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Today’s Agenda
Getting Engaged in Workflows & 

Reports

● Goals & Norms
● Attendance Awareness Month
● Homework 1 & 2 Review
● Parent Impact
● Daily
● Weekly
● Monthly
● Implementation and Training 

Opportunities
● Session 3 Homework
● Resources
● Survey!



ISI Mini Melt Webinar Series Goals & Norms
● Provide virtual training opportunities in order to gain an increased depth of 

knowledge around Illuminates many features
● Define best practices and requirements of specific Illuminate tools and features
● Establish a platform of users for specific tools and features for future feedback, 

sharing of best practices, and future development insight
● Session 3 To review and experience various attendance reports in support of 

decreasing attendance challenges and gaps
● Session 3 Promote and strengthen attendance practices and procedures within 

your District/LEA
● To build a foundation of awareness and compliance of attendance



Attendance Awareness Month



The Story of an 
Attendance 
Coordinator
Article from Remind Me, highlighting the 
role of Attendance Coordinators and 
their everyday duties

https://www.remind.com/stories/tania-dominguez
https://www.remind.com/stories/tania-dominguez
https://www.remind.com/stories/tania-dominguez




Homework Review



Session 1 & 2 
Homework

Who did their homework?

● Share your Attendance Letters!
● Share your Attendance Manual!

https://drive.google.com/drive/folders/0B7LfzNlLlhXoVVg4bXpVdzMxdzA?usp=sharing
https://drive.google.com/drive/folders/0B7LfzNlLlhXodTJkVnJEOGVoeTQ


Parent Impact



http://www.youtube.com/watch?v=IED_TYFxDTw


Report Overview



ADA Checker



ADA Checker

● Use Daily, Weekly, and Monthly 
(Basically all the time)

● Technically runs 4 reports at once
● Help Document: 

https://goo.gl/gbtwLf

“The goal of the ADA Checker is 
to streamline month end 

attendance balancing procedures 
and minimize clicks”

NOTES:
● Run ADA Checker as often as possible “All the time”
● Absence Reconciliation - Must be done on a daily basis for Calpads
● “All Students are Receiving ADA” mostly drives from scheduling challenges or 

conflicts. 5% of the time it is due to a timeblock occurrence setup (i.e. student 
is not counting towards enough minutes)

https://goo.gl/gbtwLf




NOTES: Entry Date Exceptions are not in the seat or marked present, may be true but has to do with 
scheduled data is first present date. Cumulative vs. ADA compares all numbers to ADA, checks and balances.



If this particular report or section fails and you are running it at the district level, try to run at the site level. 
Reporting Periods need to match between the district and sites. 



Daily



Missing Attendance
● Filter by date, defaulted to today
● Choose Timeblocks to display
● A list of Teachers appears
● Alert teachers to update attendance
● Help Doc [https://goo.gl/SwFHGn]

“Discover which staff/classes have not 
submitted attendance for a particular day by 

school.”

NOTES:

- Run after every period or timeblocks 
for most efficiency

- Follows the timeblocks as they 
present themselves (the list grows)

- To clear teachers, use Take 
Attendance by Class Roster

- No internal alert yet.

https://goo.gl/SwFHGn


Mass Attendance 
Updates

● Filter by date or attendance 
period

● Choose Timeblock(s)
● Specify an order of the report
● Can use Search to locate key 

information quickly
● Option to Show Reconciled 

Absences
● Can also use Mass Attendance 

Update Tool
● Help Doc 

[https://goo.gl/6UkI8Q[

https://goo.gl/6UkI8Q
https://goo.gl/6UkI8Q


Absence 
Reconciliation

● Filter by date or attendance 
period

● Choose Timeblock(s)
● Specify an order of the report
● Can use Search to locate key 

information quickly
● Option to Show Reconciled 

Absences
● Can also use Mass Attendance 

Update Tool
● Help Doc 

[https://goo.gl/6UkI8Q

NOTES:
Recommended to use by date as opposed to 
period (since its daily), don’t show reconciled 
absences, so you can focus on what needs to 
reconciled - not what was. Green plus sign 
provides the ability to record information. 
Reconciliation should occur within 3 days of 
the absence.

https://goo.gl/6UkI8Q
https://goo.gl/6UkI8Q


Weekly



Weekly Verification
● Select Weekly or Monthly range
● Options to include a verification form 

and single period attendance forms
● Filter by Teachers, Grade Level, or 

Periods
● Choose a Week or Date Range
● Options to show and include lunch 

counts, student ID, and/or Grade Level
● Printing Friday morning/Monday 

morning, expected to returned
● Stored for 7 years
● Online verification process available. 

Charters, much easier. NO MORE 
PAPER!?

● Great also for subs if necessary, or 
Teachers who like such a style of report.

● Only works when attendance is able, or 
following the calendar for 
Normal/In-Session days.

Online 
Verification 
Available!



Daily ADA
● Filter by Attendance Period or 

Custom Date Range
● Select schools(s) (Required)
● Option to filter by Student Race or 

funding categories other than 
regular and special education

● Option to show grade level, 
subtotals and funding category 
subtotals

● Run on a weekly/monthly basis. This 
is the report also used for P1, P2 
report.

● How many refreshes can I get? 2 a 
day.

● NPS and has a Charter (who reports 
separately) would be when to select 
Yes to include all selected sites or 
not

● Show Column Descriptions, say yes 
to learn what the report means.

● Setup issues with the Calendar and 
Timeblocks will manifest here on the 
ADA checker- too many gains and 
losses usually indicative of this.



Monthly



Daily ADA

● Filter by Attendance Period or Custom 
Date Range

● Select schools(s) (Required)
● Option to filter by Student Race or 

funding categories other than regular 
and special education

● Option to show grade level, subtotals 
and funding category subtotals

● Conduct this weekly, should avoid this 
report monthly, or just use it as a quick 
“I’m ok!” moment.



Gains and Losses
● Not found in Attendance but Students > 

Gains and Losses
● Select School, Attendance Reporting 

Period, and by Primary, Non-Primary or 
All Enrollment

● Help Doc [https://goo.gl/FypBI1]
● Gains and losses in enrollment. ADA 

Checker if all green, then this ADA 
number will match in Enrolled correctly. 
Helps to explain students dropping off. 

“The report will run based on the criteria 
selected. It will list enrollment totals alongside 
students who entered or exited each day in an 

attendance reporting period.”

https://goo.gl/hD6bOV
https://goo.gl/FypBI1


Cumulative 
Attendance

● Filter by School, Attendance 
Period, Funding Categories

● View in browser or Text 
Download formats ONLY

● Help Doc 
[https://goo.gl/kKfkh4]

“...provides a view of students' daily 
attendance marks and present/absent 

counts over a selected time period”

https://goo.gl/kKfkh4
https://goo.gl/kKfkh4


Implementation Training and Considerations



Setting Up Protocols and Procedures
● Do you have a district attendance manual?

○ Check out CASBO’s Attendance Manual!
○ We’ve got a template, something to start with at least: Sample to Edit and Refine for Attendance 

(and/or all things ISI)
○ Illuminate Technical Attendance Manual [https://goo.gl/UGyGIV] 

● What is a day like for your Attendance Clerks?
○ Let us come and hangout with your team. We can see their procedures in action and see which 

Illuminate solutions fit into your best practices. Or it may reveal an opportunity to improve current 
practices and make them even better!

● Monthly or Bi Annual User Group Meetings
○ Virtual works too!

● Invite Illuminate to help!
○ Need some additional training? Reach out! We are here to help.

http://legacy.sccoe.org/docs/DBASDocs/Attendance%20-%20Business%20Office%20Personnel.pdf
https://docs.google.com/document/d/1mBj3WBy4zNHN6on0GbfEXP0leYe0_r-Xv9HeTrYlcM8/edit
https://goo.gl/98zIXv
https://goo.gl/UGyGIV


Homework



Homework
Establish Workflows and 

Procedures

● Complete all Homework
● Upon receiving post-mailer, 

please answer our quick survey!
● Share your Attendance Letters!
● Share your Attendance Manual!
● Book a follow up with your IM 

on your attendance needs

https://drive.google.com/drive/folders/0B7LfzNlLlhXoVVg4bXpVdzMxdzA?usp=sharing
https://drive.google.com/drive/folders/0B7LfzNlLlhXodTJkVnJEOGVoeTQ


Resources



How Do I Get Help?
● CA Attendance Technical Manual
● Changing ADA Funding Categories
● Attendance Setup Checklist
● ASES Setup
● Vote for Attendance Comments to be 

available in Reports!
● Chronic Absenteeism and Why It Matters
● Attendance Letters Help Manual
● Daily Workflows and Procedures
● Weekly Workflows and Procedures
● Monthly Workflows and Procedures

Need training by Illuminate or Jeri Wenger?

Contact your Implementation Manager directly, or
help@illuminateed.com

Jeri Wenger, Chief Executive Officer
WENGER & ASSOCIATES, LLC
909-292-8612 Direct
jeri@wengerandassociates.com

https://docs.google.com/document/d/1LDvyMmXUKMvzBSUVafTpwvEppZlMGmYDo3SoUcgV9JA/edit
https://support.illuminateed.com/hc/en-us/articles/115000027393-Setting-ADA-Funding-Category-by-Session-Course-Section-and-Student
https://support.illuminateed.com/hc/en-us/articles/207229657
https://support.illuminateed.com/hc/en-us/articles/220058827-After-School-Attendance-Programs-Setup-ASES-
https://clientsilluminate.ideas.aha.io/ideas/CRE-I-111
https://clientsilluminate.ideas.aha.io/ideas/CRE-I-111
https://ed.gov/datastory/chronicabsenteeism.html#intro
https://support.illuminateed.com/hc/en-us/sections/201157027-Attendance-Letters
https://support.illuminateed.com/hc/en-us/sections/115000007433-Daily-Procedures
https://support.illuminateed.com/hc/en-us/sections/115000007373-Weekly-Procedures
https://support.illuminateed.com/hc/en-us/sections/115000007413-Monthly-Procedures


For archived webinars, please visit:

https://vimeopro.com/illuminateed/archived-webinars-2017


