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Using the Attendance Tracker Spreadsheet

The Attendance Tracker Spreadsheet allows you to track attendance for up to 5 students for a single year. You
will use a calendar to mark each day that your student attends school. At the end of the year you will be able to
print a nice looking attendance report for each student's records.

The spreadsheet provides the following features:
e Easy entry of your school and student information
o Record attendance for up to 5 students in one spreadsheet
e Easily define when your school year, quarters, and semesters begin
e Record school days, vacation days, holidays, sick days and more
e Automatic calculation of attendance days by Quarter, Semester, and entire Year
o Use the same spreadsheet for any year

e Printable report for each student is automatically created for you

The resulting attendance report will resemble the one pictured below:

Little Village Christian Academy

1234 Mystreet Drive, Louisville, KY 12345

2008 - 2009 Attendance Record

Student: Nathan Weberg Year: Freshman
Semester 1 Semester 2 TOTAL
15t Qtr [ 2™ Qtr 3™ Qtr 4™ Qtr DAYS
Attended School 45 45 50 44 46 90 180
Sick Days 0 0 0 0 0 0 0
Vacation Days 5 14 19 1 3 4 23
Holidays 0 0 0 0 0 0
Other 0 1 1 1 2 3 4
Total Days of Instruction: 91 93 184

The following pages will show how the Attendance Tracker Spreadsheet works.



When you open the spreadsheet, the first page is where you enter your school and student information:

Al B Ic] D | E | F | 6 | H o] J =
e e | Pomeschool Record Keeping
a Ww:v_swngsglafc;w% caihinilices Antendance Tracker
2 School Name: Little Village Christian Academy
Enter school name, School Address:  [1234 Mystreet Drive, Louisville, KY 12345 |

m

address, and school
year information in School Year: 2008
this section. Beginning Month: Count “other” as school days? (Y/N)

10

1

| 12| Student Name Grade
13| 1[Nathan Weberg Freshman
Enter students |14 2|Andrew Weberg 8th
in this table Z 3|Ariana Weberg 3rd
' 4
7] 5

19| Instructions:
20| 1) Select Save As... from the File menu, and save a copy of this spreadsheet. Give it

Instructions at
21 an appropriate name, such as 2009Attendance.
the bottom of =
the sheet. 3| 2) Enter the school and year information at the top.
| 24| 3) Enter up to 5 student names and choose their grade from the list. If you have fewer
| 25 | than 5 students, leave the last lines blank_ If you have more, save a 2" spreadsheet.

Notice the tabs at the bottom of the spreadsheet, circled in this picture...

24| 3) Enter up to 5 student names and choose their grade from the list. If you have fewer
25 than 5 stu j more, save a 2™ spreadsheet.
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The sheet we have been entering information on is the Info sheet.

There is a sheet called Calendar which you will use to record attendance, and 5 Report tabs which contain the
attendance reports for each student.



Click on the Calendar tab and you will see a sheet like the one shown below (without any of the letters filled
in). Note that the months and years on the left side will reflect what you entered on the Info tab, so this
calendar spreadsheet can be used for any school year. Your student names will also be automatically filled in
based on your entries on the Info tab.

Al B [CID[E[F[G[H[IJJ]KIL[M[N[O[P[Q[R]S|T[U|V [w[X]Y]Z]AAABIACIAD|AE|AF|AGIAH| Al[AJJAKIALIAM| AN—
| 1 | Enter the following to record attendance: a = atfended school; s = sick day; v = vacation day; h = holiday; o = other
2
| 3| SuMTu WTh F Sa|Su M Tu WTh F SajSu M Tu WTh F Sa|Su M Tu WTh F Sa|Su M Tu WTh F SaSu M
| 4 | |August 2008 1. 2|3 4 5 6 7 8 910111213 14 15 16(17 18 19 20 21 22 23|24 25 26 27 28 29 30 31.
| 5 | Nathan Weberg a al/a a a a al/a a a a
| 6 | Andrew Weberg Q1 alalala|a alala|a|a |
| 7 | Ariana Weberg Q1 a a a a|a a a a a a 3
8
9|
| 10| |September2008 [l 1 2 3 4 5 6|7 8 9 10 11 12 13|14 15 16 17 18 19 20|21 22 23 24 25 26 27|28 29 30 [N ININEE
| 11| Nathan Weberg VIiviv vy a a/a a al a a a/a a a a al a
1 12 | Andrew Weberg ViV v vV aj/a a a a a/a a a a a/a a a a ala
| 13 | Ariana Weberg VI v v vV al/a a a a a ' a a a a a/a a a a ala
| 14
15|
16| |October2008 [ 1 2 3 4|5 6 7 8 9 10 11[12 13 14 15 16 17 18|19 20 21 22 23 24 25|26 27 28 29 30 31 |EHIN
| 17 | Nathan Weberg a ' a a a a a a a a a a a/a a a aQ2 alalalaa
| 18 | Andrew Weberg ala a al/a a a a al/a a a a a a a/a aQ2 al/a a a a
| 19 | Ariana Weberg alala alalala|a alala|a|a alala a aQ2 alala|a|a
| 20|
|21
| 22| |November 2008 [N < |2 3 4 5 6 7 8|9 10 11 12 13 14 15(16 17 18 19 20 21 22|23 24 25 26 27 28 29|30 [}
| 23 | Nathan Weberg a a a a a a a a a a a a a a a o v v v Vv
| 24 | Andrew Weberg a/a a a a a/a a a a a/a a a a oV v Vv |V
| 25 | Ariana Weberg aj/a a a a a/a a a a a/a a a a VIiviv vV
| 26 |
| 27 |
| 25| |December2008 Ml 1 2 3 4 5 6|7 8 9 10 11 12 13|14 15 16 17 18 19 20|21 22 23 24 25 26 27|28 29 30 31 [HNHINENIN
1 29 | Nathan Weberg a/a a a a ala a/a a a a VAR AR AR AN AN AR
| 30| Andrew Weberg a /a a a a al/a a a a a ' a a a a VIV v v |V v iviv
| 31| Ariana Weberg a a/a a a a a a a a a a/a a a ViV Vv AR AR
| 32 |
53 4
14 4 » w[\ Info ) Calendar / Reportl / Report2 / Report3 / Report4 / Report5 / ‘ i »

On this calendar, you must designate the beginning of each Quarter of the school year, by typing Q1 into the
correct date that begins the first Quarter, Q2 on the date to begin the second Quarter, and so on. In the example
shown above, the first quarter of the school year began on Monday, August 18™. Thus Q1 was placed into the
cells on the Saturday before that date. (It would work just as well to place it in the Sunday cell.) The second
quarter began on October 27, so Q2 was placed into the cells for Saturday, October 25™.

NOTE: the Attendance Tracker spreadsheet understands a full year made up of 4 quarters. Semester 1 is the
totals of Quarter 1 and Quarter 2, while Semester 2 is the totals of Quarter 3 and Quarter 4. So even if you
record grades on a semester basis, you must enter all 4 quarters on this calendar. The attendance reports will
show both Quarter and Semester totals.

On the calendar, enter the appropriate letter for each day on each student's row. (The calendar tracks up to 5
students at once.) Enter an 'a' for “attended school,” an 's' for a “sick day,” etc. The definitions of each letter
are listed at the top of the calendar.

If you don't want to keep track of holidays, sick days, or vacation days, you can just enter the days of
attendance. You may use the “other” days (by entering an '0') for anything you wish, such as field trips. Make
sure you indicate on the Info sheet whether to count “other” days as school attendance or not.

Make sure to save your spreadsheet after recording days in the calendar. Each Report tab will
automatically calculate the total number of days for the student, and can be printed at the end of the
school year for your files.
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