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HOW TO PRINT the ATTENDANCE WORKSHEETS  
for the ENROLLMENT VERFICATION – (1st and 4th 6 weeks)-    rv. 08/2019 
 
 
Go to Federal/State Reporting/Texas State Reporting/Reports 
 

    
 

Click on Attendance Worksheets-AW   
 
Click the ADD button to create a new report template or edit a prior template. 
 
  
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Layout:  Select Classes. 
Range:  Leave the Course/Class as shown above.  
Fill in the Class Period Low and Class Period High with the 
official attendance period.  

 High schools 001-010  – 03 to 03- TERMS 01-03 
(04-06) 

 Shannon HS—02 to 02  TERMS 01-02 (04-05) 
 Middle Schools – 02 to 02 TERMS 01-06 
 Elementary Schools use 06-06 TERMs: 01-06 

Class Status:  ACTIVE 
Teacher Selection: 
 Check RANGE  
 Check Primary Teachers Only 
DO NOT USE THE PRINT GREENBAR OPTION! 
  

Change the start and stop 
dates to both show the as 
of date for the audit: 
2020-   
Term 1-09/23/2019 
Term 4- 02/24/2020 
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Click SAVE and PRINT. 
 
Once your report has completed generating in the print queue. View it.  SAVE a copy to your U:\Drive re-
naming it, 2020-Term 1 (or Term 4) Enrollment Verification.    You will need to refer back to this online soft 
copy from time to time. 
 
Print a hard copy to complete your audit. It will need to be included in your packet brought to PEIMS. 
 
You will input the number of students from each class by grade level into the spreadsheet you created.   
 
You will compare this report to the Enrollment Report with student Detail, checking off the names as you go 
on both reports to VERIFY that every student that is enrolled in your campus, on the as of date, is in a class in 
which attendance was taken.  If students listed on the Enrollment Report are zero membership, they can be 
excluded from the class rosters. 
 
As you go through the rosters, if you find a student that has been withdrawn but has not been removed from 
their class, indicate that on the class roster. They should NOT be counted as an enrolled student.  
 
If you find a student on a roster that already has a check by their name, it is possible they have had a schedule 
change or are scheduled into two classes at the same time.  Determine which class the student is currently in and 
count them with that class (but only count them 1 time).   Review the student’s schedule on the scheduling 
screen.  Set your options to show dropped classes, so that you will know which class to show dropped on the 
spread sheet. 
 
You can use the provided spreadsheet and type in all the class numbers and teacher names or you can  
 
 
 

Print Options: 
 

Only check the “Print blank 
Lines for Totals”     

 
Click Sort Order: 
 

Check TEACHER or Class 



3 of 6  Attendance Worksheets for Enrollment Verification -WEB                 Technology/PEIMS- tsm 08/29/2019 
 

Copy and paste the teachers/classes by:    
 Save the spreadsheet template you were provided to your computer, re-naming it correctly, then open 

it—minimize it so that you can pull it back up later. 
 Go back to your Attendance Worksheet template and clone it. 
 Call it:  2019-T1-Teacher/class list (or T4) 

 

 
 

 Change the Teacher Selection to Individual Selection 
 Click the Individual Selection button. 

 
 
 
***High School and Middle School--- click on the Terms title to sort your list by terms 
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    Check the button for “Export to Excel (xlsx)”.  Click the 
Export button in the middle of this drop down screen. 

 
 The exported spreadsheet will be in the same order as the browse screen. 

 
 You can see the teachers’ alpha key, the period, their class, the terms the class meets, and the status. 

 
 
 
 

 
 

 For HS and MS, you can delete any classes that do not involve the term you are Auditing.   
 For Term 1, you will remove any classes that are set to 4-6 and in HS you will remove any classes that 

are 2-3, 4-5, 4-6, 5-6.   
 For Term 4, you will remove any classes that are set to 1-3 and in HS you will remove any classes that 

are 1-3, 2-3, or 5-6.   
 Shannon—remove any classes that are not Quarter 1 (term 1) or 3 for (term 4) 
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 Highlight all the cells with 
the teacher’s namekey, 
period and class, then right 
click and select “copy”.  

 
 Pull up the spreadsheet 

template, 
 

 Place your mouse/cursor in 
the first cell for TEACHER 
 

 Right Click and Select 
PASTE 
 

 This will fill in the teacher, 
period and class information for you. 
 

Save your Spreadsheet template to your U:Drive. 
Name your file: 2019-Term-1-EnrVerification-XXX (xxx is your campus number).    (or …Term-4…) 
 
You should only have 1 worksheet per class, but you may have duplicate lines in your spreadsheet for a class 
with different teachers.  Once you have completed entering all the worksheet data into your spreadsheet, any 
classes left without students listed should be checked to see if they are inactive classes or are assistant teacher 
class lines.   
 
If you come across a class that fits neither of those exceptions and you don’t have a class roster for it, it may be 
an issue of the teacher for that class not being set as the primary teacher.  This happens with block classes.  
Have the counselor correct this in the course master then print that class individually so that you fill in the data. 
 
At the bottom of the screen, you should see totals. 
 
For the line called “Grade Totals from the Enrollment Report”, you will enter the totals from the “Enrollment 
Report”.  You should balance with all zero’s in the “ERROR” line.  If you are OFF in any grade, you need to 
investigate and review your entered data until you balance.  If you have gone over your sheets and verified the 
data input and are still not balanced, you need to call. 
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Once you have completed the spreadsheet and are balanced, you will email it to me. 
 
  
 
 
1txatn08.p Haltom High School-TEST/TRAINI Time:  1:59 PM Date: 

02/10/09 
04.08.10.00.00-010005 Attendance Worksheet by Classes PAGE:        

1 
 
Teacher: SMITH, JOHN                    Room:                                   
Course/Sec: X99903/01  Period: 03       Signature: ______________ Date: 
__________                
                              Month:     Feb  
    Student Key Name           Date:      27  
                                          F   
                                         ---| 
  1.GOMEZSEN000 GOMEZ, SENOR         12 |   | 
                                         ---| 
  2.MARTIERI002 MARTINEZ, ERIC       12 |   | 
                                         ---| 
  3.SALGANOR000 SALGADO, NORMA       10 |   | 
                                         ---| 
  4.SANCHJOH000 SANCHEZ, JOHN        12 |   | 
                                         ---| 
  5.SMITHHAR000 SMITH, HARVEY        12 |   | 
                                         ---| 
  6.TURNEJOH002 TURNER, JOHN         12 |   | 
                                         ---| 
  7.SPARRJAC001 SPARROW, JACK        12 |   | 
                                         ---| 
  8.VAN GVIN000 VAN GHOH, VINCENT    11 |   | 
                                         ---| 
  9.___________ ____________________ __ |   | 
                                         ---| 
 10.___________ ____________________ __ |   | 
                                         ---| 
                    TOTAL MEMBERSHIP    |   | 
                                         ---| 
                        TOTAL ABSENT    |   | 
                                         ---| 
                       TOTAL PRESENT    |   | 
                                         ---|  
 
 
 
 
 
 
 
 
 
 
 
 
 


