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2023-2024 Teacher Attendance Report

FROM:

SUBJECT:

The Alabama State Board of Education (SBOE) passed the Resolution Declaring the Importance of
Teacher and Student Attendance in November 2022. In compliance with the Resolution, the Alabama
State Department of Education (ALSDE) must collect teacher and student attendance from each
district and school annually. Furthermore, ALSDE is required to make this data available on its
website for public use.

Since a statewide software to manage teacher attendance does not exist, each Local Education
Agency (LEA) must submit a teacher attendance report from their accounting system. Nearly all LEAs
in the state use NextGen from Harris School Solutions. Attached to this memo are work instructions
for extracting the necessary teacher attendance file.

The minimum requirements for the teacher attendance file are as follows:

1. The LEA report must use dates encompassing your district’'s 2023-2024 school year.
The report must include the following data columns:
a. School Name or State School Code.
b. (CCTR Description) Teacher Full Name (Full Name).
c. (Leave Type Description)
d. Total Number of Absences by Type (Units Taken YTD).
3. The report must be in Excel or CSV format (To Grid)
Note: Iltems in parentheses are column headers from the NextGen output.

The output file may contain other columns; if it does, it is not necessary to format or remove them.
Please save the file using the following: SchoolSystem 2024 TA. Once saved, please upload the
file using the following link: 2023-2024 Teacher Attendance.

File uploads are due no later than Friday, September 27, 2024.

If your system uses different software for collecting Teacher Absences or you have any questions,
you may contact Mr. Srinivas Javangula at srinivas.javangula@alsde.edu for assistance.
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NextGen Work Instructions

Step 1: From the NextGen Home Screen, click Payroll. You will see Application or Transaction Name on
the right panel.

= 4 SOV, TS = pawayar Del=0n oo

File Edit Tools Toolbar Windows Favorites Help Idea Portal

BEOHY & WP H=O0

Enter Add  Change Propery  Save Inquire List Detail Favorites Search  PriSer Exit

&% Menu

Application or Transaction Name
Budget Work
1 Human Resources T
Payroll

System Control

Step 2: Click on Application or Transaction Name to see a list. From the list, click Miscellaneous PR Reports.
This will display another list on the screen.

Application or Transaction Name [A.]Tr..|
Employee Check & Input Queries
PR Setup
Employee Maintenance
.~ Miscellaneous PR Reports |
PR Check Processing

Monthly Procedures
Quarterly Procedures

o Employee Personnel Report P...E..
Calendar YE Procedures

o Employee Maint Audit Trl P...E..
Fiscal YE Procedures

o Personnel Query P...P...
Miscellaneous Procedures

o New Hire Report P...N...
Payroll Site Specific
|~ Remote PR b
|
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NextGen Work Instructions (cont’'d)

Step 3: From the list, click Employee Leave Report.

Application or Transaction Name [A]Tr..] a
o Employee Leave Detail Report P...E..
~ Employee List w/ Status Totals P..R...
o Payroll Service Report P...P...
o Payroll Worksheet Report P...P..
| P...E...
~ Employee Leave Report P...E..
o Employee Master Report P...E...
o Employee Mailing Labels P...E..
o Employee Insurance Report P...El..
« Employee Salary Schedule Rpt P...E..
o Employee Personal Info Report P...E..
o Employee Pay Period Report P...E..
o YTD Distribution Report P..Y..
» YTD Fund Distribution 3 Report P...Y...
o Insurance Birthday Report P...IB...
~ Prior Period Comparison Report P_ P ¥

Step 4: In the Employee Leave Report, select everything that is

Make sure of the following:

Leave Year 2024

highlighted.

Pay Period Codes
Job Status Codes
Leave Type Codes
Employee Types

Report Destination

#4 PR/ELVR: Employee Leave Report (v3.07)

Check all boxes

Check only Active and On Leave

Check all boxes

Check only those that apply to classroom teachers. Use Appendix A as a tool to
identify which employee types are Classroom Teachers

Set to Grid.

(== EoR

Print Order
= Job Lecation

| ~ Active Leave Records |

© Alphabetically

I ¥ Inactive Leave Records I

Leave Yea

Pay Period Codes

Job Location ‘AII

Thru ‘AII

Leave Type Codes

I~ Only Negative Balances

Employee Types

Job Status Codes

Type | Description

B Bi-Weekly
EMm Monthly

N No-Pay

Es Semi-Monthly
Mw  Weekly

<

Report Destination

& To Report Viewer

¢ To Printer

~ To Grid
HP LaserJet P2035 (redirecte!

~| | Type \ Description | | Type | Description ~
FA  Active =1 SICK LEAVE FIAN  ASST PRIN 10 MON
ML  Onleave =2 PERSONAL FIAP  ASST PRIN 11 MO
P Applicant @3 VACATION FIAS  ASST PRIN 10.5M
R Retiree Substitute =4 UNPAID FIAS... ASST SUPERINTEN
S Substitute Fg  ADMVAC FIAY  ASST PRIN 12MO
ET  Terminated v||EA  ACADEMIC ACTMITIv | |[EIBO  BUILDING CUSTODIv
> < > < > < >

© To File

Setup

Enter Selection Criteria, Click Enter(F1) To Generate Report
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NextGen Work Instructions (cont’'d)

Step 5: Click Enter(F1) to generate report. When report is generated, do the following:
Save your file as SchoolSystem_2024_TA on your computer.

Upload the file to 2023-2024 Teacher Attendance
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Appendix A

Purpose: The instructions in the appendix will allow you to generate a spreadsheet that you will use to identify
the classroom teacher codes needed to generate the attendance report.

Employee Type Report (PR ETPR)

Steps:
1. From the NextGen Home Screen, click Payroll. On the Application or Transaction window, click PR
Setup. Another application box will open.

MCAI Application or Transaction Name |Ap [Tran |

Budget Wo
| Payroll | Employee Maintenance
ystem Gontrol [7IPC Interface

EPR Check Processing
["IMonthly Procedures
EQuar‘cerIy Procedures
[IFiscal YE Procedures
[Icalendar YE Procedures
EPayroll Site Specific
EMisceIIaneous Procedures
~ INPUT PAY NO PAY PR IPNP

=

» Empl List with Pay Pd and Sal PR PPSL

2. Under Payroll, click PR Parameter Reports. In the Application or Transaction window, click Employee
Type Report.

# Menu (o] e )
|~ Budget Work |Ap |Tran |
Payroll ' mployee Type Report PR ETPR

PR Setup PR DEDR
| 1 PR Parameter Repors | ~ Salary Schedule Report PR SASR
[”TEmployee Maintenance o Payroll Validation Code Report PR PVCR

71 PC Interface

7 PR Check Processing

[ Monthly Procedures

= Quarterly Procedures

[ Fiscal YE Procedures

[ Calendar YE Procedures

[~ Payroll Site Specific

Miscellaneous Procedures
[ Miscellaneous PR Maint
[ Miscellaneous PR Reports
[~ PR Salary Budgeting
[~ Deduction Adjustment Modul:

= om0 h

< >




Alabama State Department of Education
2023-2024 Teacher Attendance

Appendix A (cont’d.)
3. For the Employee Type Range, enter “All” in the From and Thru boxes.

4. Check the “Active Only” box.
5. Click “To Grid.”

& PR/ETPR: Employee Type Report (v3.05) EI@
Employee Type Range

From [All Thru |All

Include Report(s)
v Mand Deductions [v Sub Rate Level v Leave Type

v Active Only

Report Destination
" To Report Viewer & o Grid " To File

" To Printer  AP_Printer Copier Setup

Report Criteria Loaded

6. Export the grid to excel.

- PR/ETPR Report Detail Data - 08/26/2024 10:38:20
Employee Type ¥ Employee Type Description ¥ Certified Code Description ¥ Work Months Per Year v Contract Days =+

» AP12 Expmt'n £=i=t==*fincipal 12 MO Certified 12.0 242
AP12 - lincipal 12 MO Certified 12.0 242
AP12 Collapse All fincipal 12 MO Certified 12.0 242
AP12 Clear Custom Layout lincipal 12 MO Certified 12.0 242
AP12 Assistant Principal 12 MO Certified 12.0 242
AP12 Assistant Principal 12 MO Certified 12.0 242
AP12 Assistant Principal 12 MO Certified 12.0 242
AP12 Assistant Principal 12 MO Certified 12.0 242
AP12 Assistant Principal 12 MO Certified 12.0 242
AP12 Assistant Principal 12 MO Certified 12.0 242
AP12 Assistant Principal 12 MO Certified 12.0 242
AP12 Assistant Principal 12 MO Certified 12.0 242
AP12 Assistant Principal 12 MO Certified 12.0 242
AP12 Assistant Principal 12 MO Certified 12.0 242
AP12 Assistant Principal 12 MO Certified 12.0 242
AP12 Assistant Principal 12 MO Certified 12.0 242
AP12 Assistant Principal 12 MO Certified 12.0 242
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Appendix A (cont’d)

7. Use this excel sheet to identify the “Classroom Teachers” and their Employee Types.
a. Turn on the filter in the spreadsheet.

Go to Employee Type column.

Click on the filter to open the dropdown.

Click the checkbox at the top to uncheck all items.

Click only the codes applicable to classroom teacher.

Poogo

8. Use Employee Type codes identified in this excel sheet to select the Employee Types in the Employee
Leave Report. (See page 2 Step 4 of your ‘NextGen Work Instruction’).

Note: Do not submit the spreadsheet generated from the Appendix.



