appendix A

Official Daily School Attendance (ODSA) Procedures

Purpose: When followed correctly, these procedures will allow schools to efficiently and
effectively take, update, and track official daily school attendance using the Attendance
Manager functions in the Pinnacle Gradebook program.

1)

Print Substitute Roster Report
e Required for absent teachers and teachers with no computer access
e Can be printed from Administrative Reports category (page 5)

Teachers Take Attendance

e Use the ODSA class

e Absent students marked with “U”
e Tardy students marked with “T”
[ )

Substitute teachers and full time teachers with no computer access will need a
Substitute Roster Report (page 5)

Run Attendance Tracking Report (page 23)
¢ Monitor which teachers have/have not taken attendance
e May require Administration involvement
e Used again at various times of the day to look for updates.

Update Daily Reason (VERY IMPORTANT!!)
e Use Batch Attendance or the Attendance Editor function (pages 10 — 13)
e Update incorrect codes like “TU’ and ‘A’ or block codes
e Use the filter to quickly identify students with like attendance codes (page 13)

Take attendance for teachers with substitutes into Gradebook
¢ Use Quick Attendance function (page 6)

Attendance Maintenance

e Use the Attendance Editor to make changes to Daily Reason as students enter
and leave school (pages 11 — 12)

Export Attendance
e Use the Attendance Editor (Appendix D, page 29)
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Appendix B
Approved Attendance Codes
Code Description At:/?/nc_jance Who can enter this code?
eight
All Teachers / Attendance
A Excused Absence 1 Manager
All Teachers / Attendance
A2 Excused Absence — Block Schedule 2 Manager
All Teachers / Attendance
U Unexcused Absence 1 Manager
All Teachers / Attendance
U2 | Unexcused Absence — Block Schedule 2 Manager
All Teachers / Attendance
T Excused Tardy 1 Manager
T2 Excused Tardy — Block Schedule 5 All Teachers / Attendance
(Split Lunch) Manager
All Teachers / Attendance
TU Unexcused Tardy 1 Manager
TU2 Unexcused Tardy — Block Schedule 5 All Teachers / Attendance
(Split Lunch) Manager
All Teachers / Attendance
ENT [ Entered Class 0 Manager
, All Teachers / Attendance
WD | Withdrawn from Class 0 Manager
All Teachers / Attendance
NS | No Show 0 Manager
Attendance Manager —
E Excused Early 0 Daily Reason only
S Special Note (i.e. field trip, assembly, 0 Attendance Manager —
etc.) Daily Reason only
. Attendance Manager —
I Indoor Suspension 0 Daily Reason only
. Attendance Manager —
O Outdoor Suspension 1 Daily Reason only
Attendance Manager —
M Tardy and Excused Early 0 Daily Reason only
X Special Holiday 0 Attendance Manager

For students marked with an “E, S, I, O, M or X" for official (homeroom) attendance, teachers
must use an excused absence (A or A2) for class attendance. Teachers can add a comment
to denote a reason for excused absence.
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Appendix C

No Show Procedures

Typically the No-Show period for the school year begins on the 18t day of the school year and ends on Friday
of the 1° week. Please consult Opening of Schools Procedures Guide (Year-At-A-Glance Calendar of Events)
for exact dates

e Students that are registered but do not appear in school on the first day must be entered as "No-
Show" on the student calendar for the entire No-Show period.

e The Official Daily School Attendance (ODSA) will be taken in the Electronic Gradebook. To record
students as a No-Show, the following actions must be taken:

Teacher Action

Teachers must open the class designated for recording ODSA by clicking on the class tab.

Click on Quick Attendance (located under Attendance)

Click on the No-Show (NS) code for each No-Show student

Important: If all students appear on the first day of school, the teacher must click on the ALL

PRESENT button on the right hand side of the page to report 100% attendance.

e Students who continue to be No-Shows must be marked in the Gradebook as NS through the last day
of No Show period for each day the student does not enter school for the first time.

e On the last day of No-Show period, the No-Show students will be removed from ISIS.

e Beginning the following school day, the NS code will no longer be available to teachers.

Attendance Manager Action

e The Official Daily School Attendance must be exported from the Gradebook to ISIS per the schedule
below on the first day of school and each day thereafter.
o0 Elementary Schools - 10:00 a.m.
o K-8Centers-11:00 a.m.
o Middle Schools 11:00 a.m.
0 Senior High Schools - 12:00 p.m.
e ISIS Approval/Editing of Gradebook Batches
0 Priorto 1:00 p.m. schools must edit [ dit session Setwp Macro Capture Iransfer Favorites Window 2

and approve the batch file in ISIS S| B ]S 5 [vn( ] ]| 5| 208 O)F w0 B s +] welg) )y
us'ng the Gradebook / Scant_Tron PA2 |Sy5Req‘ Clear | Reset ‘Ba:kSpanl Haome ‘Newune‘ Tah |Ea:kTab‘ Enter |InsertMnt 3
Transactions Selection 7 from the PR | PRz | PR3 | Pra | PRs | PR | PR7 | PRB | PRI | PRID | PRI D
Daily Attendance Applications " ‘EI;&HDEE.LIU} .J—T N5 TO PROCESS e a 16 a6

NECE

Menu. MEHNLU

0 Important: Read all instructions
at the bottom of the Scan-Tron
Batch Edit screen before
proceeding.

AND MOTOR YEHICLES (DHSMY)

ATE STUDENT

ENTER SELECTION ..

418:18 [ ]
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0 On the Scan-Tron Batch Edit screen you must press ENTER to view any student
errors/conflicts on the Scan-Tron Batch Edit Error Report. Once the errors/conflicts are
resolved, delete each student ID by pressing and holding the SPACE BAR. Press ENTER
after the last ID on the page is deleted. You will repeat this process until all student
errors/conflicts are cleared.

File Edit Session Setup Macro Capture Transfer Favorites Window 2
| B 5(&] 5|00 0| 5 L0k OG5 B s [v] e b
Fa2 |SysReq| Clear | Feset |Elack8pal| Harne |NewLine| Tak |ElackTab| Enter |InsertMDc [ 2
PF1 | Pre | PF3 | PF4 | PFs | PFe | PF7 | PR | PFI | PFID | PFI1 |p

/' ATTENIDANELE
AN-TRON ERROR REPORT

# INPUT % ¥ BATCH =
1 DATE . ERRO
15.41 ; A ] 5 - STUDENT M YOUR SCHOOL

: TO DELETE ID MO, TYPE S

o0 When all student errors/conflicts have been resolved, you will no longer be able to access
Selection 7. If you are still able to access Selection 7, then there are still errors/conflicts to be
corrected.

o WARNING Deletln the batCh on File Edit Session Setup Macro Capture Transfer Favorites Window ?
the Scan-Tron Batcgh Edit screen il B 5|6 4% w/%| A8l 5 416 0S¢0 8 oo #iei8] )
Fa? | SysReq| Clear | Reset |BackSps| Home |Mewline| Tsh |BackTab| Enter [Inserthdoc b

will preVent the attendance from PF1 | PF2 | PF3 | PF4 | PFs | PFE | PF7 | PFB | PRI | PFID | PRI |p
posting to ISIS. You must process '
the Scan-Tron Batch Edit Error
Report.

0 Schools must print the Daily
Attendance Bulletin from ISIS prior to
1:00 p.m.

Y AND MOTOR WEHICLES (DHE

POATE STUDENT
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Entry After No-Show

e |ISIS Action - When a No-Show student appears during the No-Show period, the school must enter
the student using the "Entries After No-Show" screen on the Student Information Menu on the day the
student appears. This action will automatically change the entry date on the student record and
remove any No-Show designations on the calendar that appear after the entry date.

e Gradebook Action - The Teacher will enter Attendance Code ENT on the first day the student
attends class.

No-Show Processing

e On the last day of the No-Show period, ITS will automatically withdraw all No-Show students that have
not appeared with withdrawal code "DNE" and the effective date of the first day of school.
e Until the No-Shows are removed the students will appear on all reports.

Printing a Gradebook No-Show Report

e Schools may print a list of all No-Show students as recorded in the Gradebook from the Attendance
Manager module by following the steps below.

1. Using the Daily Student Attendance Report by Period.

SECONDARY SCHOOLS ONLY

During each No-Show period, schools may order the Class List Summary Report, which shows seat counts
minus the No-Show students as a separate report. This report can be ordered by selecting Class List in the
Report Request System and indicating "Y" for Class List Summary Report.
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Appendix D
Attendance Export

Be a CEO Internship Provider!

1. Login to the Employee Portal e o oheo ol

Gradebook (Archives)
GradeBook (Grade Upload Status Report)

2. Click on the Applications/Sites tab
3. Click on the link Gradebook (Pinnacle)

Gradebook (Pinnacle 8)

Gradebook Support
Instructional Planning Systam
155 Time Reporting

Type your Username: Employee number
5. Type your Password: Network Password

6. From the Gradebook home page, Click the Attendance Editor
7. In the Attendance Editor, click the Export button (see Important Notes

below)

Manager, [ | 43 | sianou | peo
M-DCPS Training System
@ rome ﬁmm gmw (] Reperts

School: TLC Training Scheol v { Student: ‘ { Mons72011 [P ‘ [ pay | [ wesk

5 Name & xl Code lumisslm|mm

8. If you support more than 1 school, select another school from the School drop list and click the

Export button again.

(@ e o s et
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Appendix E

Pre-K Attendance Reports

1. Attendance Manager logs into Gradebook (Pinnacle).
2. Click on NEW REPORT navigational link or the NEW REPORT button
(This depends on what page you are viewing at the time)

w

Click “+” next to Administrative report menu to expand

4. Select the Course Attendance Grid - MDCPS report

5. Use the following parameters:

e SCHOOLS: Verify your school

e ATTENDANCE CODES: Yes

e TEACHER SIGNATURE LINE: Yes

e TOTALS: Yes

e STARTDATE/ENDDATE: Set appropriate
dates

e TEACHER: Use * for all teachers

e COURSE: #### 0000 (use your location
number for the ####). The 0000 is for the
PK Homeroom class.

e SECTION: Use * for all sections

e PERIOD: Use * for any period

e ONE PAGE PER STUDENT: Yes

o

Click Run Report button

7. From the My Reports page, wait for the
report to display status “ready”. Open and
print the report.

Important Notes:

Reports
My Reports
New Report
Student Schedule
Student Explorer

Parameters for Course Attendance Grid - MDCPS

Schools:
Select the School

Attendance Codes:
Print Attendance Code Table

Teacher Signature:
Print Teacher Signature Line

Totals:
Display Totals

StartDate:
Enter desired start date for reporting.

EndDate:
Enter desired end date for reporting.

Teacher:
Please enter a specific TEACHER ID
to report on or an * for all TEACHERS

Course:
Please enter a specific Course
Number or an * for all Courses

Section:
Please enter a specific Section or an *
for all Sections

Period:
Please enter a specific Period/Hour or
an * for all Periods/Hours

One Page per Student:
Print one page per student?

Run Report ‘

2541 - HOWARD DRIVE ELEMENTARY -

9 Yes
No

@ Yes
No

9 Yes
No

Wed 2/1/2012

Wed 2/29/2012

8 *
Other

@ Other 2541_0000

® *
Other

Other

No
@ Yes

Based on the suggested parameters listed above, the report is produced in
alphabetical order by student and not by teacher. If it is required to first sort by
teacher, add one teacher’'s employee number into the TEACHER parameter box,
then re-run the report as needed for each teacher.

N
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