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Instructions for Using ASAP Web Attendance
*** PLEASE MODIFY ACCORDING TO SCHOOL RULES ***

You will now be entering your attendance data over the Internet rather than using Scantron bubble
sheets. Attached is a manual you should use as a reference tool when using the attendance system.
Please note the following rules and guidelines that apply to taking attendance.

Audit Sheet - you must print out and sign and date each page of the Weekly Attendance report
each week.

Turn in the Audit sheet to insert name/office here by 5:00 PM each Friday

If you have questions about using Web Attendance, please contact insert name here at insert

phone number here.

If students show up to class and are not listed on the current roster, have the student stop by the
front office to register. Until the student appears on the roster, write the student’s name on the
Weekly Attendance report and note the number of hours each day. If the student appears on your
roster before you turn in the weekly report, document the hours.

Substitutes - arrange for the substitute to obtain a roster or sign-in sheet. Have the substitute
take attendance using that form and sign and date it. When you return, retrieve the form and

enter the attendance. Attach the substitute’s attendance record to the Weekly Attendance report.

*** Web Attendance can be found at the following URL ***

http://www.yourschool.org/wta



ASAP Web Teacher Attendance

Open your web browser and enter the location of the Web Teacher Attendance.
Your school may have the module set up so you just click an icon on the school website.

Enter your User ID and your Password then click “Login” by Administrative Softuare fpplications

User ID: I
All the screens in Web Teacher attendance will show only the Passward: |
information on classes for the teacher logged in on this session.

Home Tab

This shows all the sections the teacher is allowed to enter attendance. If you are not allowed to enter
attendance for a class but want to view rosters, enter grades, etc., click the Prior Time Periods drop
down menu, find and click on the time period you want. If you do NOT see any sections, click on Prior
Time Periods and select a Time Period.

Select the section you want to take attendance on by clicking on the section number.

7 Web Teacher Attendance Alexandra Carter T
by Administrative Goftware Applications LOGOUT
HELP
LR Take Attendance | Grades/Credits | ¥iew Attendance | Skills | Roster | CC/CYE | Reports Change Password
Master Class List: Alexandra Carter
Prior Time Periods: | All Current Time Periods j
Section Number Section Title Time Period District
010011 ABE Multilevel YCO0S06 SeaSide Adult School
020054 High School Subjects YROS06 Mational adult School
902154 Ext Alg 14 YROS06 Mational adult School
902254 Ext Alg 1B YROS06 MNational Adult School o
902354 Ext alg 24 YROS06 Mational adult School
902454 Ext &lg 2B YROS06 Mational adult School
902554 Gen Math Inter YROS06 MNational Adult School
902654 Gen Math Ady YROS06 MNational Adult School
902754 Algebra 1 YROS0E Mational Adult School
902854 Algebra 2 YROS06 Mational Adult School
904154 Life Sci 1 YROS06 MNational Adult School
904254 Life Sci 2 YROS06 Mational adult School
904354 Phys/Farth Sci 1 YROS06 MNational Adult School =

Take Attendance

The students currently enrolled in the section you have selected will show on the Take Attendance list in
alphabetical order by Last Name.
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You may change the Enrollment Status to limit the students to Active/Newly Enrolled or Show All,
which will show the completed and dropped students as well. Use the Enrollment Status option to
manage your roster to enable you to quickly enter attendance. If a student returns to class, change the
enrollment status button at the top right to Show All and find that student in the roster. Change the
enrollment status for that student to ACTIVE. Click Save Changes. Go back to the Enrollment Status
dropdown at the top right and change it back to Active/Newly Enrolled to enter Attendance.

Check to make sure you are on the correct Class Date for attendance. You can change to any date within
the time range preset by the office. Any previous dates not showing means they are beyond the back
days the office allows you to adjust. You will need to run the Attendance Amendment Record under
Reports, contact the office to make the adjustments or to get access to older dates. You may view
previous attendance using the View Attendance tab.

Attendance is taken by simply clicking on a box to insert a check mark for that hour. You can click the
button under “Check” to mark all boxes for that one student or click under “Reset” to uncheck those

boxes.

You can also take attendance by the hour for all students by clicking the minutes link under Time in
Minutes.

At the top of the column is a button “Check All Time” that will mark all boxes for all students. “Reset
All Time” will uncheck all the boxes.

Once you have marked the appropriate boxes for attendance for all students remember to click on the
“SAVE CHANGES?” button. You will see the number of students with attendance and total hours.

Your attendance has now been completed for the selected date.

@ Web Teacher Attendance Alexandra Carter

by Administrative Software Rpplications LOGOUT
HELP
Change Password

Home JRECCEGENLENEN Grades/Credits | Yiew Attendance | Skills | Roster | CC/CYE | Reports

Take Attendance

Section: |902154 - Ext &lg 1A j Enrollment Status: |Active/‘Newly Enrolled j
Section No: 902154 Section Tithe: Ext Alg 14
Time Period: YROSOE Program:  HS Under-Umnbrella Courses
Start Time: 5:45:00 FM tlass Bate | 6,/19/2006 2 | Check All Time | ‘ Reset All Time | | Save Changes

Enrollment Left Time in Minutes
Student ID Student Name Status Tardy Early Check/Reset 60 30 60 30
7615 Cas, Loriannesa |Active 'l ol I Ei| LT 1T R N
8667 Cou, Clemontea |Active 'l - - E] a T2 " i
3355 Landor, Melissa 1 |Active -] i I E| L T R i

| Gheck all Time || Reset All Time H Save Changes

Additional Options:
Set/view Student Goals —
Student Search

Print Sign-In Sheet
Print Weekly Attendance Report
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There is access to other information available from this
same screen. Click on any student name to see basic
demographic information, certificate records and daily
attendance listing.

You cannot edit the student information or attendance
from this window but you can make a change to the ADA
type on the attendance listing.

Change the ADA type to the correct ADA type on the
first day of attendance and it will automatically change it
for the following dates.

Be sure to click on “Save Changes” before closing the
screen.

WIEW  FEVOMIES 10015 HEp

Student Demographics

Name of Student:

City, State Zip:
Home Phone:
Date of Birth:
Email:

Home School:
Enrollment Date:

Total Regular

Tatal CC Atten,
Total CVE Attes
cC Time:

CVE Time:

Certificates Records

Time Section
Period Title

- Section 0105111

Gibbs, Valerie

2000 Crystal Spring Rd.
San Bruno, CA 94066
899-823-4623
3/3/1976

09/07/2002
70:50

3:00

0:00

SectionNo  Code Cert Description

FY07 0105111 Landscaping DCCC Deuce Certificate
FY07 0105111 Landscaping WCCC Web Certificate
FY07 0105111 Landscaping CCABC Certificate of Completion 2/15/2007

Attendance Records - Section 0105111

Attendance Date
12/1/2006
12/5/2006
12/115/2006

Hours ADA Type
5:10
5:10
5-10

Regular Adult ¥
Regular Adult ¥

Reaular Adult +

Request  Issuec
Date Date

2/28/2007 2/28/
2/28/2007

Attendance Type

Web Teacher Attendance - Microsoft Internet Explorer =100/ x
. e Teacher ttendance :
Set/vleW Student Goals: y ministrative J0Ttware Hpplications
Goals 902154 - Ext Alg 1A
Click on the pull down menu for the
Goal 1 and Goal 2 to select the correct [erint ][ Glose ][ gave hanges |
goal for each student. You can enter a e - - -
default goal at the top of each column 7615 Cas, Loriannea o | <]
. « 29 . 8667 Cou, Cl t =l | =]
then click “Set All” and that goal will be ~ ©500 > 000 —— 3 T 3
entered for all students.
Enrollment Statuses:
Enrollment Status: |active/Newly Enralled -
Click “Save Changes” before closing _ B [
screen. - [ — - -
“Heb Teacher Aitendance 7
STUDENT SEARCH: Enter one or maore search criteria
Last Name: alv
Any Part of Name: I
Student ID: [
Student Search: Date of Birth: [T
Type in any one of the four selections to
Search for a Student_ If you knOW the Iast Student ID Student Name  Date of Birth Address City, State Zip Enrolled in Section?
. . . 8624 Alv, Abrahama 5/28/1929 2251065 W San Ysidro Blvd AnyTown C& 77777 No
name and birth date type both in the fields 8634 aly, Adonisa  5/28/1920 2251065 W San Ysidro Blvd AnyTown CA 77777 No _
and click on Search. T E——

........................

You have two options from this screen:
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Student Information

Student ID No:
First Name: *
Address:
City:

Home Phone:
Date of Birth:
ADA Type: *
Email:

Enroll Date:
Home School:
CC Time:

CVE Time:
Goal 1:

Goal 2:

1. Student Information

You can select the student you want by
clicking on the student name. This will
up the student demographics screen.

If you make any changes remember to

on “Save Changes” before closing screen.

Total Regular Att:

Total CC Att:
Total CVE Att:

2. Add New Student

Click on “Add New Student” button to enter a
new student and enroll them in your class.

Add New Student

LB

* Required Field

3355

[welissa | Middle:

[1422 Mayhews

i Landor

Last Name: *

[Mountain view State: [california [cal =l Zip: [oan43

(Jeso ) 2as B EIEE]
January =] [s = [ioss

[eqarsae = bring

[corown@asacen tral.com
06/28/2006

Alternative Ed -

click

=iB

(=13

@ Web Teacher Rttendance £
by Administrative Software Applications

re

* Required Field

i i i Student 1D - - OrR I assicn#
Elther type In the Student I D nu mber Or CIICk On Check the Assign # bog if you wish to _autofcreate an unique Student I Number
. R g&egi;gg‘gsw student is saved. If Assign # is checked the Student ID input boxes

Assign # for ASAP to assign the next number. o ¢ o ite ) testhamers [

Address: [
. . . 9 City: [ State: [ =l Zip: [

You have the option of le_avmg the “enroll Home S r—-—

checkbox unchecked to simply add a new Date of [—
ADA Type: * ’—L’

student without enrolling them in your section.

Remember to click on “Save Changes” before
closing screen.

Email:
Enroll?: r

Check the above box if you wish to enroll the new student in Section 902154 - Ext
Alg 14

|&] Dane

[ [ [N Local intranet

At the bottom of the Take Attendance screen there are several reports you can print for the section you

have open.
1. Print Sign-In Sheet

(has teacher signature space)

This report will print for Monday through Sunday for the week that includes the date you have
open for attendance. There is also a daily sign in sheet with sign in/sign out.

Print Weekly Attendance Report (has teacher signature space). This report will print for

Monday through Sunday for the week that includes the date you have open for attendance. It
will show only the students with attendance. This document that you sign and turn in each week
is required by the CDE as confirmation of attendance.

Grades/Credits

The students currently enrolled in the section you have selected will show on the Grades and Credits list.

You may change the Enrollment Status to limit the students to Active/Newly Enrolled or Show All,
which will show the completed and dropped students as well.
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@Web Teacher Httendance
by Administrative Software Applications

First Last
LOGOUT

HELP
Change Password

Home | Take Attendance [[ELEFECEN T View Attendance | Skills | Roster | CC/CVE | Reports | Topspro | Configure

Grades and Credits

Section: | 0105112 - Landscaping “|  Enrollment Status: | Active/Newly Enrolled ~

Saction No: 0105112 Section Title: Landscaping

Time Period: F¥07 Program: Adult Basic Education

Save Changes

Certificate Midterm Midterm Final Final
Issued | Pick =Z Grade Credit = Grade Credit T Citizenship

2326 Bejarano, Mauricio G Regular Adult Newly Enrolled ] v v

Set Midterm Grades To: ¥ | set Midterm Credits To: Set Final Grades To: ¥ | set Final Credits To:

ADA Enrollment

Student
n Student Name e Status

5871 Gabbay, Yvonne Regular Adult Active O v v
9497 Juarez, Gladis C. Regular Adult Active | v v
9722 Kim, Bong Regular Adult Active O v v
9919 La France, Nicole Regular Adult Active A v v
4020 Test24, Henry Regular Adult Active O v v

Certificate Type: w

If most of your student will be getting the same grade/credit you can Set Midterm Grades and Set
Midterm Credits to enter a default grade/credit for each student. You can then click on any students
grade/credit and make a change. This can be done for either the Mid Term or Final Grade and Credit.

The other option is to enter the grade and credit individually on each line for that student.

To request a certificate, choose a Certificate Type from the bottom of the screen. Then click the Pick
button for each student. When you are ready to submit the requests, click Save Changes. Once that
certificate has been issued a check will appear in the “issued” box. You may not enter a check into the
issued box. To view Certificate Records, click on the student name.

Enter any text you choose into the Citizenship field.

Click “Save Changes” before closing screen

View Attendance
This screen will show you the

attendance for any week @ Wep Teacher Rttendance ey corer =
(Monday-Sunday) according to e _ change passmar
the Class Date that you enter on o Ao
the screen. You have the option section: [F0ZT5r B AR TR =] envoliment stotus: [Reim/iey Svared 5]
to select Active/Newly enrolled e wse g
Student or A" Studentsl Section Title: Ext Alg 14 Class Date IW[
Attandance Typer e a—
To9e"" student name '?DAE 5{'5?:.'?““2'“1"5' zvuuagu;udaz\éuﬁ :’EZdlnEZS;;gzh;;dsZat:’UEE gSVZUUEE 24dzac‘|’uﬁ§ 25 zuu
TO print this report, Click Print I7DE>15 Cas, Loriannea Rvepgu\arAdultActwe 3/[][]/ o o o o o ‘ /
button at bottom of screen. S T e
1316  Parker, Alan Regular Adult Active
v B
. | il
S il
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Skills
Skills must be set up in ASAP for them to be available on this screen.

There is a listing of all skills that can be seen by clicking on the Skills List button at the top right of the
screen.

- e Teacher Mttendance e

You can enter the skill ! ” e
level attained one student e —
at a time by Clicking on Skills for Section: | 0501001 - Child Daycare and Nanny Care % | Eprollment Status: Active/Newly Enrolled
“Enter Skills”. Use the N s program:
tab key to move from Saction Tile: 2ol Dayeare and ianny Care oot Dt ceranranze
field to field You Can |Print ‘ ‘ Save Changes H Refresh H Skills List |
Ch.ange the StUdent from Student ID  Student Name Enrollment Status Hours — v - v
this screen as well. You

- - 7002 Bab, Bob Newly Enrolled 0:00 Enter Skills
can enter SkIIIS for entlre 6402 Gomez, Marina Newly Enrolled 0:00 Enter Skills v v
Class at once USIng the 2222 Merz, Tony Newly Enrolled 0:00 Enter Skills
maln page by enterlng It ‘Print H Save Changes H Refresh H skills List

as a default at the top of i
each skill column. If o SYFEw

most of the students will be receiving the same level you can enter the default for all students and then
make changes to the students that are receiving a different level.

Be sure to click “Save Changes” before closing screen.

Roster
From this screen you may select Weh Teacher Httendance

by Administrative Software Applications LOGOUT

students who will receive CC or :

Home | Take Attendance | Grades/Credits | View Attendance | skills |[XE ad| cc/cVE | Reports | Topspro | confi

Change Password

CVE Attendance by checking the

Roster:
column at the far left of the student  _...... Gsiss - s B corctimant status: (Aot g B
ID number' Section No: 0103112 Section Title: Landscaping
Time Period: FY07 Program:  adult Bacic Education [Print] [ save changes | [Email |
This is also an easy way to check for E“D"—m—i-;:ﬁ:‘": T __ S pome Schoot
ejarano, auricio
a student address or phone number. oo 5871 Gabbay, Yvonne 1700 El Camino Real So San FranciscoCA  (650) 872-0554
You can click the Prnt button to et 7] 5% o C s o
a printout of the StUdentS OO O 9919 La France, Nicole 280 Conmur St. Parker CA  (393) 939-9999
' OO O 4020 Test24, Henry E9 Esast Deirk Dkick CA  (123) 687-4568 Gunn High School
You can also send emails to students
from this screen. If a student hasan === e

email address, you will be able to check the box by their Student ID. After selecting students, click the .
Email button at the top right.
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This will open the form shown to the Teacher Name  |First Last
I’Ight Enter a SUbJeCt and a brlef Teacher Email  |jmeyer@asacentral.com Store Email Address
message. When ready, click Send Subject

Email. Watch for error messages or
problems with delivery. Please beware
of text and content to avoid triggering Brief Message

spam rules.

If you made any CC or CVE o] (e
selections, remember to click “Save

Changes” before closing screen Powsiedby.. Mﬂfﬁfﬁﬁr

CC/CVE

This screen is where you will enter the CC or CVE attendance. The students marked CC/CVE will
show on the listing here.

# Web Teacher Attendance Alexandra Carter

by Administrative Software Applications LOGOUT
HELP
Change Password

Home | Take Attendance | Grades/Credits | Yiew Attendance | Skills | Roster |[EN¥IRIA] Reports

Take CC/CVE/Lab/Makeup Attendance

Section: |DI32154 - Ext alg 14 j Enrollment Status: |Actiue/’Newa Enrolled j

Time Period: TROS0E Program: HS Under-Umbrella Courses

Section No: 202154 Attendance Type: Icc -

Section Title: Ext Alg 1A Week Of: Iﬁ/lQ/EDDE. -

Default HDurs:I | Set all to Default | ‘ Clear all Time ‘ | Save Changes
Student Enrollment Monday Tuesday Wednesday Thursday Friday Saturday Sunday
Student Name 52 = 52 = 52 =
1D Status 6/19/2006 ~ 6/20/2006 ~ 6/21/2006 ~ 6/22/2006 ~ 6/23/2006 ~ 6/24/2006 ~ 6/25/2

7615 Cas, loriannea = Active |2:55

8667 LCou, Clemontea -2 Active |

| Set All to Default | ‘ Clear all Time ‘ | Save Changes

Additional Options: b
Print Weekly sttendance Report

- - hd
1] | r

To enter the same CC/CVE attendance hours for all the students you can enter the Default Hours and
click “Set All to Default”. You may then go to any student and make changes to their actual hours if
different from the default.

The other option is to enter the hours individually for each student and each day.
Click the Clear All Time button if you want to remove all the hours you entered.

Click the Print Weekly Attendance Report at the lower left of screen if you are ready for the report to be
submitted.

As always, click “Save Changes” before closing screen.
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Reports

From this screen you will be able to run reports for the sections that show for the teacher logged into the
attendance program.

@ Web Teacher Attendance Alexandra Carter
by Administrative Software Applications LOGOUT
HELR
Change Password
Home | Take Attendance | Grades/Credits | ¥Yiew Attendance | Skills | Roster | CC/CVE |G
Reports: |2a. Wweekly Attend, by Section - Stu's w/attend, j
Parameter Yalue Instructions
District [National Adult School =] Select a district,
Time Peariod | Fall/Spring 05/06 =l Select a time period.
Section ALL SECTIONS [~ Pick one or maore sections.
Section No Section Title Teacher Pick
020054 High School Subjects Carter, Alexandra - Only 400 sections may be
302154 Ext filg 14 Carter, Alexandra I selected at a time, but vou
02854 Algebra 2 Carter, Alexandra [l may choose ALL SECTIONS if
904454 Phys/Earth Sei 2 Carter, Alexandra - you wish to report on all
sections within the time
period,
& Date of the Week [/ Enter a date in MM/DD/YYYY
format.
Display Only Last 4 Digits of |[ves =] Select No to show entire
Student ID Student ID.
Puwsrad by_. A A pepinistrative =l

Select the report you want from the pull down menu. The criteria for that specific report will come onto
the screen.

You need to make a selection for any field that has a pull down menu or check boxes to pick from. In
the example above you would need to select:

1. The District (from pull down)

2. The Time Period (from pull down)

3. The section number (check the pick box)

4. Date in the week (enter the actual date)

5. Display last 4 digits on Student 1D (select yes or no)
Click the “Submit” button at lower left when you have finished your selections. Once the report is on
the screen it will give you the option to print it.

** We suggest printing each section individually.
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TOPSpro

This page will allow you to complete the TOPSpro Entry and Update records and view CASAS test

results for each student.

@Web Teacher Httendance
by RAdministrative Software Applications

TOPSPro

Section: | 0105112 - Landscaping v

Section No: 0105112 Section Title: Landscaping

Time Period: FYO7 Program:

Adult Basic Education

Entry Record

Home | Take Attendance || Grades/Credits | View Attendance | Skills | Roster | CC/CVE Topspro | LT H T

Enrollment Status: | Active/Newly Enrolled b

StudentID  Student Name gt':'t’:s'“""t :l';t::(t;g;d::;"
2326 Bejarano, Mauricio G Newly Enrolled 0:00

5871 Gabbay, Yvonne Active 57:50

9497 Juarez, Gladis C. Active 43:30

9722 Kim, Bong Active 40:50

9919 La France, Nicole Active 5:10

4020 Test24, Henry Active 10:20

First Last
LOGOUT
HELP
Change Password

TOPSpro Action Status

Entry Update Test Scores
Entry Update Test Scores
Entry Update Test Scores
Entry Update Test Scores
Entry Update Test Scores
Entry Update Test Scores

Click on the Entry Record for the student. Any existing demographic information will already show on
the Entry Record. Fill in missing fields, including but not limited to Instructional Level and the Skill
Levels. Click Save Changes. You can select a new student by clicking the drop down at the top of the

screen.

Update Record

Click on the Update Record for the
student. Fill in all required fields. In
the Learner Results boxes, mark all
that apply by using the CTRL key to
select multiple options in each

group.
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TOPSPro Student Update: Section 0105112-Landscaping +* Required Field

Student: Bejarano, Mauricio G ¥

Student ID No:
Student Name:
Address:

City:

Home Phone:

Date of Class Update:
Status (Mark One):

Progress (Mark highest):

LEARNER RESULTS
(Mark all that apply)

Work:

Personal/Family:

Community:

= E N

2326
Bejarano, Mauricio

State: v Zip
( )
- -
O Retained O Left © No Show or did not attend at least 12 hc
O1In Program © Completed © Advanced

Got a job ~
Retained job

Met work-based project goal

Entered job training

Entered apprenticeship ~

Increased involvement in children's education

Increased involvement in children's literacy related activitie
Met other family goal

Met personal goal

Other

Achieved U.S. Citizenship skills



