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Create Student Daily Attendance
download all Current Records & Create Missing from ReportNet

This template will extract data that is currently in Level 0 and create rows for any missing
attendance for each student based on the criteria for time frame selected.

1.  Ensure that the DAY CALENDAR loaded in LO and accurate for all grade levels
2. All present and tardy records MUST also report the modality of instruction
Present IN or | The student attended school Modality of Instruction
ouT . Present on time or Tardy late IN- in-person with teacher(s)
eUse IN or OUT to denote whether they attended atthe R- remote instruction
Tardy IN or physical school building B- both, in-person & remote that
ouT da
Y
Absent: Report Excused or Unexcused absences according to the
Unexcijsed or school’s attendance policy.
Excused NOTE- SED uses all absences equally when determining
Attendance Rates and Chronical Absenteeism
Slggp-elrr:dsif\;ol Each day of suspension must have two attendance
0SS — out of records. The suspension record and a second record to
school report whether or not the student attended instruction
that day.

Schools MUST report the modality of instruction for all positive attendance (present & tardy).

1. Start at the NYC Charter Data Central website: https://nyccharterdatacentral.esboces.org

2.

2.
Hover over Secure
Click on Level 1>ReportNet

Select COGNOS/ReportNet

from the dropdown and login.

Click on the following folders:

Content>
Team Content>

District>
NYC Charters>
Extracts

Click to login

If you forgot you Username
or password, return to our
NYC Data Central website
and use Account

Management to reset your

password.
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4. Select Student Daily Attendance- download all Current e
Records & Create Missing ., ...‘..... ) : AR
5. Select School/Year and Calendar Date Range, ;
e Use the first calendar to set a start date for the report: 5
change year to starting fiscal year to report September —

December.

e Use the second calendar to set an end date for the report:
change year accordingly to end a report (Example: Use the same year if
reporting September — December) Seod Sdoriz)

Click on Next

.
A

6. Select All for Students Names and click on Finish ra
™% _— =

7. Open the Excel file that downloads: follow the instructions in rows 1-9.

i Cannt I [_M]

' A L ] C o F 1 K

E
Student Dally Attandance - download all Current Records & Create Missing (2021.2022)

1

2 Bloe Codunn Headars indicaw requined Gelds

3 Green Calumn Meaders indicate extra information for your convenlance, DELLTE these cobumma betore creating the LSV

¢ Yallow Hghlighting- NEW UATA regomng fov tha cumant fiscal yaar

5 Biack Column Hoaders indicate fiolds should be left blank. ¥ not already done, you can hide these colsmns within the work book to ssmplity data entry. Never delote those columes

6 Enter the atandance code that conespends 10 e studen! and type of day taken for eoch natrectonal day provded

7 Whin complate e o5 an Excel lle with headera aod sawe 20an a5 3 CSV 1k without deectons, haadars aod gresn columng

B When uploadng this Me select Electimport>>SiuDasy Attend>>Delete A Stu/Dolly'Attend records for current district and carront year in Loved &, (NOTE: Leved 0 m) delefe for $he specstc tme fame bevyg

S NEW 2€Q1.2022; Sats Atendance Codes PRSNT-IN. PRSNT-CUT, TN, 7-0UT will be usad. Please map vaur acal todes accordngly in the Astendance Code Templale

DISTRICT  LOCATION STUDENT NANE GRADE =~ STUDENT B) 9 numeric ATTENDANCE DATE  ATTENDANCE CODES SCHOOL YEAR DATE ATTENDANCE INSTRUCTIONAL
Cope Cone charactars (left pad with  {yyyy-mn.dd| (Use local codes) Eoter June 30 of the MODALITY prequired for PRSNTIN,
2eros if newded) cument schoot year fyyyy-  PRSNTOUT, TN and T.0UT Only)

100000t Student, One 08 123255189 202140813 PRENTA 2AR2466-M R
1000001 Stodest. One 08 123455789 202149912 PRSNTH 200206-3) R
1000051 Sudest One 08 123456729 202140815 FRENT-N 200240630 R

14 /30001001 1000021 Studoat. One oF 12385639 2210517 FRENT N 20024620 R

15 0001901 100000 Student. One 08 1238545789 2210020 PRENT-N 2022906-3) R

16 30001001 1000001 Sludest One 08 123456789 2214991 FPRENT-N 202206-3 R

17 20001201 100000t Studest. One ] 123856789 2210522 PRENTM 2022.06-2 R

18 90031401 1000001 Studest. One 08 123856789 22140923 PRETH 200206-30 R

19 F0001901 1000091 Studest e 08 123455789 202140934 PRSNT-H 2032496-20 R

20 20001001 1000001 Studest. One 08 123456789 20210827 FRENTN 200236-3 R

21 2000101 1000091 Stodest, One 06 123854789 2210029 PRENTH 200266.30 R

22 001901 100005 Stdest Coe 08 123456759 202149029 E 2022906-%

23 30001001 1000001 Student. One 08 123456728 0210530 PRENT-H 2025620 R

34 20001001 1000051 Swient. Twe or 2345670% 20010013 200206.3

25 20001901 100008t Studest. Twe o7 2345675% 22149012 2A02456-3

26 30001001 1000001 Studeet. T o7 234567830 2310915 2022063

27 0001001 1000001 Srudent. Twe or 2U56T5% 2210091 2002406-30

28 900119001 1000001 Studest. Twe L 234567890 221400-20 224663

29 20001001 100009t Studeet. Twe o7 3USETRN 021091 2H02-06-20

30 20031001 1000001 Student Twe or 224557830 angsn 200206.3

31 20001901 1000001 Stodest. Twe o 2345676 221003 202463

32 90091901 1000091 Stisfet. Tws o7 3567890 N2100-24 N2246-

3320001001 1000031 Studest Twe or 234557830 MN10827 200208-20

3420001901 1000001 Siwdont, Twe o7 22567850 2214028 20206

35 00201 1000091 Swdent. Twe or ZMEKTEN0 2219029 2Q2406-

36 0004001 100005t Sttt Twe or 234567830 202140830 20200632

37 50001001 1000021 Student. Theeo o’ JaLaraon2 20214511 RENTN 2025620 IN

38 0001901 100000 Stodest. Theee 07 JE5673912 221-00-12 PRENT-N 202296-3) N

39 30001001 1000001 Student Tives or 5673912 202140915 FRENTH 2007206-3 N

40 0001201 1000001 Stodent. Theee or MLeTa912 2010817 PRENT 202206.30 N

41 901901 1000007 Student These 07 35673912 22140920 PRSNTH 2002-06-3) Ll

42 50001901  100008% Studest Tlran 14 3673912 2210931 FRSNTH 2002496-20 IN

d3-50ment _ 1nmnet Stitest Thess ar MERTAND N21.0822 FRENTA 028630 ]

In the above view,

Row 10: Headers has “WRAP TEXT” on to see more data at once

Columns with black text are hidden as they are not required but MUST be in the file.

The rows highlighted in Blue above are students missing Attendance codes and modality.
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Blue text headers indicate required field,

Orange text headers required in certain circumstances

Green text header contains extra data to make reporting easy by seeing the student name (only the code
is required) delete this column before creating the CSV for upload

What you need to report:

This file has multiple lines per student. There is one line per student, per attendance date. Use this
extract to fill in current attendance or any missing attendance dates. This report will include previously
recorded data and any dates without attendance reported within the time frame selected (Step 5) A
modality MUST be filled in for any Present or Tardy codes.

There are two columns in which data must be entered:
Column J — enter a local attendance codes
Column N- enter a modality: (IN = In Person, R=Remote and B=Both)

e Positive Attendance (present or tardy) MUST denote whether or not the student was
in the psychical school building: PRSNT-IN, PRSNT-OUT, T-IN, T-OUT
Absences choose the appropriate local code, no modality is required

e Suspensions do not require a modality but MUST be accompanied by a second
records on the same day to report whether or not the student received instruction; if
present or tardy, the modality is also required.

Finished?

Once you have updated your spreadsheet with this year’s information, save it as
1) ) an Excel file (with headers)
o then DELETE only COLUMN C (Student Name) and COLUMN D (Grade)
o DELETE rows 1-9
o  BEST PRACTICE:
1) ) Find the first empty column to the right: select multiple columns & hit DELETE, then
2) ) Find the first empty row at the bottom: select multiple rows & hit DELETE
2) save the file again in the file format .csv (comma separated values).

Loading the CSV into Level 0.
Loginto Level O

BEST PRACTICE to ensure you do not override any current data, save a copy:

Hover over REPORTS
. Reports Admin
Click on INFORMATION/WARNING REPORT e s Tt
From the SELECT DATA dropdown, choose STU/DAILY/ATTEND —_— - - - -
Click on RUN REPORT Information/Warning Reports
Click on DOWNLOAD ALL e e e T s
STU/DAILY/ATTEND RECORDS nit it s et It el maae s et @
Save the f||e STUMALYIATTEND v Run Repon Dowendoad All STIVOMLYIATTEND Raconds | fils = e 5
A 7
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—>

—>

Hover over ELECT. IMPORT

Click on STU/DAILY/ATTEND

Step 1: use default setting

Step 2: Use the default, DO NOT Delete Level 0 Stu/Daily/Attend records. ONLY use the second option
DELETE ALL if you are reloading ALL SDA records. (Keep in mind: the range of dates you are uploading,
are the range of dates that will be deleted in Level 0. Be careful with partial month uploads using the
second option).

Step 3: Click on CHOOSE FILE to select your CSV

Stu/Daily/Attend Import:
STEP 4: Click on PREPARE IMPORT FILE Step 1 - Select import file type

(Nose First fine of file must condain o studert record, |

(this may take a moment) v
) & Comma Delimited Text
If a red message pops up, the file \uiz-oum current Lavel 0 vaild StuDaly!Atisnd racords for s district and attendance montts being imporisd?
cannot be loaded. Review the ® DO NOT Delete Level 0 StyDally/Attend Records] ) Dadete Al Stu/Dally/Attend racards for district and months being impartee
message and make the necessary Sten 3 - import Fle Locaion: (Lae browse buitton t2 inéfll o\ LY yse when reloading ALL SDA records,
. . Cheose File | No Ne chosen

updates to the original Excel file then re-  swo - ciex button to preosre tie for vasdation for all students on every day of school
save and re-create the CSV and start Propars o P

Step & - Click button to validate data file
over.
Need help? Call us at 631.218.4134 Import/Validation Messages:

Green message? Proceed to...

Step 5: Validate

If a red message pops up, the file has loaded with some errors. Click on view report to manually correct
records as necessary or return to your Excel file to make corrections and import the data again. Need
help? Call us at 631.218.4134

Green message? Yeah!

Hover over L1-DATA PREP
clickon STU/DAILY/ATTEND

Complete two clicks on this screen to (O FAYRE - file.

Stuw/Daily/Attend Data Prep. for Level 1:

Plowse note, there mirst be an stlendance recortd for every STudent on all Instructional days. Falure (o repart @ record (missing
fata ) will delault v an absence oo that day.
t s advisadie 1o run the Missing Attandance rapoet prior to uploading yowr data to identify students thiat aee missing
Nt ondance
ValMation Checks
Perfiorss 8 Ind Jevel of ervor checking When Level 0 han ofa WF error level st fo Fatal’, St Dusly Antead duts < ot e sent 00 Level | s $yn proces bus Sees

comgiensd with 20 errorn
Last Level | Flle Creation/ Uptaad: None

Viidate Now
[Validasion remtits. ] |
| € F
[0aa o T ||
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We HIGHLY recommend viewing the Missing Attendance and Attendance
Breakdown Reports in Level 0
Click on Report and select Stu/Daily/Attend

Missing Attendance Report: Select radio

Enformation/Warning Reports

Data Quality Reports button for Missing Attendnace and select the
e Month for Report. This report will show students
[Demographics that are currently enrolled in your school that are

Larolmen .. . .
Torogram tact missing attendance records for each instructional
T v p— day of within that month.
julporse

Jinsir] Assi
T Stu/Daily/Attend Report Choices:

Location M.,
ST Cvent ® Dyt Inport Frmors (Fvor Rpt #1) ® Dust(s) Sommary @ Dt Schoct Gummary ® Dist. Upllosd Log Dates @ import Log

Stsaapshot W ® Yt Earoes (Fen Rpt 02 @ ® Mo Euollme Ry @ A\teodence Hresh o
Slu‘Cl‘lg!nIm‘lxﬂ
@ inyert Mesaze Log O Misso; Atesifance @ fuach Impoct Process Fassry

Attendance Breakdown Report: Select the radio buttom for Attendance Breakdown. This will
provide a synopsis of the total amount of attendance records that are currenlty reported to date.
This view will also show a breakdown of record counts for each state attendance code and a
comparison to what was reported the prior year within Level 0.

Stu/Daily/Attend Report Choices:

® Dyt Inport Ezmry (Eovor Rpt #1) ® Dust(r) Sommmary @ Dust. School Samamary ® Dist. Upload Log Dates @ Import Loe
3 @ Vil Ervoes (Eeror Rpt 43) @ @ Mo Emollme Rye @ Aneoance Hres v [
@ ingert Mesage Lng O Missing Atesiance @ Ruoch Impoct Process Fassry

Note: PRSNT and

[Present (PRSNT) | 92,512 AT 2 _ATH 200 9 |8 0] 2
Present In School {PASNT-IN) D a 39.043 39,043 100%% 35.858.3.185 0O 0
‘Dresfm OUEOF Schoal (PRSNT- | & 5 | o | ow 2 lale| @ T Codes ar_e no
Macdy (T) 110,132 3352 | 2 3352 100% Q lplo!l 0 longer available
MrdyinSchool (F-IN) | 0 | 0 Ay [3a%] joom  [apalaizal @ (2021-2022 school
Tardy Out Of School {T-0UT) 0 0 (] 0 0% S | 2 | 0 0

year)
In-School Suspension (ISS)

248 | | 361% |
Unexcused (U) 7,504 3,418 [ 1.889 -1,529 a5% | MNA | BA | NA 0

Data Verification in L2ZRPT 1BM Cognos Analytics (nycenet.edu)

Ensure that SED has the correct data by reviewing the SIRS 375: Student Attendance
Count (by District) Report. Corrections to the SIRS 375 are made by updating Level 0.
ALL Updates must be completed prior to the close of Level 0. You can also view the
following reports:

e SIRS 360*: Attendance Absence Daily Summary Report
e SIRS 361: Year to Date Attendance/Absenteeism Report
e SIRS 107: Chronic Absenteeism Accountability Report
e SIRS 371*: Student Attendance Count Report
¢ SIRS 376: Student Attendance Data Flow Report

*Need to be certified at the end of the year.

5|Page
Call us if you need us, 631-218-4134


https://reports.nycenet.edu/StateL2rptReports/bi/

