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Attendance and absence events 

Introduction 

The Student Attendance and Absence Events module allows you to record student attendances and 
absence events to meet the needs of: 

 your organisation 

 the government department that may require information from your organisation, particularly for 
attendance and truancy matters.  

See Attendance concepts (on page 3). 

A driver for the earlier changes to Synergetic was the New Zealand Ministry of Education's requirements 
for 2008 and 2009. See Attendance codes for New Zealand schools (on page 5). 

Student attendances 

You can view all of the students in the class and mark the records of those students who were present 
and absent. Attendance records are created for both absent and present students. See Class 
attendance (on page 11). 

Absence event records are created for any absent students or events you need to record. See Student 
absence events below. 

You can view reports to assist with managing student attendances. See Key attendance reports (on 
page 257).  

Student absence events 

You can record individual students as absent. See: 

 Individual student absence events (on page 57) for an overview. 

 Recording absence slips (on page 71). 

 Recording late sign ins (on page 82). 

 Recording all day absences (on page 152). 

 Recording excursions (on page 169). 

You can record planned absences for individual students. See: 

 Individual student absence events (on page 57) for an overview. 

 Recording a student's expected arrival (on page 116). 

 Recording a student's expected departure (on page 128). 

 Recording a student's expected departure and return (on page 140). 
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You can record groups of students as absent, such as when a class is on a camp. See Group absence 
events entered in bulk (on page 185).  

You can cancel classes in bulk to maintain accurate records when multiple classes do not occur or a 
class does not occur for an extended period. See Cancelling classes in bulk (on page 206). 

You can record students signing in and out manually. See: 

 Recording a student signing in manually (on page 94). 

 Recording a student signing out manually (on page 105). 

You can also use Synergetic to record students signing in and out using barcodes or RFIDs (Radio 
Frequency IDs) on their student cards. See Unattended sign in and sign out (on page 213). 

Unexplained absence events 

You can review and follow up unexplained absences that arise during the day. See Unexplained 
absences (on page 227). 
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Attendance concepts 

Attendance 

Attendance by students is marked on a: 

 classroom by classroom basis 

 lesson by lesson basis 

 roll call basis, once or twice a day as determined by your organisation's policy. 

Typically, teachers update the attendance details for their class using the Attendance window. See 
Class attendance (on page 11). A student's nonattendance in class creates an absence event, called a 
slip. 

Absence events 

Absence events are: 

 Used to track students arriving and leaving your organisation. 

 Used throughout Synergetic to record when a student is absent or other absence- or 
attendance-related event is to be recorded. 

 Viewed and managed using the Absence Events Maintenance window. See Absence Events 
Maintenance window (on page 65). 

 Defined in the luAbsenceEventType lookup table. See luAbsenceEventType lookup table in 
the System maintenance manual. 

In some organisations, teachers write an absence slip for each student absent from their class during 
the morning or afternoon roll call. These absence slips are sent to the office for entry into Synergetic. 
See Recording absence slips (on page 71). 
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Many of the absence events: 

 explain why a student is not marked as attending one or more classes or lessons (or the 
morning or afternoon roll call, if this is done instead) 

 record planned absences by students.  

These are categorised into the following absence event types: 

Absent Event Type (Mode): See: 

Absence Slips Recording absence slips (on page 71) 

Late Sign In Recording late sign ins (on page 82) 

Sign In Recording a student signing in manually (on page 94) 

Sign Out Recording a student signing out manually (on page 105) 

Expected In Recording a student's expected arrival (on page 116) 

Expected Out Recording a student's expected departure (on page 128) 

Expected Out and In Recording a student's expected departure and return (on page 
140) 

All Day Absence Recording all day absences (on page 152) 

Excursion Out and In Recording excursions (on page 169) 

Auto Sign In Recording a student signing in automatically (on page 217) 

Auto Sign Out Recording a student signing out automatically (on page 220) 

Automatic with a default absence 
type code 

Recording student movements using default absence type 
codes (on page 223) 
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Attendance codes for New Zealand schools 

Background 

Since 2008, Synergetic has been used to meet the New Zealand Ministry of Education (NZ MOE) 
attendance and absence requirements. 

Either Synergetic or SynWeb can be used by teachers to record student attendances. See: 

 Class attendance (on page 11) in this manual 

 Class attendance in the SynWeb Attendance and absence events manual. 

Attendance and absence codes 

The following attendance and absence codes apply to New Zealand schools.  

Code Reason Description In 
class? 

Audit 
code 

Truancy 
code 

Half 
day 
calc 

? Unknown This is the initial entry for a student not 
in class and the reason is unknown.  

It is updated as soon as relevant 
information becomes available about 
the reason for the absence. 

No U U A 

A Alternative 
education 

The student is not in class, is on the 
school roll but is funded elsewhere. 

No N P P 

C Justice Court 
proceedings 

Under existing legislation this type of 
absence is deemed to be present 
when calculating half day summaries. 

No J J P 

D Doctor/Dentist Under existing legislation this type of 
absence is deemed to be present 
when calculating half day summaries, 
provided there is documentation 
verifying it. 

No J J P 

E Explained but 
unjustified 

An explained absence where the 
explanation is accepted by the school 
as the reason for the absence but is 
not a justifiable reason for the student 
to be absent even though the parents 
or guardians may think it justified. 
For example, staying home to look 
after a younger sibling. 

No U U A 

F Off site 
course/class 

The student is not in class but is on a 
legitimate off-site school-based 
course. 

No S P P 

H Health 
camp/school 

The student is not in class but is in an 
approved environment for which the 
school is entitled to be funded, 
including: 

 health camp 

 regional health school 

 residential school. 

No F J P 



Attendance and absence events 

Page 13-6 Version v67 

Code Reason Description In 
class? 

Audit 
code 

Truancy 
code 

Half 
day 
calc 

I Internal school 
appointment 

Students who are out of class for 
internal school appointments, such as 
meeting with form teachers, deans, 
senior management, counsellors, 
sports administrators, nurses or 
careers advisors.  

Students who are on an administration 
activity such as acting as a messenger 
or collecting attendance.  

It should not include a student sent out 
of class (during the period) to the 
administration area for disciplinary 
reasons; they would be coded P in the 
class and possibly changed to R by 
the senior staff member attending to 
them. 

No J J P 

J Justified Justified explanation within the school 
policy that may include: 

 unintentional absences such 
as a bus breakdown, 
accident, road closure and so 
on 

 nonattendance which is 
pre-arranged and justified 
such as for national or local 
representation in a sporting 
or cultural event 

 family circumstances or 
bereavement. 

No J J A 

K Teen parent unit The student is not in class, is on the 
school roll but funded elsewhere. 

No N J P 

L Late School policy (or teacher policy) will 
determine when this entry is made. 
For example, the school may decide 
that more than 5 minutes late is 
considered late and more than 15 
minutes late is considered truant. 

No P P P 

M Medical/ 
illness 

Student is at home, with an illness or 
medical reason. Depending on your 
organisation's policy, a medical 
certificate may be requested for a 
prolonged illness.  

No J J A 

N School based 
activity 

On site school-based activity, such as:  

 cultural, sporting 
presentation or practice 
including swimming or 
athletic sports 

 one to one tuition either as 
tutor or student. 

No S P P 
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Code Reason Description In 
class? 

Audit 
code 

Truancy 
code 

Half 
day 
calc 

O Justified 
Overseas 

The student is accompanying or 
visiting a family member who is on an 
overseas posting. For example, a 
military or diplomatic posting. 

Other approved overseas absences 
should be coded J if approved or E if 
unapproved. 

No J O A 

P Present Student is in their regular class. Yes P P P 

Q Attending a 
school 
trip/camp 

Off-site school-based activity, such as: 

 sporting, cultural or academic 
school trip 

 school camp 

 school-organised overseas 
trip. 

No S P P 

R Removed 
temporarily 
from class 

Students who are being temporarily 
supervised in another teacher's class 
or in the administration corridor. 

No S P P 

S Sick bay Student is known to be in the school 
sick bay. 

No J J P 

T Truant Absences where no written or phone 
explanations are received. 

It may also be applied when the 
student offers an unacceptable 
excuse for not attending the class.  

No U U A 

U Temporarily 
withdrawn/ 
stood down 

Student is stood down or suspended 
according the conditions of Section 14 
of the Education Act 1989. 

No J J A 

V Study period This code is for supervised and 
possibly unsupervised study periods.  

A school's process should include the 
means by which the codes are 
collected and entered for 
non-supervised study. The school's 
policy should clearly state the limits of 
their knowledge of students' 
whereabouts for unsupervised study. 

Yes  

/ No 

S P P 

W Work 
experience 

Student is working for a recognised 
employer as part of their course. 

No F P P 

X Exam leave Under existing legislation, a student 
on exam leave from school is deemed 
absent when calculating half day 
summaries. 

No S J A 

Y Activity centre The student is not in class but in an 
approved environment for which the 
school is entitled to be funded. 

No F J P 



Attendance and absence events 

Page 13-8 Version v67 

 

For more information: 

 Refer to Electronic Attendance Register 2008: Design Specification for SMS Vendors version 
3.3. 

 See luAbsenceType lookup table in the Synergetic System maintenance manual. These codes 
can be loaded using the NZMOE external system codes. See Loading lookup tables for external 
systems in the Synergetic System maintenance manual. 

Audit codes 

The following audit codes apply to New Zealand schools and are used for audit resourcing.  

Audit code Description 

S Student is not in class but is on a legitimate school-based activity. 

J Student is not in class but the absence is justified (Ref 1998/48 Circular). 

F Student is not in class but is in an approved environment for which the school is 
entitled to be funded with the required supporting documentation. 

U Student is not in class and the absence is unjustified. 

P Student is present for tuition in the class. 

N Student is on the school roll but is funded somewhere else. 

Truancy codes 

The following truancy codes apply to New Zealand schools and are used for truancy reporting.  

Truancy code Description 

J Justified absence. 

U Unjustified absence. 

P Present. 

O Overseas holiday. 

Half day calculation codes 

The following half day codes apply to New Zealand schools and are used for: 

 attendance rate calculation and reporting 

 alerting the school should a student's unjustified absenteeism reach a certain number of half 
days.  

 
 

Half day 
calculation 
code 

Description 

A Marked as absent based on certain absence codes that apply to the student's class 
on a given day. 

P Marked as present based on certain attendance and absence codes that apply to 
the student's class on a given day. 
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Centralised entry of attendance data in New Zealand schools 
The following process outlines a model for centralised entry of attendance data that can be suitable for 
schools in New Zealand, with some modifications to suit local conditions.  

Note: Information on using Synergetic is displayed in italics (including hyperlinks, if online).  

Also, see Attendance codes for New Zealand schools (on page 5).  

Teachers 

Teachers either: 

 Take the morning roll and send the class list to the Attendance Officer. 

 Take the afternoon roll call and send the class list to the Attendance Officer. 

 Mark attendance for each period during the day and send each class list to the Attendance 
Officer. Alternatively, for decentralised data entry, see Recording class attendances - Teachers 
(on page 31). 

Teachers can also: 

 Provide a class trip schedule to the Attendance Officer. 

 Mark class trip attendance manually and provide results to the Attendance Officer, using a 
runner or by telephone. 

 Provide a remedial teaching schedule to the Attendance Officer.  
 

Note: Co-curricular activities can be maintained using Staff Schedule Maintenance. See 
Maintaining co-curricular activities in the Curriculum manual.  
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Attendance Officer 

The Attendance Officer: 

 Enters attendance data from the class lists received. See Recording class attendances - 
Attendance Officers (on page 37). 

 Checks for any classes that have yet to be marked and contacts the responsible teachers. See 
Checking for classes not yet marked (on page 18).  

 Files the hard copy class lists, as set out in the Education School Attendance Regulations 1951. 

 Records absences and expected absences for individual students, as required. See: 

– Recording absence slips (on page 71) 

– Recording late sign ins (on page 82) 

– Recording a student signing in manually (on page 94) 

– Recording a student signing out manually (on page 105) 

– Recording a student's expected arrival (on page 116) 

– Recording a student's expected departure (on page 128) 

– Recording a student's expected departure and return (on page 140) 

– Recording all day absences (on page 152) 

– Recording excursions (on page 169) 

– Recording a student signing in automatically (on page 217) 

– Recording a student signing out automatically (on page 220) 

– Recording student movements using default absence type codes (on page 223). 

 Checks against the class trip schedule that all class trips are marked for the day.  

 Records class trip absences. See Recording group absences in bulk (on page 193). 

 Follows up unexplained absences for the day. See Following up unexplained absences (on 
page 229). 

 Escalates to other staff members any unexplained absences that remain unresolved, as 
required by the school's policy. 

 Hands over any unexplained absences to Truancy Services if students have more than 40 half 
days of continuous absence. 
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Class attendance 
Teachers typically either: 

 mark the roll in the morning and in the afternoon 

 mark student attendances for each of the classes they take during the day. 

So that class attendance is recorded, and depending on how your organisation does this, teachers can 
either: 

 Send their class list of attendances to the office. The administration person then enters 
attendance data into Synergetic. 

 Send their absence slips to the office for the Attendance Officer or administration person to 
enter into Synergetic.  

 Enter the class attendances directly into Synergetic themselves. See Recording class 
attendances - Teachers (on page 31). 

Attendance Officer / Teacher modes 

You can configure Synergetic to differentiate between the Attendance Officer and a teacher entering 
attendances into Synergetic. By default, the Attendance Officer/Teacher modes are turned off. 

If this feature is turned on, two modes appear on the Attendance window: 

 Attendance Officer 

 Teacher. 

When attendances are entered: 

 centrally using the Attendance Officer mode, any reasons entered for absences are treated 
definitively by Synergetic 

 by teachers using the Teacher mode, reasons entered for absences are treated as possibilities 
by Synergetic. 

How to: 

Use the Attendance window to: 

 Search for existing attendance records. See Searching for attendance records (on page 13). 

 Record class attendances, if you are a teacher. See Recording class attendances - Teachers 
(on page 31). 

 Record class attendances, if you are an Attendance Officer. See Recording class attendances - 
Attendance Officers (on page 37). 

 Record multi-period class attendances. See Recording class attendances - multi-periods (on 
page 44). 

 Check for classes that have not had their attendances marked yet. See Checking for classes not 
yet marked (on page 18). 

 Correcting a present student's attendance record when they were inadvertently marked absent. 
See Correcting a present student's attendance (on page 50). 

 Reverse the earlier submission of attendance or nonattendance records. See Reversing a class 
attendance submission (on page 54). 
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What you can do: 

What you can do... See... 

Mark students who are: 

 attending class 

 absent from class. 

Enter possible or definitive reasons why a student is absent from 
class. 

Attendance window (on page 
20). 
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Searching for attendance records 
Use the Set Attendance Search Criteria window to search for attendance records to be updated.  

Opening the Set Attendance Search Criteria window 

To open the Set Attendance Search Criteria window: 

1. Select Module > Students > Attendance Maintenance from the main menu. 

Tip: You can also access the Attendance functions by clicking . 

The Set Attendance Search Criteria window is displayed. 

 

Note: If the Attendance window is open, you can click  to redisplay the Set Attendance 
Search Criteria window. 
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Set Attendance Search Criteria key fields and buttons 

Fields 

Field Description 

Attendance 
Officer Mode /  

Teacher Mode 

Determines whether data entered on the Attendance window is treated either: 

 definitively, in Attendance Officer mode 

 as possibilities, in Teacher mode 

 as possibilities, if this mode is not configured at your organisation. 
 

Note: To turn on this setting, see EnableAttendanceOfficerModeFlag 
configuration setting in the System maintenance manual. 

File Year / 

File Term 

Year and term or semester you are checking the attendance for. 

Defaults to the current year and term or semester. 

Note: You can use the HideFileYearAndSemester configuration setting to 
hide these fields. See HideFileYearAndSemester configuration setting in the 

System maintenance manual. 

School Staff Code Staff member's identification code or timetable code. 

Defaults to your staff code. Select from the drop-down list if you are updating 
another staff member's student attendances.  

Staff ID Staff member's Synergetic ID. 

Timetable Date Date that you are checking the attendance for.  

Defaults to today’s date. 

Current Day Current day of the timetable. 

For example, some organisations have a fortnightly or ten day timetable cycle. 
Current day seven is the Tuesday of the second week of the timetable. 

Show All Classes 
Not Yet Marked by 
a Staff Member 

Select to show only classes where the roll has not been marked. You can also: 

 select the Timetable Group 

 select Up to End of Period 

 select to sort by Period then Class Code or Period then Staff Code. 

 

Note: The Staff Code and ID are cleared so that initially all unmarked rolls 
are displayed, regardless of staff member. 

Timetable Group Defines the number of periods or lessons and times followed by a year level. The 
students' timetable group is linked to the student's year level. 

The timetable group is set up on the Timetable Group tab of Timetable 
Maintenance in the Curriculum manual. 

This option is only available if Show All Classes Not Yet Marked by a Staff 
Member has been selected. 
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Field Description 

Up to End of 
Period 

Only shows periods not yet marked up until the selected period. 

 

Tip: Right click on the grid area and select Email Records or Email All 
Records to email staff members who have not yet marked their class 

attendances. 

This option is only available if Show All Classes Not Yet Marked by a Staff 
Member has been selected. 

Sort By Sort the timetable by either: 

 Period then Class Code 

 Period then Staff Code. 

This option is only available if Show All Classes Not Yet Marked by a Staff 
Member has been selected. 

Set Attendance 
Records as being 
entered by a 
different staff 
member 

If a different staff member is entering the attendance records for this class, select 
them from this drop-down list. 

For example, a substitute teacher is taking the class. 

 

Buttons 

Button Description 

 
Refresh the timetable details shown in the grid area based on the selected 
criteria. 
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Button Description 

 

 

Explanation for the formatting applied to each of the classes displayed in the 
grid area. The following window is displayed. 

 

Colour and Font Description 

Black, normal font Class containing students, taught by the regular staff 
member in the usual room. 

Green, normal font Class containing no students, taken by a regular staff 
member. 

For example, recess duty. 

Red, normal font Class where a change has been made, either the: 

 selected teacher is taking a class that is 
normally taken by another person 

 class is being held in a different room to the 
usual room. 

Blue, normal font A class or appointment has been made using Staff 
Schedule Maintenance.  

See Maintaining co-curricular activities in the 
Curriculum manual. 

Black, italicised font Class where a change has been made. The selected 
teacher is the regular teacher for the class but a 
substitute teacher is taking the class. 

Grey, normal font Either: 

 Recess and lunch. 

 A timetabled class has been flagged as not 
requiring entry of student attendances. 

Burgundy, normal 
font 

A medical incident has been recorded for the student 
for the selected day. 

Red or black, bold 
font 

Student attendances have been recorded for the 
class. 

Yellow shading Period is part of multi-period group.  
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Button Description 

 
Cancel the highlighted class. For example, if there is a class excursion. 

Note: You may have to create absence events for all students before 
cancelling a class, depending on your configuration settings. See 
CancelClassMustHaveAbsenceEvents configuration setting in the System 

maintenance manual. 

Tip: You can reverse a class cancellation and any associated absence 

events by selecting the cancelled class and clicking . 
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Checking for classes not yet marked 

Administration staff can check at any time to see a list of classes: 

 Where the roll has not been marked. 

 Up to the end of a period for a given timetable group. For example, you can check whether staff 
members have entered attendance records for their classes at the end of period 2. 

To check whether the roll has not been marked: 

1. Select Module > Students > Attendance Maintenance on the main menu. 

Tip: You can also access the Attendance functions by clicking . 

The Set Attendance Search Criteria window is displayed. 
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2. To view classes for a particular staff member, select them from the School Staff Code field. 

Classes where the roll has been marked are shown in bold. 

 

3. To view a list of all classes for a particular date where the roll has not been marked, select Show All 
Classes Not Yet Marked by a Staff Member. 

A list of classes that have not been marked is displayed. 

4. Select the Timetable Group from the drop-down list, if required. 

5. Select the period from the Up to End of Period drop-down list, to further refine the classes 
displayed. 

 

Tip: Right click on the grid area and select Email Records or Email All Records, to email staff 
members who have not yet marked their class attendances. 
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Attendance window 
Use the Attendance window to: 

 mark students who are attending class 

 mark students who are absent from class 

 enter possible or definitive reasons why a student is absent from class. 
 

Note: In New Zealand schools, students who are not marked, that is left blank, are treated as 
present. 
Other organisations can configure Synergetic so that this is the default behaviour. 
For details about configuration settings affecting the Attendance window see Maintaining 
attendance configuration settings in the System maintenance manual. 

Students with possible nonattendance reasons 

When marking attendances, Synergetic looks to see if a student: 

 has an absence event record 

 is in the sick bay 

 has an appointment scheduled with another staff member. 

The details of the appointment are displayed at the bottom of the window and the student appears in a 
blue italicised font in the Attendance window grid. 
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Attendance Officer/Teacher Mode 

The Attendance Officer/Teacher mode on the Set Attendance Search Criteria window affects how 
several fields are displayed and operate on the Attendance window. See Searching for attendance 
records (on page 13). 

In Teacher mode, all selections are deemed possibilities until confirmed by the Attendance Officer. This 
is the same as when the Attendance Officer/Teacher mode is turned off. The following column 
headings are displayed when the: 

 Teacher mode is selected 

 Attendance Officer/Teacher Mode field remains turned off at an organisation. 

 

In Attendance Officer mode, all selections are treated as definite and Synergetic then automatically 
updates the values in the corresponding absence event record. When the Attendance Officer mode is 
switched on and selected, the following column headings are displayed: 

 

Note: For more information about selecting Attendance Officer or Teacher mode see 
EnableAttendanceOfficerModeFlag configuration setting and DefaultAttendanceOfficerFlag 
configuration setting in the System maintenance manual. 

User-defined fields that can be displayed in the grid area 

Up to five additional user-defined fields (columns) can be included in the grid area. For example, you can 
set the flags to mark whether homework has been submitted or not, merit points have been awarded or 
demerit points have been given to a student during class. 

 

See UserFlag configuration settings in the System maintenance manual. 
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Custom and standard alert icons can be displayed in the grid area 

Up to ten alert icons can be displayed in the grid area. Icons can be standard alerts such as medical or 
legal alerts or up to five icons can be custom icons. 

 

See IconAlertsDisplay configuration setting and Maintaining custom maintenance window icons in the 
System maintenance manual. 

Opening the Attendance window 

To open the Attendance window: 

1. Select Module > Students > Attendance Maintenance from the main menu. 

Tip: You can also access the Attendance functions by clicking . 

The Set Attendance Search Criteria window is displayed. 

2. Update the search criteria, to locate the classes that need updating. See Searching for attendance 
records (on page 13). 

3. Click . 

The Attendance window is displayed. 

 

Note: The example above is from Teacher Mode. The Attendance window appears differently in 
Attendance Officer mode. 
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Attendance window key fields and buttons 

Fields 

Field Description 

Attend Count of the students marked as attending . 

Note: By default, any records not yet marked ( ) are treated as attended.  

Non Attend Count of the students marked as being absent . 

Note: By default, any records not yet marked ( ) are treated as attended. 
The TreatBlankAsAttendedFlag configuration setting detailed in the 
System maintenance manual determines whether when you first click on 

the box, you change the setting to  or . 

Grid area fields 

Field Description 

Class Status Status of the class. 

Note: To display this field see ShowClassStatus configuration setting in 

the System maintenance manual. 

Alerts Alert icons for the student.  

Tip: Click on the alert icon for information about its meaning. You may 
need to launch Current Student Maintenance to see more details. See 
Maintaining current students in the Current students manual. 

Note: To display this field see IconAlertsDisplay configuration setting in the 
System maintenance manual. 
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Field Description 

Attended Each student's attendance at the class is either: 

  marked as being present 

  marked as being absent 

  not yet marked or can be marked as present when a user submits 
the class. By default it is treated as present. 

Note: The initial symbols displayed are set using the DefaultAttendedMode 
configuration setting detailed in the System maintenance manual. 

When you click repeatedly on the field, it toggles between ,  and .  

Note: The order that these are displayed is determined by the 
TreatBlankAsAttendedFlag configuration setting detailed in the System 
maintenance manual. 

Note: Present/Absent refers to the class being marked. Synergetic 
assumes that even if a student is physically present somewhere else in 
your organisation, if they are not in the class being marked, they should be 
marked absent. 
This is to attempt to make staff check the whole class list and mark each 
student present or absent. 

Refer to the other fields in the grid when marking whether a student is present 
or absent. The Admin Possible Non Attend Reason is an important feedback 
column that can help determine why a student is absent. For example, Sick 
Bay, Guitar Lesson or All Day Absence. 

Poss Tchr Type/ 
Absence Type 

Drop-down list providing an Absence Type explaining why the student is 
absent. This is either: 

 possible if entered in Teacher mode 

 possible if the Attendance Officer/Teacher Mode is not used at your 
organisation 

 definite if entered in Attendance Officer mode. 

Note: New Zealand schools use the absence codes required by the NZ 
Ministry of Education (NZ MOE). See Attendance codes for New Zealand 
schools (on page 5). 
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Field Description 

Poss Tchr Reason/ 
Absence Reason 

Either a: 

 possible reason if entered in Teacher mode 

 possible reason if the Attendance Officer/Teacher Mode is not used 
at your organisation 

 definite absence event reason if entered in Attendance Officer mode. 

These reasons, both actual and possible can be filtered by Absence Type. For 
example, absence reasons for an Absence Type of late might be slept in, car 
broken down or bus late. 

Poss Tchr 
Description/ 
Absence Comment 

Possible description of the reason for the absence. This is either a: 

 possible free-text description or comment if entered in Teacher mode 

 possible free-text description or comment if the Attendance 
Officer/Teacher Mode is not used at your organisation 

 definite absence event description or comment if entered in 
Attendance Officer mode. 

 

For example, one of the other students may know that an absent student came 
down with a cold after school yesterday. Record such comments in the Poss 
Tchr Description field to assist with identifying any unexplained absences. 

Late Arrive Select if the student has arrived late for class.  

 

Your organisation's policy determines when this entry is made. 
For example, your organisation decides that a student who arrives: 

 less than 5 minutes after class starts is present 

 more than 5 minutes after class starts is late 

 more than 15 minutes after class starts is absent. 

See MakeLateNotPresentThresholdMinutes configuration setting in the 
System maintenance manual. 

Note: Synergetic handles students who arrive late across multi-periods. 
See Recording class attendances - multi-periods (on page 44). 

Time Time that the student arrived, if the Late Arrive field is selected. 

Note: Synergetic can be configured to create an absence event with an 
Absence Type of Late absence type if the student is flagged as late. See 
LateAndNotPresentWriteLateTypeFlag configuration setting in the System 

maintenance manual. 
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Field Description 

Early Depart Select if the student left early, before the finish time of the class. 

 

Note: Synergetic handles students who depart early across multi-periods. 
See Recording class attendances - multi-periods (on page 44). 

Time Time that the student left, if the Early Depart field is selected. 

Today [now] Provides a quick view of the status of Absence Type for a student for the 
selected day. 

 

The bracketed status [ - ] relates to the current class, that is, [now]. 

A hyphen (-) is used to indicate that a class has not been marked. In the 
example above, Damon's first class has not been marked nor has the last class 
for all of the students shown. That is, we are currently marking the last class of 
the day for the students displayed. 

All other codes use the Absence Type recorded for the each of the student's 
classes during the day. For example, Stephen attended the dentist or doctor 
(D) in period 1 but period 2 is unknown (?). Further investigation reveals that 
Stephen was held up at the doctor and the code for period 2 is changed to D as 
well. 

The actual codes are configurable. In the example above, D is used for doctor 
or dentist. See SingleDisplayValue in the luAbsenceType lookup table in the 
System maintenance manual. 

Note: New Zealand schools use the absence codes required by the New 
Zealand Board of Studies. See Attendance codes for New Zealand schools 

(on page 5). 

Admin Possible 
Non Attend 
Reasons 

Possible nonattendance reason; that is, displayed from other Synergetic data 
for the student around the time of the class displayed. This includes: 

 absence events 

 medical incidents 

 co-curricular activities defined in Staff Schedule Maintenance. 

 

For example, absence events entered earlier are displayed. 

Note: The possible nonattendance reason for the selected row is also 
displayed in the status line at the bottom of the window. 
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Buttons 

Button Description 

 
Add a new attendance record. The Student Search window is displayed 
allowing students to be added. 

 

This works differently depending on the configuration setting. If it is set to: 

 false, only students that had left the class can be added back 

 true, any current students can be added. 

See AddAnyStudentFlag configuration setting in the System maintenance 
manual.  

 
Launch a report summarising the student's attendances for this class. 

Note: This report is configured as a hot report. See Configuring hot reports 

in the SynWeb System maintenance manual. 

 
Launch a report summarising each student's attendance for the class over a 
period of time. 

Note: This report is configured as a hot report. See Configuring hot reports 
in the SynWeb System maintenance manual. 
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Button Description 

 
Delete a student attendance record. 

 

The Delete button is only displayed if the configuration setting is set to True. 
See Attendances:ShowDeleteButtonFlag configuration setting in the System 
maintenance manual.  

 
Launch Absence Events Maintenance. See Individual student absence 
events (on page 57). 

 
Launch Student Maintenance. See Maintaining current students in the 
Current students manual. 

 
Launch Class Maintenance. See Maintaining classes in the Assessments and 
reports manual. 

 
Save the class attendances to update at a later stage.  

The following confirmation window is displayed. 

 

Attendance details of the students that have been marked present or absent 
are kept for later completion and submission.  

A class with the following message has been partially marked: 

  

You can resume marking the attendances for the class after the interruption 

then submit the class attendance using the  button. 

Note: This is configurable. See EnableHoldFlag configuration setting in the 
System maintenance manual. By default it is visible for NZ schools and not 
visible for Australian organisations. 

 
Display the Set Attendance Search Criteria window to select a different set of 
classes. 

See Searching for attendance records (on page 13). 
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Button Description 

 
Exit from the window.  

 
Submit the changes and record that the class attendance has been marked.  

The following confirmation window is displayed: 

 

1. Review that the list of students attending the class is correct. 

2. Click . 

The following message is displayed. 

 

3. Either mark attendances for another class or continue with another activity. 
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Button Description 

 

(continued) 

Note: Your organisation can be configured to confirm the absence of 
students. If so, confirm the students that are marked absent are correct and 

click . 

Note: Synergetic applies some intelligence when you confirm class 
attendance and displays any possible conflicting information. For example, 
when a student has an all day absence, yet has been marked present in 
class. 

Note: The display of the confirmation screen can be turned off. See 
ConfirmStudentsPresentPromptFlag configuration setting in the System 
maintenance manual. 

Note: If you are interrupted when marking the attendances, you can click 

the  button and come back and finish it later. 

 
Reverse the earlier submission of attendance or nonattendance records. For 
example, Thursday's attendance details for a class have been entered rather 
than Friday's. 

See Reversing a class attendance submission (on page 54). 

Note: The  button is only displayed once the  
is used and you open the Attendance window again. 
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Recording class attendances - Teachers 
Use this method of recording class attendances if your role is: 

 a teacher who records class attendances using the Teacher mode 

 an administration person who records class attendances then follows up on unexplained 
absences separately 

 a teacher who records class attendances even though the Attendance Officer/Teacher Mode 
option is not displayed on the Set Attendance Search Criteria window at your organisation. 

Note: The Attendance Officer/Teacher mode can be configured to appear on the Set Attendance 
Search Criteria window. By default, this option is not displayed. See 
EnableAttendanceOfficerModeFlag configuration setting in the System maintenance manual. 

Also, see: 

 Recording class attendances - Attendance Officers (on page 37)  

 Recording class attendances - multi-periods (on page 44). 
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To record class attendances: 

1. Select Module > Students > Attendance Maintenance from the main menu. 

Tip: You can also access the Attendance functions by clicking . 

The Set Attendance Search Criteria window is displayed. 

2. Update the search criteria, to locate the class that needs updating. See Searching for attendance 
records (on page 13). 

 

Tip: If the Period fields are highlighted in light yellow, Synergetic has detected multi-periods. See 
Recording class attendances - multi-periods (on page 44). 

 

3. Select Teacher Mode if displayed. 

4. Select the class you are marking attendances for. 

Note: Depending on your configuration settings, you may not be able to mark attendance before the 
class is scheduled to start. See AllowFutureEntry configuration setting in the System maintenance 

manual. 
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5. Click . 

The Attendance window is displayed. See Attendance window (on page 20). 

 

Note: The column headings displayed vary based on the mode being used. Also see 
IconAlertsDisplay configuration setting in the System maintenance manual. 

Tip: If a confirmation dialog is displayed about using Multi-Period mode, see Recording class 
attendances - multi-periods (on page 44). 

6. Select  in the Attended field next to an absent student. 

Note: You can mark a late student as absent, depending on your organisation's policy. For example, 
your organisation decides that less than five minutes late is considered present and more than 15 
minutes late is considered absent. Synergetic can be configured to create an absence event when 
you enter a late arrival Time. See Maintaining attendance configuration settings in the System 

maintenance manual. 

7. If you know the details of the absence, select from the Poss Tchr Type drop-down list. 

8. If you know the reason, select the reason from the Poss Tchr Reason drop-down list. 

Note: You do not need to select this field in New Zealand schools as the Absence Type field is used 
to determine whether an absence is approved by the NZ MOE or not. See Attendance codes for 
New Zealand schools (on page 5). 

9. Record any comments in the Poss Tchr Description field to assist the administration person with 
following up any explained absences. 

10. Repeat steps 6 through 9 for each absent student. 
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11. If a student arrives late: 

 select the Late Arrive field for the student 

 type the student's arrival time in the Time field next to it. 

 

Note: The time can be configured to automatically populate when the Late Arrive field is selected. 

12. If a student leaves early: 

 select the Early Depart field for the student 

 type the student's departure time in the Time field next to it. 

 

Note: The time can be configured to automatically populate when the Early Depart field is selected. 

13. Repeat steps 11 and 12 for all students who are late or leave early. 
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14. Mark any of the user-defined flags. For example, No H/W (homework). 

Up to five user-defined flags can be set up. See Attendance window (on page 20). 

 

In the example above: 

– Amanda is absent. She was away sick yesterday, so this was entered in the Poss Tchr 
Description as a possible reason for today's absence. 

– Celese had to leave the class 15 minutes before the lesson end time. 

– Coby is absent but we do not know why. 

– Holly arrived six minutes late but it is your organisation's policy to mark her present because 
she arrived less than 15 minutes after the start of the class. 

– Lochlan is present in class but did not hand in his homework, so no H/W is selected. 

15. Click . 

The Confirm Attendance window is displayed. 

 

16. Check that the students displayed are in class. 
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17. Click . 

The following dialog is displayed. 

 

18. Click  if you have more classes to mark, otherwise finish here. 

The Set Attendance Search Criteria window is redisplayed with the marked class in bold. 

19. Select the next period to mark. 

 

20. Click . 

21. Repeat steps 6 through 20 for each class. 
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Recording class attendances - Attendance Officers 
Use this method of recording class attendances if you are using the Attendance Officer mode.  

Note: The Attendance Officer/Teacher mode can be configured to appear on the Set Attendance 
Search Criteria window. By default, this option is not displayed. See 
EnableAttendanceOfficerModeFlag configuration setting in the System maintenance manual. 

Also, see: 

 Recording class attendances - Teachers (on page 31)  

 Recording class attendances - multi-periods (on page 44). 

To record class attendances: 

1. Select Module > Students > Attendance Maintenance from the main menu. 

Tip: You can also access the Attendance functions by clicking . 

The Set Attendance Search Criteria window is displayed. 

2. Update the search criteria, to locate the class that needs updating. See: 

 Searching for attendance records (on page 13) 

 Checking for classes not yet marked (on page 18). 

3. Select Attendance Officer Mode. 
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4. Select the class you are marking attendances for. 

 

Tip: If the Period fields are highlighted in light yellow, Synergetic has detected multi-periods. See 
Recording class attendances - multi-periods (on page 44). 
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5. Click . 

The Attendance window is displayed. See Attendance window (on page 20). 

 

Note: The column headings displayed vary based on the mode being used. Also see 
IconAlertsDisplay configuration setting in the System maintenance manual. 

Tip: If a confirmation dialog is displayed about using Multi-Period mode, see Recording class 
attendances - multi-periods (on page 44). 

6. Select  in the Attended field next to an absent student. 

Note: You can mark a late student as absent, depending on your organisation's policy. For example, 
your organisation decides that less than five minutes late is considered present and more than 15 
minutes late is considered absent. Synergetic can be configured to create an absence event when 
you enter a late arrival Time. See Maintaining attendance configuration settings in the System 

maintenance manual. 

7. If you know the details of the absence, select from the Absence Type drop-down list. 

8. If you know the reason, select the reason from the Absence Reason drop-down list. 

Note: You do not need to select this field in New Zealand schools as the Absence Type field is used 
to select one of the reasons pre-defined by the NZ Ministry of Education. See Attendance codes for 
New Zealand schools (on page 5). 

9. Record any comments in the Absence Comment field. 

10. Repeat steps 6 through 9 for each absent student. 
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11. If a student arrives late: 

 select the Late Arrive field for the student 

 type the student's arrival time in the Time field next to it. 

 

12. If a student leaves early: 

 select the Early Depart field for the student 

 type the student's departure time in the Time field next to it. 

 

13. Repeat steps 11 and 12 for all students who are late or leave early. 
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14. Mark any of the user-defined flags. For example, No H/W (homework). 

Up to five user-defined flags can be set up. See Attendance window (on page 20). 

 

In the example above: 

 Amanda is absent all day. A note was received from home that she was going to the dentist to 
have some fillings and will not be in today. An Absence Event Slip is created for the dentist visit. 

 Seth had to leave the class 15 minutes before the class finish time. 

 Anna is absent but we do not know why yet. You will follow this up later. See Unexplained 
absences (on page 227). An Unexplained Absence Event Slip is created. 

 Timothy arrived six minutes late but it is your organisation's policy to mark her present because 
she arrived less than 15 minutes after the start of the class. 

 Tifany is present in the class but did not hand in his homework, so no H/W is selected. 

15. Click . 

The Confirm Attendance window is displayed. 
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16. Check that the students displayed were in class. 

Note: New Zealand schools that use this approach to set students to Present, rather than marking 
each student present, must either be marking attendances manually on computer-generated class 
lists or have roll books available for auditors to cross reference as appropriate. 

17. Click . 

The following dialog is displayed. 

 

18. Click  if you have more classes to mark, otherwise finish here. 

The Set Attendance Search Criteria window is redisplayed with the marked class in bold. 

19. Select the next period to mark. 

 

20. Click . 

21. Repeat steps 6 through 20 for each class. 
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Attendance Officer Mode example 

In the Amanda Adamski example on earlier pages, the Absence Type, Absence Reason or Absence 
Comment fields were updated on the Attendance window. Because you are using the Attendance 
Officer mode these values are used by Synergetic to automatically update the corresponding absence 
event in the Details area, shown below. 

 

Given that we have in our possession a note from the parent, we can update the Note Rcvd field too 
then submit the changes. 
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Recording class attendances - multi-periods 
Synergetic can combine attendance records to mark attendances for classes that span multiple periods. 

Multi-periods 

Multi-periods occur when the same class is scheduled in sequential periods, and may include a brief 
break to change rooms or for recess. 

Multi-periods are indicated by a light yellow shading in the Period field of affected classes. In the 
following example, periods 5 and 6 are a multi-period of Accounting 3 1 and they can be marked 
together or separately; depending on the configuration settings and lookup table. 

 

Note: To configure multi-periods, see Maintaining attendance configuration settings in the System 

maintenance manual. 

Also see: 

 Recording class attendances - Teachers (on page 31)  

 Recording class attendances - Attendance Officers (on page 37). 
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Recording multi-period attendances 

To record class attendances for multi-periods: 

1. Select Module > Students > Attendance Maintenance from the main menu. 

Tip: You can also access the Attendance functions by clicking . 

The Set Attendance Search Criteria window is displayed. 

2. Update the search criteria, to locate the multi-period classes that need updating. See Searching for 
attendance records (on page 13). 

 

3. Depending on your role, select either the Attendance Officer Mode or Teacher Mode if displayed. 
See: 

 Recording class attendances - Teachers (on page 31)  

 Recording class attendances - Attendance Officers (on page 37). 

4. Select the class you are marking attendances for. 

Note: Depending on your configuration settings, you may not be able to mark attendance before the 
class is scheduled to start. See AllowFutureEntry configuration setting in the System maintenance 

manual. 
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5. Click . 

The following dialog is displayed, if multi-period is configured to prompt for the file type of the class. 
For example, music classes. 

 

Note: Multi-period attendance mode is determined by a subjects File Type. See luFileType lookup 
table in the System maintenance manual. 

Tip: Select the first class of a multi-period if the following dialog window is displayed. 

 

6. Click  if needed. 

The Attendance window is displayed. See Attendance window (on page 20). 

 

Note: The column headings displayed vary based on the mode being used. 



 Attendance and absence events 

Version v67 Page 13-47 

 

7. Select  in the Attended field next to an absent student. 

Note: You can mark a late student as absent, depending on your organisation's policy. For example, 
your organisation decides that less than five minutes late is considered present and more than 15 
minutes late is considered absent. Synergetic can be configured to create an absence event when 
you enter a late arrival Time. See Maintaining attendance configuration settings in the System 
maintenance manual. 

8. If you know the details of the absence, select from the Poss Tchr Type or Absence Type 
drop-down list. 

9. If you know the reason, select the reason from the Poss Tchr Reason or Absence Reason 
drop-down list. 

Note: You do not need to select this field in New Zealand schools as the Absence Type field is used 
to determine whether an absence is approved by the NZ MOE or not. See Attendance codes for 

New Zealand schools (on page 5). 

10. Record any comments in the Poss Tchr Description or Absence Comment field to explain 
absences. 

11. Repeat steps 6 through 10 for each absent student. 

12. If a student arrives late: 

 select the Late Arrive field for the student 

 type the student's arrival time in the Time field next to it. 

 

Note: The time can be configured to automatically populate when the Late Arrive field is selected. 

13. If a student leaves early: 

 select the Early Depart field for the student 

 type the student's departure time in the Time field next to it. 

 

Note: The time can be configured to automatically populate when the Early Depart field is selected. 

14. Repeat steps 12 and 13 for all students who are late or leave early. 

Note: Synergetic handles students who are late or leave early across multi-periods. For example, 
the attendance status of a student during each period is adjusted automatically if they are late or 
leave early. 
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15. Mark any of the user-defined flags. For example, No H/W (homework). 

Up to five user-defined flags can be set up. See Attendance window (on page 20). 

 

In the example above: 

– Amanda is absent. She was away sick yesterday, so this was entered in the Poss Tchr 
Description as a possible reason for today's absence. 

– Celese had to leave the class 15 minutes before the lesson end time. 

– Coby is absent but we do not know why. 

– Holly arrived six minutes late but it is your organisation's policy to mark her present because 
she arrived less than 15 minutes after the start of the class. 

– Lochlan is present in class but did not hand in his homework, so no H/W is selected. 

16. Click . 

The Confirm Attendance window is displayed. 
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17. Check that the students displayed are in class. 

Note: Synergetic also marks the student attendances in the subsequent periods, based on these 
first period attendances. 

18. Click . 

The following dialog is displayed. 

 

19. Click  if you have more classes to mark, otherwise finish here. 

The Set Attendance Search Criteria window is redisplayed with the marked class in bold. 

20. Select the next period to mark. 

 

21. Click . 

22. Repeat steps 6 through 21 for each class. 
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Correcting a present student's attendance 
Sometimes the Attendance Officer or administration person has to correct a student's records. For 
example, the student has been wrongly marked absent in one class by the teacher when they were in 
fact present in all of their classes for the day. 

To correct a wrongly entered absence event: 

 correct the attendance record 

 change the absence event to present. 

Correcting attendance records 

To correct an incorrect attendance record: 

1. Open the Absence Events Maintenance window. 

See Absence Events Maintenance window (on page 65). 

 

2. Highlight the incorrect absence event record. 

3. Click . 

The Modify Absence Event window is displayed. 

4. If required, drag the bottom of the window down to display the timetable area. 

 

The Actual tab and the Timetable grid are displayed. 
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5. Select the record on the timetable grid that has been marked absent. 

 

6. Click  (next to the  button) to open the attendance record. 

The Attendance window is displayed with the attendance record for the student's class. 
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7. Select the Attended field. 

The following dialog is displayed. 

 

8. Click . 

The Modify Attendance Reason window is displayed. 

 

9. Type in a reason for modifying the attendance record. 

10. Click . 

The Attended field is changed to . 

11. Click . 

The following dialog is displayed. 

 

12. Click . 

The student's attendance record is changed and the Absence Events Maintenance window is 
displayed.  
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Correcting absence events 

Once you have corrected the attendance record, you need to correct the absence event. To set the 
absence event to present: 

1. Continue modifying the absence event. 

2. Set the Absence Type to Present. 

 

3. Add additional information in the Comment field to explain the correction. 

 

4. Click . 

The absence event is saved and the Absence Events Maintenance window is redisplayed with the 
corrected record. 
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Reversing a class attendance submission 
If the attendance records for the wrong class were submitted, you can reopen the Attendance window 

for the class and reverse the entries using the  button. 

To reverse the class attendance records: 

1. Select Module > Students > Attendance Maintenance from the main menu. 

Tip: You can also access the Attendance functions by clicking . 

The Set Attendance Search Criteria window is displayed. 

2. Update the search criteria, to locate the class that needs updating. See Searching for attendance 
records (on page 13). 

3. Select the marked class, displayed in bold. 
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4. Click . 

The Attendance window is displayed. 

 

Note: The following dialog window is displayed if the selected class is a part of a multi-period 
attendance. See Recording class attendances - multi-periods (on page 44). 

 

5. Click . 

The following dialog window is displayed for single classes. 

 

Note: The following dialog window is displayed if the selected class is a part of a multi-period 
attendance. See Recording class attendances - multi-periods (on page 44). 

 



Attendance and absence events 

Page 13-56 Version v67 

 

6. Type delete. 

7. Click . 

The attendance entries for the selected class, and any corresponding absence event records, are 
deleted. 

8. Update the class details afresh. See: 

 Recording class attendances - Teachers (on page 31) 

 Recording class attendances - Attendance Officers (on page 37). 
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Individual student absence events 
You can record absence events for: 

 Individual students, as described below. 

 Groups of students. See Group absence events entered in bulk (on page 185). 

How to 

Use the Absence Events Maintenance window to: 

 Search for existing absence events. See Searching for absence events (on page 59). 

 Add new absence events, each with a different mode (absence event type): 

– Record details of absence slips that were returned from classes. See Recording absence 
slips (on page 71). 

– Record details of a student who signed in late. See Recording late sign ins (on page 82). 

– Record details of a student signing in. See Recording a student signing in manually (on 
page 94). 

– Record details of a student signing out. See Recording a student signing out manually (on 
page 105). 

– Record details of a student who is expected in at a given date and time. See Recording a 
student's expected arrival (on page 116). 

– Record details of a student who is expected to leave at a given date and time. See 
Recording a student's expected departure (on page 128). 

– Record details of a student who is expected to leave at a given date and time, and is 
expected back by a given time. See Recording a student's expected departure and return 
(on page 140). 

– Record details of a student who is absent all day or for a number of days. See Recording all 
day absences (on page 152). 

– Record details of a student who is absent on an excursion. See Recording excursions (on 
page 169). 

– Record details of students sign in or signing out automatically. See Unattended sign in and 
sign out (on page 213). 

Note: To record a group absence, see Recording group absences in bulk (on page 193). 

 Modify existing absence events.  

The fields differ from mode to mode, so refer to the corresponding mode above for the field 
descriptions. 

Modifying all day absences have some restrictions. See Modifying all day absences (on page 166). 
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Example of using two absence events 

If a student leaves on one day and is expected to return during the following day, use two absence 
events: 

 Record the student's expected departure. See Recording a student's expected departure (on 
page 128). 

 Record the student's expected return. See Recording a student's expected arrival (on page 
116). 

Changing the Synergetic configuration 

For detailed information about configuring the way the Absence Events function operates, see: 

 Maintaining absence events lookup tables in the System maintenance manual 

 Maintaining absence events configuration settings in the System maintenance manual. 

If you need to restrict the overall modes available, including on a PC by PC basis, this can be done using 
the luAbsenceEventType lookup table. See luAbsenceEventType lookup table in the System 
maintenance manual. 

In the example shown, below a PC has been setup up for unattended sign in and sign out of students. 
The Auto Sign In and Auto Sign Out options have been set up to be displayed only for the PC 
specified. 

Multiple host names can be set up against one mode (such as Sign In) by specifying each computer, 
each separated by a comma. 

If you want to turn off the host names specified, just put an asterisk in front of them. This saves having to 
type them in at a later date. 

 

If you need to speed up data entry of individual student absences, discuss with the Synergetic 
administrator clearing the ShowAttendDetailsOnCreateFlag in the luAbsenceEventType lookup 
table. The absences history and student's timetable are not displayed when creating absences. See 
ShowApplyAbsenceTypeAlwaysFlag configuration setting in the System maintenance manual. 
 

 



 Attendance and absence events 

Version v67 Page 13-59 

Searching for absence events 
Use the Set Absence Events Search Criteria window to search for absence events to be reviewed and 
updated. 

Opening the Set Absence Events Search Criteria window 

To open the Set Absence Events Search Criteria window: 

1. Select Module > Students > Absence Events Maintenance from the main menu. 

Tip: You can also access the Absence events functions by clicking . 

The Absence Events Search Criteria window is displayed. 

 

Note: If the Absence Events Maintenance window is open, you can click  to redisplay 
the Set Absence Events Search Criteria window. 
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Set Absence Events Search Criteria window key fields 

Field Description 

Absence Event 
Type 

Type of absence event, such as an all day absence. 

Absence event types are defined in the luAbsenceEventType lookup table. 

See: 

 Attendance concepts (on page 3) 

 luAbsenceEventType lookup table in the System maintenance manual. 

File Year  

File Term 

Year and term or semester you are checking the absence events for. Defaults 
to the current year and term or semester. 

Campus Campus the students are enrolled at. 

Year Level Year level the students are attending. 

Sub School Search for students by the sub-school they are grouped into, if applicable. 

This is used mostly by multi-campus organisations that provide schooling for all 
year levels at each campus. For example, year levels can be grouped into: 

 junior school 

 middle school 

 senior school. 
 

Warning: Do not add sub-schools by selecting from the right click menu 
because entries are required in both the luSubSchool and the luYearLevel 
lookup tables. 
 
See luSubSchool and luYearLevel lookup tables in the System 

maintenance manual. 

Period Period that the absence events occur in. 

Absence Type Type of absence. 

Absence types are defined in the luAbsenceType lookup table. 

Note: New Zealand schools use the absence codes required by the NZ 
Ministry of Education (NZ MOE). See Attendance codes for New Zealand 
schools (on page 5). 

Absence Reason Reason code that applies to the absence. 

Absence reasons are defined in the luAbsenceReason lookup table. 

Description Comments added to the absence event. 

House House that the students belong to. 

Form Form that the students are members of.  

Tutor Group Tutor group that the students belong to. 

Absent Date >= Starting date for the range of absences. 

Defaults to today's date. 

Absent Date <= Ending date for the range of absences. 

Defaults to today's date. 

Surname Surname of the students. 
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Field Description 

Preferred Preferred name of the students. 

Gender Select: 

 Female to search for only female students 

 Male to search for only male students 

 Leave blank to search for all students. 

ID Synergetic ID of the students. 

Tagged IDs Select to display the absence events for the list of tagged community members. 

See Displaying absence events using tag lists (on page 63). 

Contact Made Select based on whether the Contact Made field was selected or not: 

 Ignore. Default. This field is ignored when selecting records. 

 Yes. Include records where contact has been made. 

 No. Exclude records where contact has been made. 

Contact Received Select based on whether the Contact Received field was selected or not: 

 Ignore. Default. This field is ignored when selecting records. 

 Yes. Include records where you have been contacted regarding the 
absence. 

 No. Exclude records where you have been contacted regarding the 
absence. 

Note Made Select based on whether the Note Made field was selected or not: 

 Ignore. Default. This field is ignored when selecting records. 

 Yes. Include records where a note has been made. 

 No. Exclude records where a note has been made. 

Note Received Select based on whether the Note Rcvd field was selected or not: 

 Ignore. Default. This field is ignored when selecting records. 

 Yes. Include records where a note has been received. 

 No. Exclude records where a note has been received. 

Late Arrivals Check absence events with an Absence Type of Late as follows: 

 Ignore. Default. This field is ignored when selecting records. 

 Yes. Include records with an Absence Type of Late. 

 No. Exclude records with an Absence Type of Late. 

Bulk Created 
Absence 

Include records where the records were created using the Absentee Bulk 
Entry window. 

Approved If the Approved flag is shown on the Create Absence Event window, set as 
follows: 

 Ignore. Default. This field is ignored when selecting records. 

 Yes. Include records where the absence is approved. 

 No. Exclude records where the absence is approved. 
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Field Description 

Notification sent Select the status of the absence event notification: 

 Ignore. Default. This field is ignored when selecting records. 

 Yes. The notification has been sent. 

 No. The notification has not been sent. 
 

 



 Attendance and absence events 

Version v67 Page 13-63 

Displaying absence events using tag lists 

To display absence events for the current tag list: 

1. Create a tag list of students. See Tagging community records for later use in the Introduction 
manual. 

The Tag List window is displayed. 

 

2. Select Module > Students > Absence Events Maintenance from the main menu. 

The Absence Events Search Criteria window is displayed. 

 

3. Update the date range using the Absent Date fields. See Searching for absence events (on page 
59). 
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4. Select the Tagged IDs field.  

5. Click . 

The Absence Events Maintenance window is displayed with absence events for the tagged 
students. 
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Absence Events Maintenance window 
Use the Absence Events Maintenance window to manage and record details of: 

 absence slips that were returned from classes 

 a student who signed in late 

 a student who signed in manually 

 a student who signed out manually 

 a student who is expected to arrive at a given date and time 

 a student who is expected to depart at a given date and time 

 a student who is expected to depart at a given date and time and is expected back at a given 
time 

 a student who is absent one or more full days 

 a student who is on an excursion 

 a student who signed in automatically 

 a student who signed out automatically. 

In the case of a student leaving early on one day (for example, Friday) and away for a number of days 
(for example, all of next week) enter two absence events: 

 the first, where the student is expected to depart at a given date and time 

 the second, an all day absence event from the start of the week until the end of the week.  
 

Note: You can configure Synergetic to automatically create a report when specific absence events 
types or absence types are created. For example, a form for a late student to take to class explaining 
their absence. See luAbsenceEventType lookup table and luAbsenceType lookup table in the 

System maintenance manual. 
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Opening the Absence Events Maintenance window 

To open the Absence Events Maintenance window: 

1. Select Module > Students > Absence Events Maintenance from the main menu. 

The Set Absence Events Search Criteria window is displayed. 

2. Update the search criteria, if required. See Searching for absence events (on page 59). 

3. Click . 

The Absence Events Maintenance window is displayed. 
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Absence Events Maintenance window key fields and buttons 

Fields 

Field Description 

Sort By Sort by either: 

 Date, with the oldest date and time first 

 Alphabetically, in ascending order. 

For example, you might sort records alphabetically to group together absence 
events for a student that has missed several periods but which can be 
explained by them having been in the sick bay. 

Filter Filter the absence events further based on whether they are: 

 unexplained 

 unexplained with possible sickbay or co-curricular reasons 

 confirmed 

 expected out/in absence events. 

 

The Unexplained Absence Events filters are useful to the administration 
person working through the students with unexplained absences. As each is 
explained, the list gets smaller. 

Count The number of absence events records for the selected criteria. 

Comment Type in a comment to apply to the highlighted records. 

Grid area fields 

Field Description 

Out Time The out date and time for the absence event, if relevant (see In/Out below): 

 The date is derived from the Absent Date field when creating an 
absence event. 

 The time is derived from the time that the event is recorded for. For 
example, some organisations record attendance in the morning and 
the afternoon only. If the Period field is selected, when creating an 
absence event, the start time of the period is used. 

The Out Time is blank when it is not available, such as for Expected In 
absence events. 

In Time The in date and time for the absence event, if relevant (see In/Out below). 

For example, for an Excursion Out and In absence event, the: 

 date is derived from the Excursion In Date field  

 time is derived from the corresponding Time field.  
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Field Description 

Per Period of the absence, if available. 

Period 0 is either the:  

 home group period 

 all day absence 

 AM absence, if the roll is marked twice a day at your organisation 

 PM absence, if the roll is marked twice a day at your organisation. 

Refer to the luAbsencePeriod lookup table. See luAbsencePeriod lookup 
table in the System maintenance manual. 

Name Student's name. The name is formatted as: 

<Last name>,<Preferred first name> (<campus><year level>). 

Type The type of absence for the absence event. For example, school camp. 

Absence types are defined in the luAbsenceType lookup table. 

Note: New Zealand schools use the absence codes required by the New 
Zealand Board of Studies. See Attendance and absence codes for New 
Zealand schools (on page 5). 

AE Type The type of absence event or mode. For example, absence slips. 

In/Out If available, whether an absence event is either a student: 

 expected out (out) 

 out (out) 

 returning (in) 

 arriving late (in) 

 whose absence is unexplained (blank) 

 who we entered a slip or auto slip for (blank).  

Contact Phone Home phone number for the primary contact (SC1 contact), as specified on the 
Contacts tab for the student. See Current Student Maintenance - Contacts tab 
in the Current students manual. 

Contact Name Person who is the primary contact for the student (SC1 contact), as specified 
on the Contacts tab for the student. See Current Student Maintenance - 
Contacts tab in the Current students manual. 

Reason Reason code given for the absence, if available. 

See the Reason field in the Modify Absence Event window. 

Comment Any extra comments entered about the absence in the Modify Absence Event 
window. 

ID Synergetic ID of the student. 

Seq Unique order number assigned to the absence event.  

Notification status Status of the absence event notification when 

 event first created: blank 

 queued for processing: "{Email/SMS} to {email address} queued for 
sending" 

 sent: "{Email/SMS} to {email address} queued send {date time}. 
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Buttons 

Button Description 

 
Refresh the absence events displayed. 

 
Launch into Current Student Maintenance for the selected student. 

See Maintaining current students in the Current students manual. 

 
Launch the Create Absence Event window to add a new absence event. 
Depending on the mode, see: 

 Recording absence slips (on page 71) 

 Recording late sign ins (on page 82) 

 Recording a student signing in manually (on page 94) 

 Recording a student signing out manually (on page 105) 

 Recording a student's expected arrival (on page 116) 

 Recording a student's expected departure (on page 128) 

 Recording a student's expected departure and return (on page 140) 

 Recording all day absences (on page 152) 

 Recording excursions (on page 169) 

 Recording a student signing in automatically (on page 217) 

 Recording a student signing out automatically (on page 220) 

 Recording student movements using default absence type codes (on 
page 223). 

 
Modify an existing absence event. 

If the existing absence event is an Absence slip, you can change its mode to 
either: 

 Expected in, when the parent or guardian is contacted and they 
confirm that the student is attending later in the day.  

 All day absence, when the parent or guardian is contacted and they 
confirm that the student is away all day.  

In all other cases, either: 

 Modify the details of the existing entry. 

 Add a second absence event and supersede the current absence 
event. See Superseding unknown absence events (on page 179). 

Note: Custom icons are now displayed on the Modify Absence Events 
window. See Maintaining custom maintenance window icons. 

 
Delete an existing absence event. 

This button is only displayed if the configuration setting is set to True. See the 
AbsenceEvents:ShowDeleteButtonFlag configuration setting in the System 
maintenance manual. 
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Button Description 

 
Opens the Attendance Details window detailing the attendance details for the 
class missed by the currently selected student. 

 

Select the entry and click  to launch the Attendance window. See 
Attendance window (on page 20). 

Tip: Double click the entry to open it quickly. 

 
Change the criteria used to display. See Searching for absence events (on 
page 59). 

 
Exit from the window.  
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Recording absence slips 
Absence slips are used by some organisations for recording unexplained absences from class. They are 
returned from classes or roll calls, and usually consist of student names. 

Tip: If you use class lists with both the student's Synergetic ID and the student's name listed, the 
absence slips can be put in quickly using the absent student's Synergetic ID. 

To record absence slips received for one or more absent students for a period of time: 

1. Select Module > Students > Absence Events Maintenance from the main menu. 

The Set Absence Events Search Criteria window is displayed. 

2. Update the search criteria, if required. See Searching for absence events (on page 59). 

3. Click . 

The Absence Events Maintenance window is displayed. 
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4. Click .  

The Create Absence Event window is displayed. 

 

5. If not already selected, select the Absence Slips mode. 

6. Either: 

 select the Period that the absence slips apply to 

 type the Time of the absence slips. 

7. Get one of the absence slips.  

8. Type the first few letters of the student's last name in the Student ID/Barcode or Surname field. 

Tip: You can use a barcode scanner to input the student. 

9. Click . 

The Student Search window is displayed. 
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10. If you need to, refine the search and click . 

11. Select the student that is absent. 

12. Click . 

The Create Absence Event window is redisplayed with the selected student. 

 

Note: Notification icons are used to indicate important information about the student. In this case the 
icons indicate Amanda Adamski has an active individual plan and an anaphylaxis alert. See Using 
notification icons in the Introduction manual. 

 
 

Note: If the student has an active alert a popup message will display the details of the alert. See 
Current Student Maintenance - Alerts tab. 

 

13. Add any additional details if available such as comments about the possible reason for the absence. 

Note: The field selections in the Details area remain the same as the last entry. They are reset 
when you change modes (Absence Event Type). 

Tip: You can organise the slips so that those with similar absence details are entered at the same 
time. 
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14. Click . 

The absence event is saved and the Create Absence Event window is redisplayed ready for the 
next entry. 

Note: When submitting a slip, Synergetic searches for any absence events that overlap up to an 
hour later. For example, a student is on an excursion starting at 2:20pm. The following message is 
displayed for a slip being submitted with a starting time at 2:00pm. Decide whether to supersede the 
absence slip or not. 

 

15. Repeat steps 7 through 14 until all slips are completed for the period of time. 

Tip: You can modify the previous absence event by double clicking on the Last Person in the 
Select Student area. 
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Create Absence Event window - Absence Slips key fields and buttons 

The following fields and buttons are displayed on the Create Absence Event window when the 
Absence Slips mode is selected. 

Fields 

Field Description 

Absence Event 
Type (Mode) 

The type of absence event, as defined in the luAbsenceEventType lookup 
table. 

See: 

 Attendance concepts (on page 3) 

 luAbsenceEventType lookup table in the System maintenance manual. 

Absent Date Date that the absence slips are entered for. 

Defaults to today's date. 

Period Period that the absence slips are for. 

Periods are defined in the luAbsencePeriod lookup table. See 
luAbsencePeriod lookup table in the System maintenance manual. 

Time Time that absence slips are recorded for. For example, some organisations 
record attendance in the morning and the afternoon only. 

If the Period field was selected, the start time of the period is populated from 
either the: 

 Timetable, if timetables are used at your organisation. 

 OverrideTime value for the period in the luAbsencePeriod lookup 
table. See luAbsencePeriod lookup table in the System maintenance 
manual. 

If neither of these is available, type in the start time of the period. 

Note: An optional 24 hour time format can be used. This allows for quicker 
data entry using the numeric keypad as the AM or PM does not need to be 

entered. 

Reported By Name of the person who provides the information about the student's absence. 
The person can be selected by: 

 selecting r'ship and selecting a relation from the drop-down list 

 selecting staff and selecting a staff member from the drop-down list 

 typing the person's name in the free-text field when the person is not a 
relation or staff member. 

Absence Type The type of absence. 

Absence types are defined in the luAbsenceType lookup table. 

Note: New Zealand schools use the absence codes required by the NZ 
Ministry of Education (NZ MOE). See Attendance codes for New Zealand 
schools (on page 5). 

 

Note: The field selections in the Details area remain the same as the last 

entry. They are reset when you change modes (Absence Event Type). 

Tip: You can organise the slips so that those with similar absence details 
are entered at the same time. 

Reason Reason for the absence.  



Attendance and absence events 

Page 13-76 Version v67 

Field Description 

Comment Additional information available about the absence. 

Contact Made Select if you contacted the person specified in the Reported By field to confirm 
the details of the absence event. 

Contact Rcvd Select if the person specified in the Reported By field contacts you to confirm 
the details of the absence event. 

Note Made Select if a note has been created to send home with the student. 

Note: Your organisation may use this field for another purpose. For 
example, to indicate a diary entry has been created. 

Note Rcvd Select if a signed note has been received from the parent or guardian. 

Approved Select if the reason given for the absence meets the policy in force at your 
organisation. This field may not be active for this mode. 

Note: You do not need to select this field in New Zealand schools as the 
Absence Type field is used to determine whether an absence is approved 
by the NZ MOE or not. See Attendance codes for New Zealand schools (on 

page 5). 
 

Note: This flag is only displayed if ShowApprovedFlag is selected for the 
absence event type in the luAbsenceEventType lookup table. 

Student ID/Barcode 
or Surname 

When selecting a student to record an absence event for, you can: 

 type the student's Synergetic ID in the field 

 scan the student's barcode, if available and configured 

 type all or part of the student's surname and click  

 click . 
 

Note: Some organisations have a second screen to view the photo of the 
student just scanned or submitted. 

Show Second 
Screen 

Most relevant with the Auto Sign In or Auto Sign Out modes. 

This allows a second screen to be displayed, when Synergetic is used for 
unattended signing in and out of students. The PC generally has: 

 two barcode scanners attached, one in and one out 

 a graphics adapter able to display two screens at once.  

Buttons 

Button Description 

 
Select a student who is absent and who an absence event is being created for. 

If the Student ID/Barcode or Surname field: 

 is empty, the Student Search window is displayed without students 

 has a value that has been entered, the Student Search window is 
displayed with students that match. 

 
Launch Student Maintenance for the selected student.  

See Maintaining current students in the Current students manual. 
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Button Description 

 
Save the details of the absence event without leaving the window. 

 
Save the current absence event details. 

 
Exit from the current window without saving your changes. 

 
Add a group of absence events records in bulk. For example, if a group of 
students is attending a school camp. 

See Group absence events entered in bulk (on page 185). 

 
Set up a recurring schedule for this absence event. See Recording a recurring 
absence event (on page 183). 

 
Send an email to the parent or guardian's email address if it is defined. 

Alternatively, if a second contact is displayed you can send them an email. 

The Send Email window is displayed to allow you to type a message. 
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Button Description 

 
Automatically match unknown absence events with the event being added. If 
there are existing unknown events, they are displayed on the Auto Match 
window. 

 

You have the option to supersede the unknown event(s) with the current 
absence event. See Superseding unknown absence events (on page 179). 

For example, three absence slips were entered for absences from morning 
classes. Subsequently you received a note to say that the student was at the 
dentist and expected in later in the morning. 

 
Use the teacher's feedback for the actual details of the absence event.  

The following dialog window is displayed. 

 

When a teacher submits a nonattendance using the Attendance window, any 
additional information they entered is also displayed in the Details area of the 
Create Absence Event window. 

 

This information is available in the Timetable area of the Create Absence 
Event window. 
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Actual tab fields and buttons 

Note: Superseded absence events can be viewed on the Superseded tab. The fields on the 
Superseded tab are identical to those on the Actual tab. 

 

Entries highlighted in yellow are today's entries. Only absence events with a start date a week before or 
after today's date are displayed. 

Note: The date range is + or - seven days by default. This is configurable. See DayRange 
configuration setting in the System maintenance manual. 

Fields 

Field Description 

Mode Abbreviation for the Absence Event Type (or mode) of the absence event. 

Time  Either: 

 In Time of the absence event 

 Out Time if an In Time is not available. 

Type Absence Type description of the absence event. 

Reason Reason given for the absence event. 

Buttons 

Button Description 

 
Supersede individual absence events on the Actual tab, rather than Synergetic 
automatically matching. 

To supersede an individual absence event: 

1. Select the absence event to supersede on the Actual tab. 

 

Note: You can select multiple records by holding down the Ctrl key and 
clicking on each record in turn. You can also use the Ctrl key to de-select 

records. 

2. Click . 

The Auto Match window is displayed. 

3. Click . 

Tip: You can view superseded absence events on the Superseded tab. 
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Timetable details fields and buttons 

The student's timetable for the day of the absence event is displayed, along with any attendances 
marked, medical incidents and co-curricular activities. 

 

Timetable area fields 

Field Description 

Type Filter the academic and co-curricular timetable entries based on their file type. 
For example: 

 A for academic subjects 

 M for music subjects 

 and so on, depending on the file types at your organisation. 

By default all entries are displayed.  

Year / Term The Year and Term are used when modifying an absence event from a 
previous term or semester. You will need to adjust the fields to ensure that the 
correct timetable is displayed. 
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Grid area fields 

Field Description 

Time  Start time of the period. 

Period Description of the period when the class is scheduled to take place. 

Attended The student's attendance for each class is either: 

  marked as being absent 

  marked as being present 

  not marked yet. 

Class / Description Description of the: 

 academic class 

 co-curricular activity 

 medical incident. 

Staff Staff code for the teacher scheduled to take the class. 

Poss Type and Desc Possible description of the reason for the absence. 

Room Room where the class is scheduled to be held. 

Note: These grids are only displayed if the ShowAttendDetailsOnCreateFlag is selected in the 
luAbsenceEventType lookup table for the type of absence. See luAbsenceEventType lookup table 
in the System maintenance manual. 
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Recording late sign ins 
Use the Late Sign In absence event to record a student arriving late. 

To record a late sign in for a student: 

1. Select Module > Students > Absence Events Maintenance from the main menu. 

The Set Absence Events Search Criteria window is displayed. 

2. Update the search criteria, if required. See Searching for absence events (on page 59). 

3. Click . 

The Absence Events Maintenance window is displayed. 

 

4. Click . 

The Create Absence Event window is displayed. 
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5. Select the Late Sign In mode. 

The Create Absence Event window is redisplayed with details required for a Late Sign In absence 
event. 

 

6. Type the first few letters of the student's last name in the Student ID/Barcode or Surname field. 

Tip: You can use a barcode scanner to input the student. 

7. Click . 

The Student Search window is displayed. 

 

8. If you need to, refine the search and click . 

9. Select the student who is signing in late. 
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10. Click . 

The Create Absence Event window is redisplayed with the selected student. 

 

Note: Notification icons are used to indicate important information about the student. In this case the 
icons indicate Amanda Adamski has an active individual plan and an anaphylaxis alert. See Using 
notification icons in the Introduction manual. 

 
 

Note: If the student has an active alert a popup message will display the details of the alert. See 
Current Student Maintenance - Alerts tab. 
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11. If required, drag the bottom of the screen down to view related details. 

 

The Actual tab and the Timetable grid are displayed. 

 

12. Update the Late Arrival Date and Time, if required. 

 

13. Update the details of the person reporting the student's late arrival. Either: 

 Select the relation from the drop-down list. 

 

 Select Staff and select the staff member from the drop-down list. 

 

 Type the person's name in the free-text field. 

 

14. Select the Absence Type from the drop-down list. 

Note: New Zealand schools use the absence codes required by the NZ Ministry of Education (NZ 
MOE). See Attendance codes for New Zealand schools (on page 5). 

15. Select the Reason from the drop-down list, if applicable. 
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16. Type any comments in the Comment field. 

17. Select either: 

 Contact Made if you have contacted the parent or guardian 

 Contact Rcvd if the person specified in the Reported By field has contacted you. 

18. Select Note Rcvd if a note has been received from the parent or guardian. 

For example, a parent has written a note to say that their child has a dentist's appointment. 

19. Select Note Made if a note has been created to send home to the parent or guardian. 

20. Click . 

The absence event is saved and the Create Absence Event window is redisplayed ready for the 
next entry. See Individual student absence events (on page 57). 

Tip: You can modify the previous absence event by double clicking on the Last Person in the 
Select Student area. 
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Create Absence Event window - Late Sign In key fields and buttons 

The following fields and buttons are displayed on the Create Absence Event window when the Late 
Sign In mode is selected. 

Fields 

Field Description 

Absence Event 
Type (Mode) 

The type of absence event, as defined in the luAbsenceType lookup table. 

See Attendance concepts (on page 3). 

Student ID/Barcode 
or Surname 

When selecting a student to record an absence event for, you can: 

 type the student's Synergetic ID in the field 

 scan the student's barcode, if available and configured 

 type all or part of the student's surname and click  

 click . 

Late Arrival Date / 

Sign In Date 

Date that the student arrives. 

Defaults to today's date.  

For details on using the calendar to select a date, see Entering dates and times 
in the Introduction manual. 

Late Arrival Time / 

Sign In Time 

Time that the student arrives. 

Defaults to the time that absence event was created. 

Note: An optional 24 hour time format can be used. This allows for quicker 
data entry using the numeric keypad as the AM or PM does not need to be 
entered. 

Reported By Name of the person who provides the information about the student's lateness. 
The person can be selected by either: 

 selecting r'ship and selecting a relation from the drop-down list 

 selecting staff and selecting a staff member from the drop-down list 

 typing the person's name in the free-text field when the person is not a 
relation or staff member. 

Absence Type The type of absence, as defined in the luAbsenceType lookup table. 

Note: New Zealand schools use the absence codes required by the NZ 
Ministry of Education (NZ MOE). See Attendance codes for New Zealand 
schools (on page 5). 

 

Note: The late mode sets the default Absence Type to Late. 

Reason Reason for the absence. 

Comment Additional information available about the absence. 

Part of Day Part of the day (morning, afternoon or whole day) that the absence event 
occurs. 

If you leave this field blank, Synergetic automatically determines whether it is 
morning, afternoon or all day, based on the times in the absence event. 

This ensures that reports that rely on whether a student was absent morning, 
afternoon or a whole day continue to work. 
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Field Description 

Contact Made Select if you contacted the person specified in the Reported By field to confirm 
the details of the absence event. 

Contact Rcvd Select if the person specified in the Reported By field contacts you to confirm 
the details of the absence event. 

Note Made Select if a note has been created to send home with the student. 

Note: Your organisation may use this field for another purpose. For 

example, to indicate a diary entry has been created. 

Note Rcvd Select if a signed note has been received from the parent or guardian. 

Approved Select if the reason given for the absence meets the policy in force at your 
organisation. This field may not be active for this mode. 

Note: You do not need to select this field in New Zealand schools as the 
Absence Type field is used to determine whether an absence is approved 
by the NZ MOE or not. See Attendance codes for New Zealand schools (on 

page 5). 
 

Note: This flag is only displayed if ShowApprovedFlag is selected for the 
absence event type in the luAbsenceEventType lookup table. 

Show Second 
Screen 

Most relevant with the Auto Sign In or Auto Sign Out modes. 

This allows a second screen to be displayed, when Synergetic is used for 
unattended signing in and out of students. The PC generally has: 

 two barcode scanners attached, one in and one out 

 a graphics adapter able to display two screens at once.  
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Buttons 

Button Description 

 
Select a student who is absent and who an absence event is being created for. 

If the Student ID/Barcode or Surname field: 

 is empty, the Student Search window is displayed without students 

 has a value that has been entered, the Student Search window is 
displayed with students that match. 

 
Launch Student Maintenance for the selected student.  

See Maintaining current students in the Current students manual. 

 
Save the details of the absence event without leaving the window. 

 
Save the current absence event details. 

 
Exit from the current window without saving your changes. 

 
Add a group of absence events records in bulk. For example, if a group of 
students is attending a school camp. 

See Group absence events entered in bulk (on page 185). 

 
Set up a recurring schedule for this absence event. See Recording a recurring 
absence event (on page 183). 

 
Send an email to the parent or guardian's email address if it is defined. 

Alternatively, if a second contact is displayed you can send them an email. 

The Send Email window is displayed to allow you to type a message. 
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Button Description 

 
Automatically match unknown absence events with the event being added. If 
there are existing unknown events, they are displayed on the Auto Match 
window. 

 

You have the option to supersede the unknown event(s) with the current 
absence event. See Superseding unknown absence events (on page 179). 

For example, three absence slips were entered for absences from morning 
classes. Subsequently you received a note to say that the student was at the 
dentist and expected in later in the morning. 

 
Use the teacher's feedback for the actual details of the absence event.  

The following dialog window is displayed. 

 

When a teacher submits a nonattendance using the Attendance window, any 
additional information they entered is also displayed in the Details area of the 
Create Absence Event window. 

 

This information is available in the Timetable area of the Create Absence 
Event window. 
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Actual tab fields and buttons 

Note: Superseded absence events can be viewed on the Superseded tab. The fields on the 
Superseded tab are identical to those on the Actual tab. 

 

Entries highlighted in yellow are today's entries. Only absence events with a start date a week before or 
after today's date are displayed. 

Note: The date range is + or - seven days by default. This is configurable. See DayRange 
configuration setting in the System maintenance manual. 

Fields 

Field Description 

Mode Abbreviation for the Absence Event Type (or mode) of the absence event. 

Time  Either: 

 In Time of the absence event 

 Out Time if an In Time is not available. 

Type Absence Type description of the absence event. 

Reason Reason given for the absence event. 

Buttons 

Button Description 

 
Supersede individual absence events on the Actual tab, rather than Synergetic 
automatically matching. 

To supersede an individual absence event: 

1. Select the absence event to supersede on the Actual tab. 

 

Note: You can select multiple records by holding down the Ctrl key and 
clicking on each record in turn. You can also use the Ctrl key to de-select 

records. 

2. Click . 

The Auto Match window is displayed. 

3. Click . 

Tip: You can view superseded absence events on the Superseded tab. 
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Timetable details fields and buttons 

The student's timetable for the day of the absence event is displayed, along with any attendances 
marked, medical incidents and co-curricular activities. 

 

Timetable area fields 

Field Description 

Type Filter the academic and co-curricular timetable entries based on their file type. 
For example: 

 A for academic subjects 

 M for music subjects 

 and so on, depending on the file types at your organisation. 

By default all entries are displayed.  

Year / Term The Year and Term are used when modifying an absence event from a 
previous term or semester. You will need to adjust the fields to ensure that the 
correct timetable is displayed. 
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Grid area fields 

Field Description 

Time  Start time of the period. 

Period Description of the period when the class is scheduled to take place. 

Attended The student's attendance for each class is either: 

  marked as being absent 

  marked as being present 

  not marked yet. 

Class / Description Description of the: 

 academic class 

 co-curricular activity 

 medical incident. 

Staff Staff code for the teacher scheduled to take the class. 

Poss Type and Desc Possible description of the reason for the absence. 

Room Room where the class is scheduled to be held. 

Note: These grids are only displayed if the ShowAttendDetailsOnCreateFlag is selected in the 
luAbsenceEventType lookup table for the type of absence. See luAbsenceEventType lookup table 
in the System maintenance manual. 
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Recording a student signing in manually 
Use the Sign In absence event to record a student signing in. 

To record a sign in for a student: 

1. Select Module > Students > Absence Events Maintenance from the main menu. 

The Set Absence Events Search Criteria window is displayed.  

2. Update the search criteria, if required. See Searching for absence events (on page 59). 

3. Click . 

The Absence Events Maintenance window is displayed. 

 

4. Click . 

The Create Absence Event window is displayed. 
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5. Select the Sign In mode. 

The Create Absence Event window is redisplayed with details required for a Sign In absence 
event. 

 

6. Type the first few letters of the student's last name in the Student ID/Barcode or Surname field. 

Tip: You can use a barcode scanner to input the student. 

7. Click . 

The Student Search window is displayed. 

 

8. If you need to, refine the search and click . 

9. Select the student who is signing in. 

10. Click . 
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The Create Absence Event window is redisplayed with the selected student. 

 

Note: Notification icons are used to indicate important information about the student. In this case the 
icons indicate Amanda Adamski has an active individual plan and an anaphylaxis alert. See Using 
notification icons in the Introduction manual. 

 
 

Note: If the student has an active alert a popup message will display the details of the alert. See 
Current Student Maintenance - Alerts tab. 

 

11. If required, drag the bottom of the screen down to view related details. 

 

The Actual tab and the Timetable grid are displayed. 
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12. Update the Sign In Date and Time, if required. 

13. Update the following fields, if relevant: 

 Absence Type 

 Reason 

 Comment. 

14. Click . 

The absence event is saved and the Create Absence Event window is redisplayed ready for the 
next entry. See Individual student absence events (on page 57). 

Tip: You can modify the previous absence event by double clicking on the Last Person in the 
Select Student area. 

 

Note: If a teacher has marked a class, they may have created an absent slip for the student. An 
Auto Match window is displayed showing the absent slip to be superseded. Select Yes to 
supersede the absence slip. 

 



Attendance and absence events 

Page 13-98 Version v67 

 

Create Absence Event window - Sign In key fields and buttons 

The following fields and buttons are displayed on the Create Absence Event window when the Sign In 
mode is selected. 

Fields 

Field Description 

Absence Event 
Type (Mode) 

The type of absence event, as defined in the luAbsenceEventType lookup 
table. 

See: 

 Attendance concepts (on page 3) 

 luAbsenceEventType lookup table in the System maintenance manual. 

Student ID/Barcode 
or Surname 

When selecting a student to record an absence event for, you can: 

 type the student's Synergetic ID in the field 

 scan the student's barcode, if available and configured 

 type all or part of the student's surname and click  

 click . 

Sign In Date Date that the student arrives. 

Defaults to today's date.  

For details on using the calendar to select a date, see Entering dates and times 
in the Introduction manual. 

Sign In Time Time that the student arrives. 

Defaults to the time that absence event was created. 

Note: An optional 24 hour time format can be used. This allows for quicker 
data entry using the numeric keypad as the AM or PM does not need to be 

entered. 

Reported By Name of the person who provides the information about the student's absence. 
The person can be selected by either: 

 selecting r'ship and selecting a relation from the drop-down list 

 selecting staff and selecting a staff member from the drop-down list 

 typing the person's name in the free-text field when the person is not a 
relation or staff member. 

Absence Type The type of absence, as defined in the luAbsenceType lookup table. 

Note: New Zealand schools use the absence codes required by the NZ 
Ministry of Education (NZ MOE). See Attendance codes for New Zealand 
schools (on page 5). 

Reason Reason for the absence. 

Comment Additional information available about the absence. 

Part of Day Part of the day (morning, afternoon or whole day) that the absence event 
occurs. 

If you leave this field blank, Synergetic automatically determines whether it is 
morning, afternoon or all day, based on the times in the absence event. 

This ensures that reports that rely on whether a student was absent morning, 
afternoon or a whole day continue to work. 
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Field Description 

Contact Made Select if you contacted the person specified in the Reported By field to confirm 
the details of the absence event. 

Contact Rcvd Select if the person specified in the Reported By field contacts you to confirm 
the details of the absence event. 

Note Made Select if a note has been created to send home with the student. 

Note: Your organisation may use this field for another purpose. For 

example, to indicate a diary entry has been created. 

Note Rcvd Select if a signed note has been received from the parent or guardian. 

Approved Select if the reason given for the absence meets the policy in force at your 
organisation. This field may not be active for this mode. 

Note: You do not need to select this field in New Zealand schools as the 
Absence Type field is used to determine whether an absence is approved 
by the NZ MOE or not. See Attendance codes for New Zealand schools (on 

page 5). 
 

Note: This flag is only displayed if ShowApprovedFlag is selected for the 
absence event type in the luAbsenceEventType lookup table. 

Show Second 
Screen 

Most relevant with the Auto Sign In or Auto Sign Out modes. 

This allows a second screen to be displayed, when Synergetic is used for 
unattended signing in and out of students. The PC generally has: 

 two barcode scanners attached, one in and one out 

 a graphics adapter able to display two screens at once.  
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Buttons 

Button Description 

 
Select a student who is absent and who an absence event is being created for. 

If the Student ID/Barcode or Surname field: 

 is empty, the Student Search window is displayed without students 

 has a value that has been entered, the Student Search window is 
displayed with students that match. 

 
Launch Student Maintenance for the selected student.  

See Maintaining current students in the Current students manual. 

 
Save the details of the absence event without leaving the window. 

 
Save the current absence event details. 

 
Exit from the current window without saving your changes. 

 
Add a group of absence events records in bulk. For example, if a group of 
students is attending a school camp. 

See Group absence events entered in bulk (on page 185). 

 
Set up a recurring schedule for this absence event. See Recording a recurring 
absence event (on page 183). 

 
Send an email to the parent or guardian's email address if it is defined. 

Alternatively, if a second contact is displayed you can send them an email. 

The Send Email window is displayed to allow you to type a message. 
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Button Description 

 
Automatically match unknown absence events with the event being added. If 
there are existing unknown events, they are displayed on the Auto Match 
window. 

 

You have the option to supersede the unknown event(s) with the current 
absence event. See Superseding unknown absence events (on page 179). 

For example, three absence slips were entered for absences from morning 
classes. Subsequently you received a note to say that the student was at the 
dentist and expected in later in the morning. 

 
Use the teacher's feedback for the actual details of the absence event.  

The following dialog window is displayed. 

 

When a teacher submits a nonattendance using the Attendance window, any 
additional information they entered is also displayed in the Details area of the 
Create Absence Event window. 

 

This information is available in the Timetable area of the Create Absence 
Event window. 
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Actual tab fields and buttons 

Note: Superseded absence events can be viewed on the Superseded tab. The fields on the 
Superseded tab are identical to those on the Actual tab. 

 

Entries highlighted in yellow are today's entries. Only absence events with a start date a week before or 
after today's date are displayed. 

Note: The date range is + or - seven days by default. This is configurable. See DayRange 
configuration setting in the System maintenance manual. 

Fields 

Field Description 

Mode Abbreviation for the Absence Event Type (or mode) of the absence event. 

Time  Either: 

 In Time of the absence event 

 Out Time if an In Time is not available. 

Type Absence Type description of the absence event. 

Reason Reason given for the absence event. 

Buttons 

Button Description 

 
Supersede individual absence events on the Actual tab, rather than Synergetic 
automatically matching. 

To supersede an individual absence event: 

1. Select the absence event to supersede on the Actual tab. 

 

Note: You can select multiple records by holding down the Ctrl key and 
clicking on each record in turn. You can also use the Ctrl key to de-select 

records. 

2. Click . 

The Auto Match window is displayed. 

3. Click . 

Tip: You can view superseded absence events on the Superseded tab. 
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Timetable details fields and buttons 

The student's timetable for the day of the absence event is displayed, along with any attendances 
marked, medical incidents and co-curricular activities. 

 

Timetable area fields 

Field Description 

Type Filter the academic and co-curricular timetable entries based on their file type. 
For example: 

 A for academic subjects 

 M for music subjects 

 and so on, depending on the file types at your organisation. 

By default all entries are displayed.  

Year / Term The Year and Term are used when modifying an absence event from a 
previous term or semester. You will need to adjust the fields to ensure that the 
correct timetable is displayed. 
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Grid area fields 

Field Description 

Time  Start time of the period. 

Period Description of the period when the class is scheduled to take place. 

Attended The student's attendance for each class is either: 

  marked as being absent 

  marked as being present 

  not marked yet. 

Class / Description Description of the: 

 academic class 

 co-curricular activity 

 medical incident. 

Staff Staff code for the teacher scheduled to take the class. 

Poss Type and Desc Possible description of the reason for the absence. 

Room Room where the class is scheduled to be held. 

Note: These grids are only displayed if the ShowAttendDetailsOnCreateFlag is selected in the 
luAbsenceEventType lookup table for the type of absence. See luAbsenceEventType lookup table 
in the System maintenance manual. 
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Recording a student signing out manually 
Use the Sign Out absence event to record a student signing out. 

To record a sign out for a student: 

1. Select Module > Students > Absence Events Maintenance from the main menu. 

The Set Absence Events Search Criteria window is displayed.  

2. Update the search criteria, if required. See Searching for absence events (on page 59). 

3. Click . 

The Absence Events Maintenance window is displayed. 

 

4. Click .  

The Create Absence Event window is displayed. 
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5. Select the Sign Out mode. 

The Create Absence Event window is redisplayed with details required for a Sign Out absence 
event. 

 

6. Type the first few letters of the student's last name in the Student ID/Barcode or Surname field. 

Tip: You can use a barcode scanner to input the student. 

7. Click . 

The Student Search window is displayed. 

 

8. If you need to, refine the search and click . 

9. Select the student who is signing out. 

10. Click . 
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The Create Absence Event window is redisplayed with the selected student. 

 

Note: Notification icons are used to indicate important information about the student. In this case the 
icons indicate Amanda Adamski has an active individual plan and an anaphylaxis alert. See Using 
notification icons in the Introduction manual. 

 
 

Note: If the student has an active alert a popup message will display the details of the alert. See 
Current Student Maintenance - Alerts tab. 

 

11. If required, drag the bottom of the screen down to view related details. 

 

The Actual tab and the Timetable grid are displayed. 
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12. Update the Sign Out Date and Time, if required. 

 

13. Update the following fields, if relevant: 

 Absence Type 

 Reason 

 Comment. 

14. Click . 

The absence event is saved and the Create Absence Event window is redisplayed ready for the 
next entry. See Individual student absence events (on page 57). 

Tip: You can modify the previous absence event by double clicking on the Last Person in the 
Select Student area. 
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Create Absence Event window - Sign Out key fields and buttons 

The following fields and buttons are displayed on the Create Absence Event window when the Sign 
Out mode is selected. 

Fields 

Field Description 

Absence Event 
Type (Mode) 

The type of absence event, as defined in the luAbsenceEventType lookup 
table. 

See: 

 Attendance concepts (on page 3) 

 luAbsenceEventType lookup table in the System maintenance manual. 

Student ID/Barcode 
or Surname 

When selecting a student to record an absence event for, you can: 

 type the student's Synergetic ID in the field 

 scan the student's barcode, if available and configured 

 type all or part of the student's surname and click  

 click . 

Sign Out Date Date that the student departs. 

Defaults to today's date.  

For details on using the calendar to select a date, see Entering dates and times 
in the Introduction manual. 

Sign Out Time Time that the student departs. 

Defaults to the time that absence event was created. 

Note: An optional 24 hour time format can be used. This allows for quicker 
data entry using the numeric keypad as the AM or PM does not need to be 

entered. 

Reported By Name of the person who provides the information about the student's absence. 
The person can be selected by either: 

 selecting r'ship and selecting a relation from the drop-down list 

 selecting staff and selecting a staff member from the drop-down list 

 typing the person's name in the free-text field when the person is not a 
relation or staff member. 

Absence Type The type of absence, as defined in the luAbsenceType lookup table. 

Note: New Zealand schools use the absence codes required by the NZ 
Ministry of Education (NZ MOE). See Attendance codes for New Zealand 
schools (on page 5). 

Reason Reason for the absence. 

Comment Additional information available about the absence. 

Part of Day Part of the day (morning, afternoon or whole day) that the absence event 
occurs. 

If you leave this field blank, Synergetic automatically determines whether it is 
morning, afternoon or all day, based on the times in the absence event. 

This ensures that reports that rely on whether a student was absent morning, 
afternoon or a whole day continue to work. 
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Field Description 

Contact Made Select if you contacted the person specified in the Reported By field to confirm 
the details of the absence event. 

Contact Rcvd Select if the person specified in the Reported By field contacts you to confirm 
the details of the absence event. 

Note Made Select if a note has been created to send home with the student. 

Note: Your organisation may use this field for another purpose. For 

example, to indicate a diary entry has been created. 

Note Rcvd Select if a signed note has been received from the parent or guardian. 

Approved Select if the reason given for the absence meets the policy in force at your 
organisation. This field may not be active for this mode. 

Note: You do not need to select this field in New Zealand schools as the 
Absence Type field is used to determine whether an absence is approved 
by the NZ MOE or not. See Attendance codes for New Zealand schools (on 

page 5). 
 

Note: This flag is only displayed if ShowApprovedFlag is selected for the 
absence event type in the luAbsenceEventType lookup table. 

Show Second 
Screen 

Most relevant with the Auto Sign In or Auto Sign Out modes. 

This allows a second screen to be displayed, when Synergetic is used for 
unattended signing in and out of students. The PC generally has: 

 two barcode scanners attached, one in and one out 

 a graphics adapter able to display two screens at once.  
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Buttons 

Button Description 

 
Select a student who is absent and who an absence event is being created for. 

If the Student ID/Barcode or Surname field: 

 is empty, the Student Search window is displayed without students 

 has a value that has been entered, the Student Search window is 
displayed with students that match. 

 
Launch Student Maintenance for the selected student.  

See Maintaining current students in the Current students manual. 

 
Save the details of the absence event without leaving the window. 

 
Save the current absence event details. 

 
Exit from the current window without saving your changes. 

 
Add a group of absence events records in bulk. For example, if a group of 
students is attending a school camp. 

See Group absence events entered in bulk (on page 185). 

 
Set up a recurring schedule for this absence event. See Recording a recurring 
absence event (on page 183). 

 
Send an email to the parent or guardian's email address if it is defined. 

Alternatively, if a second contact is displayed you can send them an email. 

The Send Email window is displayed to allow you to type a message. 
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Button Description 

 
Automatically match unknown absence events with the event being added. If 
there are existing unknown events, they are displayed on the Auto Match 
window. 

 

You have the option to supersede the unknown event(s) with the current 
absence event. See Superseding unknown absence events (on page 179). 

For example, three absence slips were entered for absences from morning 
classes. Subsequently you received a note to say that the student was at the 
dentist and expected in later in the morning. 

 
Use the teacher's feedback for the actual details of the absence event.  

The following dialog window is displayed. 

 

When a teacher submits a nonattendance using the Attendance window, any 
additional information they entered is also displayed in the Details area of the 
Create Absence Event window. 

 

This information is available in the Timetable area of the Create Absence 
Event window. 
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Actual tab fields and buttons 

Note: Superseded absence events can be viewed on the Superseded tab. The fields on the 
Superseded tab are identical to those on the Actual tab. 

 

Entries highlighted in yellow are today's entries. Only absence events with a start date a week before or 
after today's date are displayed. 

Note: The date range is + or - seven days by default. This is configurable. See DayRange 
configuration setting in the System maintenance manual. 

Fields 

Field Description 

Mode Abbreviation for the Absence Event Type (or mode) of the absence event. 

Time  Either: 

 In Time of the absence event 

 Out Time if an In Time is not available. 

Type Absence Type description of the absence event. 

Reason Reason given for the absence event. 

Buttons 

Button Description 

 
Supersede individual absence events on the Actual tab, rather than Synergetic 
automatically matching. 

To supersede an individual absence event: 

1. Select the absence event to supersede on the Actual tab. 

 

Note: You can select multiple records by holding down the Ctrl key and 
clicking on each record in turn. You can also use the Ctrl key to de-select 

records. 

2. Click . 

The Auto Match window is displayed. 

3. Click . 

Tip: You can view superseded absence events on the Superseded tab. 
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Timetable details fields and buttons 

The student's timetable for the day of the absence event is displayed, along with any attendances 
marked, medical incidents and co-curricular activities. 

 

Timetable area fields 

Field Description 

Type Filter the academic and co-curricular timetable entries based on their file type. 
For example: 

 A for academic subjects 

 M for music subjects 

 and so on, depending on the file types at your organisation. 

By default all entries are displayed.  

Year / Term The Year and Term are used when modifying an absence event from a 
previous term or semester. You will need to adjust the fields to ensure that the 
correct timetable is displayed. 
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Grid area fields 

Field Description 

Time  Start time of the period. 

Period Description of the period when the class is scheduled to take place. 

Attended The student's attendance for each class is either: 

  marked as being absent 

  marked as being present 

  not marked yet. 

Class / Description Description of the: 

 academic class 

 co-curricular activity 

 medical incident. 

Staff Staff code for the teacher scheduled to take the class. 

Poss Type and Desc Possible description of the reason for the absence. 

Room Room where the class is scheduled to be held. 

Note: These grids are only displayed if the ShowAttendDetailsOnCreateFlag is selected in the 
luAbsenceEventType lookup table for the type of absence. See luAbsenceEventType lookup table 
in the System maintenance manual. 
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Recording a student's expected arrival 
Use the Expected In absence event to record a student expected to arrive at a given date and time. 

For example, a parent or guardian contacts your organisation to inform you that the student is going to a 
dentist's appointment in the morning and is expected to arrive at 10.30am. 

The information about a student's arrival time can be reported by: 

 a parent or guardian 

 a staff member 

 someone not in the community database. 

To record an expected arrival time for a student: 

1. Select Module > Students > Absence Events Maintenance from the main menu. 

The Set Absence Events Search Criteria window is displayed. 

2. Update the search criteria, if required. See Searching for absence events (on page 59). 

3. Click . 

The Absence Events Maintenance window is displayed. 

 

4. Click . 

The Create Absence Event window is displayed. 
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5. Select the Expected In mode. 

The Create Absence Event window is redisplayed with details required for an Expected In 
absence event. 

 

6. Type the first few letters of the student's last name in the Student ID/Barcode or Surname field. 

Tip: You can use a barcode scanner to input the student. 

7. Click . 

The Student Search window is displayed. 

 

8. If you need to, refine the search and click . 

9. Select the student that is expected in. 
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10. Click . 

The Create Absence Event window is redisplayed with the selected student. 

 

Note: Notification icons are used to indicate important information about the student. In this case the 
icons indicate Amanda Adamski has an active individual plan and an anaphylaxis alert. See Using 
notification icons in the Introduction manual. 

 
 

Note: If the student has an active alert a popup message will display the details of the alert. See 
Current Student Maintenance - Alerts tab. 
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11. If required, drag the bottom of the screen down to view related details. 

 

The Actual tab and the Timetable grid are displayed. 

 

12. Update the Expected Arrival Date and Time. 

 

13. Update the details of the person reporting the student's expected arrival. Either: 

 Select the relation from the drop-down list. 

 

 Select Staff and select the staff member from the drop-down list. 

 

 Type the person's name in the free-text field. 

 

14. Select the Absence Type from the drop-down list. 

Note: New Zealand schools use the absence codes required by the NZ Ministry of Education (NZ 
MOE). See Attendance codes for New Zealand schools (on page 5). 
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Tip: You can organise the entries so that those with similar absence details are entered at the same 
time. 

15. Select the Reason from the drop-down list, if applicable. 

16. Type any comments in the Comment field. 

17. Select either: 

 Contact Made if you have contacted the parent or guardian 

 Contact Rcvd if the person specified in the Reported By field has contacted you. 

18. Select Note Rcvd if a note has been received from the parent or guardian. 

For example, a parent has written a note to say that their child has a dentist's appointment. 

19. Click . 

The absence event is saved and the Create Absence Event window is redisplayed ready for the 
next entry. See Individual student absence events (on page 57). 

Tip: You can modify the previous absence event by double clicking on the Last Person in the 
Select Student area. 

 

Note: If a teacher has already marked the student absent or present in class, an Auto Match 
window is displayed. Select Yes to supersede the teacher's attendance or absence slip, or No to not 
supersede it. 
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Create Absence Event window - Expected In key fields and buttons 

The following fields and buttons are displayed on the Create Absence Event window when the 
Expected In mode is selected. 

Fields 

Field Description 

Absence Event 
Type (Mode) 

The type of absence event, as defined in the luAbsenceEventType lookup 
table. Only Absence Event Types or modes in use at your organisation are 
displayed. 

See: 

 Attendance concepts (on page 3) 

 luAbsenceEventType lookup table in the System maintenance manual. 

Student ID/Barcode 
or Surname 

When selecting a student to record an absence event for, you can: 

 type the student's Synergetic ID in the field 

 scan the student's barcode, if available and configured 

 type all or part of the student's surname and click  

 click . 

Expected Arrival 
Date 

Date that the student is expected to arrive. 

Defaults to today's date.  

For details on using the calendar to select a date, see Entering dates and times 
in the Introduction manual. 

Expected Arrival 
Time 

Time that the student is expected to arrive. 

Defaults to the time that absence event was created. 

Note: An optional 24 hour time format can be used. This allows for quicker 
data entry using the numeric keypad as the AM or PM does not need to be 

entered. 

Reported By Name of the person who provides the information that the student is expected 
in at a certain time. The person can be selected by either: 

 selecting r'ship and selecting a relation from the drop-down list 

 selecting staff and selecting a staff member from the drop-down list 

 typing the person's name in the free-text field when the person is not a 
relation or staff member. 

Absence Type The type of absence, as defined in the luAbsenceType lookup table. 

Note: New Zealand schools use the absence codes required by the NZ 
Ministry of Education (NZ MOE). See Attendance codes for New Zealand 
schools (on page 5). 

Reason Reason for the absence. 

The lookup table luAbsenceReason can be set up so that the reason 
corresponds to particular absence types. For example, Doctor and Dentist 
reasons would have their Absence Type set to D, so that these reasons are 
displayed when the Doctor/Dentist (D) was selected from the Absence Type 
drop-down list. 

Comment Additional information available about the absence event. 
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Field Description 

Part of Day Part of the day (morning, afternoon or whole day) that the absence event 
occurs. 

If you leave this field blank, Synergetic automatically determines whether it is 
morning, afternoon or all day, based on the times in the absence event. 

This ensures that reports that rely on whether a student was absent morning, 
afternoon or a whole day continue to work. 

Contact Made Select if you contacted the person specified in the Reported By field to confirm 
the details of the absence event. 

Contact Rcvd Select if the person specified in the Reported By field contacts you to confirm 
the details of the absence event. 

Note Made Select if a note has been created to send home with the student. 

Note: Your organisation may use this field for another purpose. For 
example, to indicate a diary entry has been created. 

Note Rcvd Select if a signed note has been received from the parent or guardian. 

Approved Select if the reason given for the absence meets the policy in force at your 
organisation. This field may not be active for this mode. 

Note: You do not need to select this field in New Zealand schools as the 
Absence Type field is used to determine whether an absence is approved 
by the NZ MOE or not. See Attendance codes for New Zealand schools (on 

page 5). 
 

Note: This flag is only displayed if ShowApprovedFlag is selected for the 
absence event type in the luAbsenceEventType lookup table. 

Show Second 
Screen 

Most relevant with the Auto Sign In or Auto Sign Out modes. 

This allows a second screen to be displayed, when Synergetic is used for 
unattended signing in and out of students. The PC generally has: 

 two barcode scanners attached, one in and one out 

 a graphics adapter able to display two screens at once.  
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Buttons 

Button Description 

 
Select a student who is absent and who an absence event is being created for. 

If the Student ID/Barcode or Surname field: 

 is empty, the Student Search window is displayed without students 

 has a value that has been entered, the Student Search window is 
displayed with students that match. 

 
Launch Student Maintenance for the selected student.  

See Maintaining current students in the Current students manual. 

 
Save the details of the absence event without leaving the window. 

 
Save the current absence event details. 

 
Exit from the current window without saving your changes. 

 
Add a group of absence events records in bulk. For example, if a group of 
students is attending a school camp. 

See Group absence events entered in bulk (on page 185). 

 
Set up a recurring schedule for this absence event. See Recording a recurring 
absence event (on page 183). 

 
Send an email to the parent or guardian's email address if it is defined. 

Alternatively, if a second contact is displayed you can send them an email. 

The Send Email window is displayed to allow you to type a message. 
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Button Description 

 
Automatically match unknown absence events with the event being added. If 
there are existing unknown events, they are displayed on the Auto Match 
window. 

 

You have the option to supersede the unknown event(s) with the current 
absence event. See Superseding unknown absence events (on page 179). 

For example, three absence slips were entered for absences from morning 
classes. Subsequently you received a note to say that the student was at the 
dentist and expected in later in the morning. 

 
Use the teacher's feedback for the actual details of the absence event.  

The following dialog window is displayed. 

 

When a teacher submits a nonattendance using the Attendance window, any 
additional information they entered is also displayed in the Details area of the 
Create Absence Event window. 

 

This information is available in the Timetable area of the Create Absence 
Event window. 
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Actual tab fields and buttons 

Note: Superseded absence events can be viewed on the Superseded tab. The fields on the 
Superseded tab are identical to those on the Actual tab. 

 

Entries highlighted in yellow are today's entries. Only absence events with a start date a week before or 
after today's date are displayed. 

Note: The date range is + or - seven days by default. This is configurable. See DayRange 
configuration setting in the System maintenance manual. 

Fields 

Field Description 

Mode Abbreviation for the Absence Event Type (or mode) of the absence event. 

Time  Either: 

 In Time of the absence event 

 Out Time if an In Time is not available. 

Type Absence Type description of the absence event. 

Reason Reason given for the absence event. 

Buttons 

Button Description 

 
Supersede individual absence events on the Actual tab, rather than Synergetic 
automatically matching. 

To supersede an individual absence event: 

1. Select the absence event to supersede on the Actual tab. 

 

Note: You can select multiple records by holding down the Ctrl key and 
clicking on each record in turn. You can also use the Ctrl key to de-select 

records. 

2. Click . 

The Auto Match window is displayed. 

3. Click . 

Tip: You can view superseded absence events on the Superseded tab. 
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Timetable details fields and buttons 

The student's timetable for the day of the absence event is displayed, along with any attendances 
marked, medical incidents and co-curricular activities. 

 

Timetable area fields 

Field Description 

Type Filter the academic and co-curricular timetable entries based on their file type. 
For example: 

 A for academic subjects 

 M for music subjects 

 and so on, depending on the file types at your organisation. 

By default all entries are displayed.  

Year / Term The Year and Term are used when modifying an absence event from a 
previous term or semester. You will need to adjust the fields to ensure that the 
correct timetable is displayed. 
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Grid area fields 

Field Description 

Time  Start time of the period. 

Period Description of the period when the class is scheduled to take place. 

Attended The student's attendance for each class is either: 

  marked as being absent 

  marked as being present 

  not marked yet. 

Class / Description Description of the: 

 academic class 

 co-curricular activity 

 medical incident. 

Staff Staff code for the teacher scheduled to take the class. 

Poss Type and Desc Possible description of the reason for the absence. 

Room Room where the class is scheduled to be held. 

Note: These grids are only displayed if the ShowAttendDetailsOnCreateFlag is selected in the 
luAbsenceEventType lookup table for the type of absence. See luAbsenceEventType lookup table 
in the System maintenance manual. 
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Recording a student's expected departure 
Use the Expected Out absence event to record a student's expected departure. 

A parent or guardian contacts your organisation to: 

 Inform you that the student is expected to be leaving at a given time and is not intending to 
return until the next day. For example, the student is attending an appointment with a medical 
specialist. 

 Find out what classes the student is attending on a given day so that an appointment can be 
arranged. For example, a parent is trying to schedule a dentist's appointment for a day and time 
that does not impact too much on academic subjects. 

 

To record the date and time that a student is expected to be departing: 

1. Select Module > Students > Absence Events Maintenance from the main menu. 

The Set Absence Events Search Criteria window is displayed. 

2. Update the search criteria, if required. See Searching for absence events (on page 59). 

3. Click . 

The Absence Events Maintenance window is displayed. 

 

4. Click . 

The Create Absence Event window is displayed. 
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5. Select the Expected Out mode. 

The Create Absence Event window is redisplayed with details required for an Expected Out 
absence. 

 

6. Type the first few letters of the student's last name in the Student ID/Barcode or Surname field. 

Tip: You can use a barcode scanner to input the student. 

7. Click . 

The Student Search window is displayed. 

 

8. If you need to, refine the search and click . 

9. Select the student that is expected out. 

10. Click . 
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The Create Absence Event window is redisplayed with the selected student. 

 

Note: Notification icons are used to indicate important information about the student. In this case the 
icons indicate Amanda Adamski has an active individual plan and an anaphylaxis alert. See Using 
notification icons in the Introduction manual. 

 
 

Note: If the student has an active alert a popup message will display the details of the alert. See 
Current Student Maintenance - Alerts tab. 

 

11. Update the Expected Out Date and Time. 

 

12. Update the details of the person that reported that the student is expected to be leaving early. Either: 
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 Select the relation from the drop-down list. 

 

 Select Staff and select the staff member from the drop-down list. 

 

 Type the person's name in the free-text field. 

 

13. Select the Absence Type from the drop-down list. 

Note: New Zealand schools use the absence codes required by the NZ Ministry of Education (NZ 
MOE). See Attendance codes for New Zealand schools (on page 5). 

Tip: You can organise the entries so that those with similar absence details are entered at the same 

time. 

14. Select the Reason from the drop-down list, if applicable. 

15. Type any comments in the Comment field. 

 

16. Select either: 

 Contact Made if you have contacted the parent or guardian 

 Contact Rcvd if the person specified in the Reported By field has contacted you. 

17. Select Note Rcvd if a note has been received from the parent or guardian. 

For example, a parent has written a note to say that their child has a dentist's appointment. 
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18. Click . 

The absence event is saved and the Create Absence Event window is redisplayed ready for the 
next entry. See Individual student absence events (on page 57). 

Tip: You can modify the previous absence event by double clicking on the Last Person in the 
Select Student area. 
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Create Absence Event window - Expected Out key fields and buttons 

The following fields and buttons are displayed on the Create Absence Event window when the 
Expected Out mode is selected. 

Fields 

Field Description 

Absence Event 
Type (Mode) 

The type of absence event, as defined in the luAbsenceEventType lookup 
table. 

See: 

 Attendance concepts (on page 3) 

 luAbsenceEventType lookup table in the System maintenance manual. 

Student ID/Barcode 
or Surname 

When selecting a student to record an absence event for, you can: 

 type the student's Synergetic ID in the field 

 scan the student's barcode, if available and configured 

 type all or part of the student's surname and click  

 click . 

Expected Out Date Date that the student is leaving early. 

Defaults to today's date.  

For details on using the calendar to select a date, see Entering dates and times 
in the Introduction manual. 

Expected Out Time Time that the student is expected to be leaving. 

Defaults to the time that absence event was created. 

Note: An optional 24 hour time format can be used. This allows for quicker 
data entry using the numeric keypad as the AM or PM does not need to be 

entered. 

Reported By Name of the person who provides the information that the student is expected 
out at a certain time. The person can be selected by either: 

 selecting r'ship and selecting a relation from the drop-down list 

 selecting staff and selecting a staff member from the drop-down list 

 typing the person's name in the free-text field when the person is not a 
relation or staff member. 

Absence Type The type of absence, as defined in the luAbsenceType lookup table. 

Note: New Zealand schools use the absence codes required by the NZ 
Ministry of Education (NZ MOE). See Attendance codes for New Zealand 
schools (on page 5). 

Reason Reason for the absence. 

The lookup table luAbsenceReason can be set up so that the reason 
corresponds to particular absence types. For example, Doctor and Dentist 
reasons would have their Absence Type set to D, so that these reasons are 
displayed when the Doctor/Dentist (D) is selected from the Absence Type 
drop-down list. 

Comment Additional information available about the absence event. 
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Field Description 

Part of Day Part of the day (morning, afternoon or whole day) that the absence event 
occurs. 

If you leave this field blank, Synergetic automatically determines whether it is 
morning, afternoon or all day, based on the times in the absence event. 

This ensures that reports that rely on whether a student was absent morning, 
afternoon or a whole day continue to work. 

Contact Made Select if you contacted the person specified in the Reported By field to confirm 
the details of the absence event. 

Contact Rcvd Select if the person specified in the Reported By field contacts you to confirm 
the details of the absence event. 

Note Made Select if a note has been created to send home with the student. 

Note: Your organisation may use this field for another purpose. For 
example, to indicate a diary entry has been created. 

Note Rcvd Select if a signed note has been received from the parent or guardian. 

Approved Select if the reason given for the absence meets the policy in force at your 
organisation. This field may not be active for this mode. 

Note: You do not need to select this field in New Zealand schools as the 
Absence Type field is used to determine whether an absence is approved 
by the NZ MOE or not. See Attendance codes for New Zealand schools (on 

page 5). 
 

Note: This flag is only displayed if ShowApprovedFlag is selected for the 
absence event type in the luAbsenceEventType lookup table. 

Show Second 
Screen 

Most relevant with the Auto Sign In or Auto Sign Out modes. 

This allows a second screen to be displayed, when Synergetic is used for 
unattended signing in and out of students. The PC generally has: 

 two barcode scanners attached, one in and one out 

 a graphics adapter able to display two screens at once.  
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Buttons 

Button Description 

 
Select a student who is absent and who an absence event is being created for. 

If the Student ID/Barcode or Surname field: 

 is empty, the Student Search window is displayed without students 

 has a value that has been entered, the Student Search window is 
displayed with students that match. 

 
Launch Student Maintenance for the selected student.  

See Maintaining current students in the Current students manual. 

 
Save the details of the absence event without leaving the window. 

 
Save the current absence event details. 

 
Exit from the current window without saving your changes. 

 
Add a group of absence events records in bulk. For example, if a group of 
students is attending a school camp. 

See Group absence events entered in bulk (on page 185). 

 
Set up a recurring schedule for this absence event. See Recording a recurring 
absence event (on page 183). 

 
Send an email to the parent or guardian's email address if it is defined. 

Alternatively, if a second contact is displayed you can send them an email. 

The Send Email window is displayed to allow you to type a message. 
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Button Description 

 
Automatically match unknown absence events with the event being added. If 
there are existing unknown events, they are displayed on the Auto Match 
window. 

 

You have the option to supersede the unknown event(s) with the current 
absence event. See Superseding unknown absence events (on page 179). 

For example, three absence slips were entered for absences from morning 
classes. Subsequently you received a note to say that the student was at the 
dentist and expected in later in the morning. 

 
Use the teacher's feedback for the actual details of the absence event.  

The following dialog window is displayed. 

 

When a teacher submits a nonattendance using the Attendance window, any 
additional information they entered is also displayed in the Details area of the 
Create Absence Event window. 

 

This information is available in the Timetable area of the Create Absence 
Event window. 
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Actual tab fields and buttons 

Note: Superseded absence events can be viewed on the Superseded tab. The fields on the 
Superseded tab are identical to those on the Actual tab. 

 

Entries highlighted in yellow are today's entries. Only absence events with a start date a week before or 
after today's date are displayed. 

Note: The date range is + or - seven days by default. This is configurable. See DayRange 
configuration setting in the System maintenance manual. 

Fields 

Field Description 

Mode Abbreviation for the Absence Event Type (or mode) of the absence event. 

Time  Either: 

 In Time of the absence event 

 Out Time if an In Time is not available. 

Type Absence Type description of the absence event. 

Reason Reason given for the absence event. 

Buttons 

Button Description 

 
Supersede individual absence events on the Actual tab, rather than Synergetic 
automatically matching. 

To supersede an individual absence event: 

1. Select the absence event to supersede on the Actual tab. 

 

Note: You can select multiple records by holding down the Ctrl key and 
clicking on each record in turn. You can also use the Ctrl key to de-select 

records. 

2. Click . 

The Auto Match window is displayed. 

3. Click . 

Tip: You can view superseded absence events on the Superseded tab. 
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Timetable details fields and buttons 

The student's timetable for the day of the absence event is displayed, along with any attendances 
marked, medical incidents and co-curricular activities. 

 

Timetable area fields 

Field Description 

Type Filter the academic and co-curricular timetable entries based on their file type. 
For example: 

 A for academic subjects 

 M for music subjects 

 and so on, depending on the file types at your organisation. 

By default all entries are displayed.  

Year / Term The Year and Term are used when modifying an absence event from a 
previous term or semester. You will need to adjust the fields to ensure that the 
correct timetable is displayed. 
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Grid area fields 

Field Description 

Time  Start time of the period. 

Period Description of the period when the class is scheduled to take place. 

Attended The student's attendance for each class is either: 

  marked as being absent 

  marked as being present 

  not marked yet. 

Class / Description Description of the: 

 academic class 

 co-curricular activity 

 medical incident. 

Staff Staff code for the teacher scheduled to take the class. 

Poss Type and Desc Possible description of the reason for the absence. 

Room Room where the class is scheduled to be held. 

Note: These grids are only displayed if the ShowAttendDetailsOnCreateFlag is selected in the 
luAbsenceEventType lookup table for the type of absence. See luAbsenceEventType lookup table 
in the System maintenance manual. 
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Recording a student's expected departure and return 
Use the Expected Out and In absence event to record a student's expected departure and return on the 
same day. 

To record an absence for a student that is expected to leave at a given date and time, and return at a 
later date and time: 

1. Select Module > Students > Absence Events Maintenance from the main menu. 

The Set Absence Events Search Criteria window is displayed. 

2. Update the search criteria, if required. See Searching for absence events (on page 59). 

3. Click . 

The Absence Events Maintenance window is displayed. 
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4. Click . 

The Create Absence Event window is displayed. 

5. Select the Expected Out and In mode. 

The Create Absence Event window is redisplayed with details required for an Expected Out and 
In absence. 

 

6. Type the first few letters of the student's last name in the Student ID/Barcode or Surname field. 

Tip: You can use a barcode scanner to input the student. 

7. Click . 

The Student Search window is displayed. 

 

8. If you need to, refine the search and click . 

9. Select the student that is expected to depart and return on the same day. 



Attendance and absence events 

Page 13-142 Version v67 

10. Click . 

The Create Absence Event window is redisplayed with the selected student. 

 

Note: Notification icons are used to indicate important information about the student. In this case the 
icons indicate Amanda Adamski has an active individual plan and an anaphylaxis alert. See Using 
notification icons in the Introduction manual. 

 
 

Note: If the student has an active alert a popup message will display the details of the alert. See 
Current Student Maintenance - Alerts tab. 
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11. If required, drag the bottom of the screen down to view related details. 

 

The Actual tab and the Timetable grid are displayed. 

 

12. Select the Expected Out Date, if required. 

13. Type the student's expected time out in the Out Time field. 

14. Type the student's expected time of return in the In Time field. 
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15. Update the details of the person that reported that the student is expected to be away for part of the 
day. Either: 

 Select the relation from the drop-down list. 

 

 Select Staff and select the staff member from the drop-down list. 

 

 Type the person's name in the free-text field. 

 

16. Select the Absence Type from the drop-down list. 

Note: New Zealand schools use the absence codes required by the NZ Ministry of Education (NZ 
MOE). See Attendance codes for New Zealand schools (on page 5). 

Tip: You can organise the slips so that those with similar absence details are entered at the same 
time. 

17. Select the Reason from the drop-down list. 

18. Type any comments in the Comment field. 

19. Select either: 

 Contact Made if you have contacted the parent or guardian 

 Contact Rcvd if the person specified in the Reported By field has contacted you. 

20. Select Note Rcvd if a note has been received from the parent or guardian. 

21. Click . 

The absence event is saved and the Create Absence Event window is redisplayed ready for the 
next entry. See Individual student absence events (on page 57). 

Tip: You can modify the previous absence event by double clicking on the Last Person in the 
Select Student area. 
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Create Absence Event window - Expected Out and In key fields and buttons 

The following fields and buttons are displayed on the Create Absence Event window when the 
Expected Out and In mode is selected. 

Fields 

Field Description 

Absence Event 
Type (Mode) 

The type of absence event, as defined in the luAbsenceEventType lookup 
table. 

See: 

 Attendance concepts (on page 3) 

 luAbsenceEventType lookup table in the System maintenance manual. 

Student ID/Barcode 
or Surname 

When selecting a student to record an absence event for, you can: 

 type the student's Synergetic ID in the field 

 scan the student's barcode, if available and configured 

 type all or part of the student's surname and click  

 click . 

Expected Out Date Date that the student is expected to leave. 

Defaults to today's date.  

For details on using the calendar to select a date, see Entering dates and times 
in the Introduction manual. 

Out Time Time that the student is expected to leave. 

Note: An optional 24 hour time format can be used for the Out Time and In 
Time fields. This allows for quicker data entry using the numeric keypad as 
the AM or PM does not need to be entered. 

In Time Time that the student is expected back at your organisation. 

Leaving With Name of the community member that is picking up the student. The person can 

be selected by typing all or part of their name and clicking .  

Reported By Name of the person who provides the information that the student is going to be 
away. The person can be selected by either: 

 selecting r'ship and selecting a relation from the drop-down list 

 selecting staff and selecting a staff member from the drop-down list 

 typing the person's name in the free-text field when the person is not a 
relation or staff member. 

Absence Type The type of absence, as defined in the luAbsenceType lookup table. 

Note: New Zealand schools use the absence codes required by the NZ 
Ministry of Education (NZ MOE). See Attendance codes for New Zealand 
schools (on page 5). 

Reason Reason for the absence. 

Comment Additional information available about the absence. 
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Field Description 

Part of Day Part of the day (morning, afternoon or whole day) that the absence event 
occurs. 

If you leave this field blank, Synergetic automatically determines whether it is 
morning, afternoon or all day, based on the times in the absence event. 

This ensures that reports that rely on whether a student was absent morning, 
afternoon or a whole day continue to work. 

Contact Made Select if you contacted the person specified in the Reported By field to confirm 
the details of the absence event. 

Contact Rcvd Select if the person specified in the Reported By field contacts you to confirm 
the details of the absence event. 

Note Made Select if a note has been created to send home with the student. 

Note: Your organisation may use this field for another purpose. For 
example, to indicate a diary entry has been created. 

Note Rcvd Select if a signed note has been received from the parent or guardian. 

Approved Select if the reason given for the absence meets the policy in force at your 
organisation. This field may not be active for this mode. 

Note: You do not need to select this field in New Zealand schools as the 
Absence Type field is used to determine whether an absence is approved 
by the NZ MOE or not. See Attendance codes for New Zealand schools (on 

page 5). 
 

Note: This flag is only displayed if ShowApprovedFlag is selected for the 
absence event type in the luAbsenceEventType lookup table. 

Show Second 
Screen 

Most relevant with the Auto Sign In or Auto Sign Out modes. 

This allows a second screen to be displayed, when Synergetic is used for 
unattended signing in and out of students. The PC generally has: 

 two barcode scanners attached, one in and one out 

 a graphics adapter able to display two screens at once.  
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Buttons 

Button Description 

 
Select a student who is absent and who an absence event is being created for. 

If the Student ID/Barcode or Surname field: 

 is empty, the Student Search window is displayed without students 

 has a value that has been entered, the Student Search window is 
displayed with students that match. 

 
Launch Student Maintenance for the selected student.  

See Maintaining current students in the Current students manual. 

 
Save the details of the absence event without leaving the window. 

 
Save the current absence event details. 

 
Exit from the current window without saving your changes. 

 
Add a group of absence events records in bulk. For example, if a group of 
students is attending a school camp. 

See Group absence events entered in bulk (on page 185). 

 
Set up a recurring schedule for this absence event. See Recording a recurring 
absence event (on page 183). 

 
Send an email to the parent or guardian's email address if it is defined. 

Alternatively, if a second contact is displayed you can send them an email. 

The Send Email window is displayed to allow you to type a message. 
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Button Description 

 
Automatically match unknown absence events with the event being added. If 
there are existing unknown events, they are displayed on the Auto Match 
window. 

 

You have the option to supersede the unknown event(s) with the current 
absence event. See Superseding unknown absence events (on page 179). 

For example, three absence slips were entered for absences from morning 
classes. Subsequently you received a note to say that the student was at the 
dentist and expected in later in the morning. 

 
Use the teacher's feedback for the actual details of the absence event.  

The following dialog window is displayed. 

 

When a teacher submits a nonattendance using the Attendance window, any 
additional information they entered is also displayed in the Details area of the 
Create Absence Event window. 

 

This information is available in the Timetable area of the Create Absence 
Event window. 
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Actual tab fields and buttons 

Note: Superseded absence events can be viewed on the Superseded tab. The fields on the 
Superseded tab are identical to those on the Actual tab. 

 

Entries highlighted in yellow are today's entries. Only absence events with a start date a week before or 
after today's date are displayed. 

Note: The date range is + or - seven days by default. This is configurable. See DayRange 
configuration setting in the System maintenance manual. 

Fields 

Field Description 

Mode Abbreviation for the Absence Event Type (or mode) of the absence event. 

Time  Either: 

 In Time of the absence event 

 Out Time if an In Time is not available. 

Type Absence Type description of the absence event. 

Reason Reason given for the absence event. 

Buttons 

Button Description 

 
Supersede individual absence events on the Actual tab, rather than Synergetic 
automatically matching. 

To supersede an individual absence event: 

1. Select the absence event to supersede on the Actual tab. 

 

Note: You can select multiple records by holding down the Ctrl key and 
clicking on each record in turn. You can also use the Ctrl key to de-select 

records. 

2. Click . 

The Auto Match window is displayed. 

3. Click . 

Tip: You can view superseded absence events on the Superseded tab. 
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Timetable details fields and buttons 

The student's timetable for the day of the absence event is displayed, along with any attendances 
marked, medical incidents and co-curricular activities. 

 

Timetable area fields 

Field Description 

Type Filter the academic and co-curricular timetable entries based on their file type. 
For example: 

 A for academic subjects 

 M for music subjects 

 and so on, depending on the file types at your organisation. 

By default all entries are displayed.  

Year / Term The Year and Term are used when modifying an absence event from a 
previous term or semester. You will need to adjust the fields to ensure that the 
correct timetable is displayed. 
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Grid area fields 

Field Description 

Time  Start time of the period. 

Period Description of the period when the class is scheduled to take place. 

Attended The student's attendance for each class is either: 

  marked as being absent 

  marked as being present 

  not marked yet. 

Class / Description Description of the: 

 academic class 

 co-curricular activity 

 medical incident. 

Staff Staff code for the teacher scheduled to take the class. 

Poss Type and Desc Possible description of the reason for the absence. 

Room Room where the class is scheduled to be held. 

Note: These grids are only displayed if the ShowAttendDetailsOnCreateFlag is selected in the 
luAbsenceEventType lookup table for the type of absence. See luAbsenceEventType lookup table 
in the System maintenance manual. 
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Recording all day absences 
Examples of all day absences are when a parent or guardian contacts your organisation informing that 
a student is absent: 

 today because the student has an illness that prevents them from attending 

 for one or more days because the student is away on an overseas or local holiday during the 
term 

 for the remainder of the week due to a bereavement in the family. 

If you need to enter an all day absence for a group of students, also see Creating all day absence 
events for groups (on page 195). 

To record an all day absence for a student: 

1. Select Module > Students > Absence Events Maintenance from the main menu. 

The Set Absence Events Search Criteria window is displayed. 

2. Update the search criteria, if required. See Searching for absence events (on page 59). 

3. Click . 

The Absence Events Maintenance window is displayed. 

 

4. Click . 

The Create Absence Event window is displayed. 
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5. Select the All Day Absence mode. 

The Create Absence Event window is redisplayed with details required for an all day absence. 

 

6. Type the first few letters of the student's last name in the Student ID/Barcode or Surname field. 

Tip: You can use a barcode scanner to input the student. 

7. Click . 

The Student Search window is displayed. 

 

8. If you need to, refine the search and click . 

9. Select the student who is absent. 
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10. Click . 

The Create Absence Event window is redisplayed with the selected student. 

 

Note: Notification icons are used to indicate important information about the student. In this case the 
icons indicate Amanda Adamski has an active individual plan and an anaphylaxis alert. See Using 
notification icons in the Introduction manual. 

 
 

Note: If the student has an active alert a popup message will display the details of the alert. See 
Current Student Maintenance - Alerts tab. 

 

11. Select the start and end dates that the student is absent. 
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12. Select either Include Sat and/or Include Sun, if required. 

For example, when a boarding student is absent during weekends. 

13. Update the details of the person reporting the student's absence. Either: 

 Select the relation from the drop-down list. 

 

 Select Staff and select the staff member from the drop-down list. 

 

 Type the person's name in the free-text field. 

 

14. Select the Absence Type from the drop-down list. 

Note: New Zealand schools use the absence codes required by the NZ Ministry of Education (NZ 
MOE). See Attendance codes for New Zealand schools (on page 5). 

Tip: You can organise the entries so that those with similar absence details are entered at the same 
time. 

15. Select the Reason from the drop-down list, if applicable. 

16. Type any comments in the Comment field. 

17. Select either: 

 Contact Made if you have contacted the parent or guardian 

 Contact Rcvd if the person specified in the Reported By field has contacted you. 

18. Select Note Rcvd if a note has been received from the parent or guardian. 

For example, a parent has written a note to say that their child is away next week on an overseas 
holiday. 
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19. Click . 

Either: 

 A single absence event is saved and the Create Absence Event window is redisplayed ready 
for the next entry. See Individual student absence events (on page 57). 

 

 Multiple absence events are created and the Create Absence Event window is redisplayed 
ready for the next entry. 

 

Note: The method used depends on ExplodeMultiAllDayEventsFlag, which is set in 
Configuration File Maintenance. See ExplodeMultiAllDayEventsFlag configuration setting in the 
System maintenance manual. 

Tip: You can modify the previous absence event by double clicking on the Last Person in the 
Select Student area. 
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Note: If a teacher has already marked the student absent or present in class, an Auto Match 
window is displayed. Select Yes to supersede the teacher's attendance or absence slip, or No to not 
supersede it. 
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Create Absence Event window - All Day Absence key fields and buttons 

The following fields and buttons are displayed on the Create Absence Event window when the All Day 
Absence mode is selected. 

Fields 

Field Description 

Absence Event 
Mode 

The type of absence event, as defined in the luAbsenceEventType lookup 
table. 

See: 

 Attendance concepts (on page 3) 

 luAbsenceEventType lookup table in the System maintenance manual. 

Student ID/Barcode 
or Surname 

When selecting a student to record an absence event for, you can: 

 type the student's Synergetic ID in the field 

 scan the student's barcode, if available and configured 

 type all or part of the student's surname and click  

 click . 

First Day of 
Absence 

The first date that the student or students are away. 

Defaults to today's date.  

For details on using the calendar to select a date, see Entering dates and times 
in the Introduction manual. 
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Field Description 

Last Day of 
Absence 

The last date that the student or students are away. 

Defaults to today's date.  

Note: When students are marked as not attending on the Attendance 
window, each nonattendance record is linked to each day of the absence 
event if it spans several days. 

 
Should a multi-day absence event be modified later, Synergetic checks to 
ensure that days cannot be deleted when a nonattendance has already 
been marked. 

 
See Modifying all day absences (on page 166). 

Include Sat Select to include any Saturdays between the first and last days. 

For example, a boarding student who is normally present over the weekend but 
is absent on the Saturday. 

Note: This field is the first day of your weekend. If your week starts on a 
day other than Monday, this field is labelled differently. 

Include Sun Select to include any Sundays between the first and last days. 

For example, a boarding student who is normally present over the weekend but 
is absent on the Sunday. 

Note: This field is the last day of your weekend. If your week starts on a 

day other than Monday, this field is labelled differently. 

Reported By Name of the person who provides the information that the student or students 
are going to be away. The person can be selected by either: 

 selecting r'ship and selecting a relation from the drop-down list 

 selecting staff and selecting a staff member from the drop-down list 

 typing the person's name in the free-text field when the person is not a 
relation or staff member. 



Attendance and absence events 

Page 13-160 Version v67 

Field Description 

Absence Type The type of absence, as defined in the luAbsenceType lookup table. 

Note: New Zealand schools use the absence codes required by the NZ 
Ministry of Education (NZ MOE). See Attendance codes for New Zealand 
schools (on page 5). 

Reason Reason for the absence. 

Comment Additional information available about the absence. 

Part of Day Part of the day (morning, afternoon or whole day) that the absence event 
occurs. 

If you leave this field blank, Synergetic automatically determines whether it is 
morning, afternoon or all day, based on the times in the absence event. 

This ensures that reports that rely on whether a student was absent morning, 
afternoon or a whole day continue to work. 

Contact Made Select if you contacted the person specified in the Reported By field to confirm 
the details of the absence event. 

Contact Rcvd Select if the person specified in the Reported By field contacts you to confirm 
the details of the absence event. 

Note Rcvd Select if a signed note has been received from the parent or guardian. 

Approved Select if the reason given for the absence meets the policy in force at your 
organisation. This field may not be active for this mode. 

Note: This field does not need selecting in New Zealand schools as the 
Absence Type field is used to determine whether an absence is approved 
by the NZ MOE or not. See Attendance codes for New Zealand schools (on 
page 5). 

Note: This flag is only displayed if ShowApprovedFlag is selected for the 
absence event type in the luAbsenceEventType lookup table. 

 

Show Second 
Screen 

Most relevant with the Auto Sign In or Auto Sign Out modes. 

This allows a second screen to be displayed, when Synergetic is used for 
unattended signing in and out of students. The PC generally has: 

 two barcode scanners attached, one in and one out 

 a graphics adapter able to display two screens at once.  
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Buttons 

Button Description 

 
Select a student who is absent and who an absence event is being created for. 

If the Student ID/Barcode or Surname field: 

 is empty, the Student Search window is displayed without students 

 has a value that has been entered, the Student Search window is 
displayed with students that match. 

 
Launch Student Maintenance for the selected student.  

See Maintaining current students in the Current students manual. 

 
Save the details of the absence event without leaving the window. 

 
Save the current absence event details. 

 
Exit from the current window without saving your changes. 

 
Add a group of absence events records in bulk. For example, if a group of 
students is attending a school camp. 

See Group absence events entered in bulk (on page 185). 

 
Set up a recurring schedule for this absence event. See Recording a recurring 
absence event (on page 183). 

 
Send an email to the parent or guardian's email address if it is defined. 

Alternatively, if a second contact is displayed you can send them an email. 

The Send Email window is displayed to allow you to type a message. 
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Button Description 

 
Automatically match unknown absence events with the event being added. If 
there are existing unknown events, they are displayed on the Auto Match 
window. 

 

You have the option to supersede the unknown event(s) with the current 
absence event. See Superseding unknown absence events (on page 179). 

For example, three absence slips were entered for absences from morning 
classes. Subsequently you received a note to say that the student was at the 
dentist and expected in later in the morning. 

 
Use the teacher's feedback for the actual details of the absence event.  

The following dialog window is displayed. 

 

When a teacher submits a nonattendance using the Attendance window, any 
additional information they entered is also displayed in the Details area of the 
Create Absence Event window. 

 

This information is available in the Timetable area of the Create Absence 
Event window. 
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Actual tab fields and buttons 

Note: Superseded absence events can be viewed on the Superseded tab. The fields on the 
Superseded tab are identical to those on the Actual tab. 

 

Entries highlighted in yellow are today's entries. Only absence events with a start date a week before or 
after today's date are displayed. 

Note: The date range is + or - seven days by default. This is configurable. See DayRange 
configuration setting in the System maintenance manual. 

Fields 

Field Description 

Mode Abbreviation for the Absence Event Type (or mode) of the absence event. 

Time  Either: 

 In Time of the absence event 

 Out Time if an In Time is not available. 

Type Absence Type description of the absence event. 

Reason Reason given for the absence event. 

Buttons 

Button Description 

 
Supersede individual absence events on the Actual tab, rather than Synergetic 
automatically matching. 

To supersede an individual absence event: 

1. Select the absence event to supersede on the Actual tab. 

 

Note: You can select multiple records by holding down the Ctrl key and 
clicking on each record in turn. You can also use the Ctrl key to de-select 

records. 

2. Click . 

The Auto Match window is displayed. 

3. Click . 

Tip: You can view superseded absence events on the Superseded tab. 
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Timetable details fields and buttons 

The student's timetable for the day of the absence event is displayed, along with any attendances 
marked, medical incidents and co-curricular activities. 

 

Timetable area fields 

Field Description 

Type Filter the academic and co-curricular timetable entries based on their file type. 
For example: 

 A for academic subjects 

 M for music subjects 

 and so on, depending on the file types at your organisation. 

By default all entries are displayed.  

Year / Term The Year and Term are used when modifying an absence event from a 
previous term or semester. You will need to adjust the fields to ensure that the 
correct timetable is displayed. 



 Attendance and absence events 

Version v67 Page 13-165 

 

Grid area fields 

Field Description 

Time  Start time of the period. 

Period Description of the period when the class is scheduled to take place. 

Attended The student's attendance for each class is either: 

  marked as being absent 

  marked as being present 

  not marked yet. 

Class / Description Description of the: 

 academic class 

 co-curricular activity 

 medical incident. 

Staff Staff code for the teacher scheduled to take the class. 

Poss Type and Desc Possible description of the reason for the absence. 

Room Room where the class is scheduled to be held. 

Note: These grids are only displayed if the ShowAttendDetailsOnCreateFlag is selected in the 
luAbsenceEventType lookup table for the type of absence. See luAbsenceEventType lookup table 
in the System maintenance manual. 
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Modifying all day absences 

You can modify an absence event if the details have changed. For example, an all day absence event 
created for a student on holiday for a week can be modified if the student returns from holiday sooner. 

Outlined below is information on: 

 restrictions when modifying a multi-day absence, created using the all day mode 

 an alternative method of configuring Synergetic so that these restrictions do not occur. 

Restrictions on modifying an all day absence event 

Synergetic restricts you from modifying the Day of Absence fields when students are marked as not 
attending on the Attendance window, as each nonattendance record is linked to the corresponding day 
of the absence event. 

In the following example, Julia Bennett has: 

 an all day absence event created for two days of a family holiday 

 been marked as absent from class on the 5th June and 6th June. 

 

Tip: You can click the History tab to view previous modifications to the selected absence event.  
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When modifying an absence event's dates, Synergetic checks whether any nonattendance records 
exist. 

 

If nonattendance has already been marked for the student and you attempt to: 

 change one or both of the Day of Absence fields, the nonattendance is changed to a slip 

 delete the Day of Absence fields, Synergetic displays a window to confirm the deletion and 
changes the nonattendance to a slip. 
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Alternative approach to modifying an all day absence event 

The default is to create a single absence event for a multi-day absence event, using the all day mode. 

For example, Angelo Adamski is on an overseas holiday from the 30/06 until 4/07. 

 

When the ExplodeMultiAllDayEventsFlag is set to true in Configuration File Maintenance, you can 
avoid the restriction outlined earlier. See ExplodeMultiAllDayEventsFlag configuration setting in the 
System maintenance manual. 

For example, Amanda Adamski is on an overseas holiday from the 24/06 until 27/07 but this is 
represented as several all day absences. 
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Recording excursions 
Use the Excursion Out and In mode for an excursion absence event for one or more students, one at a 
time. 

You can also enter the details using the Absentee Bulk Entry window, if that suits. See Creating 
excursion absence events for groups (on page 198). 

To record an excursion for one or more students: 

1. Select Module > Students > Absence Events Maintenance from the main menu. 

The Set Absence Events Search Criteria window is displayed. 

2. Update the search criteria, if required. See Searching for absence events (on page 59). 

3. Click . 

The Absence Events Maintenance window is displayed. 
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4. Click .  

The Create Absence Event window is displayed. 

5. Select the Excursion Out and In option. 

The Create Absence Event window is redisplayed with details required for an excursion. 

 

6. Select the Excursion Out Date and type the out Time. 

7. Select the Excursion In Date and type the in Time. 

8. Either:  

 Select the Excursion Teacher from the drop-down list 

 Type the person's name in the free-text field. 

 

9. Change the Absence Type from the drop-down list, if required. 

Note: New Zealand schools use the absence codes required by the NZ Ministry of Education (NZ 
MOE). See Attendance and absence codes for New Zealand schools (on page 5). 

 

Note: The excursion mode will set the default Absence Type to the luAbsenceType record that 
has a SynergyMeaning of Excursion. For example, School Trip/Camp. 

Tip: You can organise the entries so that those with similar absence details are entered at the same 
time. 
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10. Select the Reason from the drop-down list, if required.  

For example, some organisations categorise the School Trip/Camp Absence Type by creating 
reasons in the luAbsenceReason lookup table that have the same Absence Type Code as the 
Absence Type. 

11. Type any comments in the Comment field.  

 

12. Select Approved Absence if the excursion has been approved.  

Note: New Zealand schools rely on the absence code selected using the Absence Type field to 
determine whether an absence is approved by the NZ MOE or not. See Attendance and absence 
codes for New Zealand schools (on page 5). 

 

Note: This flag is only displayed if ShowApprovedFlag is selected for the absence event type in the 
luAbsenceEventType lookup table. 

13. Click . 

The Student Search window is displayed. 

 

Tip: Type the first letter of the student's last name to limit the students displayed on the Student 
Search window. 
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14. Update the search criteria to limit the search. 

15. Click . 

The Student Search window is redisplayed with students that meet the search criteria. 

16. Select the student. 

17. Click . 

The absence event is saved and the Create Absence Event window is redisplayed ready for the 
next entry. 

18. Repeat steps 10 through 17 until all students are processed. 
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Create Absence Event window - Excursion Out and In key fields and buttons 

The following fields and buttons are displayed on the Create Absence Event window when the 
Excursion Out and In option is selected. 

Fields 

Field Description 

Absence Event 
Mode 

The type of absence event, as defined in the luAbsenceEventType lookup 
table. 

See: 

 Attendance concepts (on page 3) 

 luAbsenceEventType lookup table in the System maintenance manual. 

Excursion Out Date Date that the excursion starts. 

For details on using the calendar to select a date, see Entering dates and times 
in the Introduction manual. 

Out Time Time that the excursion starts. 

Note: An optional 24 hour time format can be used for all time fields. This 
allows for quicker data entry using the numeric keypad as the AM or PM 

does not need to be entered. 

Excursion In Date Date that the excursion ends. 

Time Time that the excursion ends. 

Excursion Teacher Either: 

 select the supervising teacher from the staff drop-down list 

 type in the person's name in the free-text field. 

Absence Type The type of absence. 

Absence types are defined in the luAbsenceType lookup table. 

Note: The excursion mode will set the default Absence Type to the 
luAbsenceType record that has a SynergyMeaning of Excursion. For 
example, School Trip/Camp. 

 

Note: New Zealand schools use the absence codes required by the NZ 
Ministry of Education (NZ MOE). See Attendance codes for New Zealand 
schools (on page 5). 

Reason Reason for the absence.  

Comment Additional information available about the absence. 

Part of Day Part of the day (morning, afternoon or whole day) that the absence event 
occurs. 

If you leave this field blank, Synergetic automatically determines whether it is 
morning, afternoon or all day, based on the times in the absence event. 

This ensures that reports that rely on whether a student was absent morning, 
afternoon or a whole day continue to work. 

Contact Made Select if you contacted the person specified in the Reported By field to confirm 
the details of the absence event. 

Contact Rcvd Select if the person specified in the Reported By field contacts you to confirm 
the details of the absence event. 
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Field Description 

Note Made Select if a note has been created to send home with the student. 

Note: Your organisation may use this field for another purpose. For 
example, to indicate a diary entry has been created. 

Note Rcvd Select if a signed note has been received from the parent or guardian. 

Approved Select if the reason given for the absence meets the policy in force at your 
organisation. This field may not be active for this mode. 

Note: You do not need to select this field in New Zealand schools as the 
Absence Type field is used to determine whether an absence is approved 
by the NZ MOE or not. See Attendance codes for New Zealand schools (on 

page 5). 
 

Note: This flag is only displayed if ShowApprovedFlag is selected for the 
absence event type in the luAbsenceEventType lookup table. 

Student ID/Barcode 
or Surname 

When selecting a student to record an absence event for, you can: 

 type the student's Synergetic ID in the field 

 scan the student's barcode, if available and configured 

 type all or part of the student's surname and click  

 click . 
 

Note: Some organisations have a second screen to view the photo of the 
student just scanned or submitted. 

Show Second 
Screen 

Most relevant with the Auto Sign In or Auto Sign Out modes. 

This allows a second screen to be displayed, when Synergetic is used for 
unattended signing in and out of students. The PC generally has: 

 two barcode scanners attached, one in and one out 

 a graphics adapter able to display two screens at once.  
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Buttons 

Button Description 

  
Select a student who is absent and for whom an absence event is being 
created. 

If the Student ID/Barcode or Surname field: 

 is empty, the Student Search window is displayed without students 

 has a value that has been entered, the Student Search window is 
displayed with students that match. 

 
Launch Student Maintenance for the selected student.  

See Maintaining current students in the Current students manual. 

 
Save the details of the absence event without leaving the window. 

 
Save the current absence event details. 

 
Exit from the current window without saving your changes. 

 
Add a group of absence events records in bulk. For example, if a group of 
students is attending a school camp. 

See Group absence events entered in bulk (on page 185). 

 
Send an email to the parent or guardian's email address if it is defined. 

Alternatively, if a second contact is displayed you can send them an email. 

The Send Email window is displayed to allow you to type a message. 
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Button Description 

 
Automatically match unknown absence events with the event being added. If 
there are existing unknown events, they are displayed on the Auto Match 
window. 

 

You have the option to supersede the unknown event(s) with the current 
absence event. See Superseding unknown absence events (on page 179). 

For example, three absence slips were entered for absences from morning 
classes. Subsequently you received a note to say that the student was at the 
dentist and expected in later in the morning. 

 
Use the teacher's feedback for the actual details of the absence event.  

The following dialog window is displayed. 

 

When a teacher submits a nonattendance using the Attendance window, any 
additional information they entered is also displayed in the Details area of the 
Create Absence Event window. 

 

This information is available in the Timetable area of the Create Absence 
Event window. 
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Actual tab fields and buttons 

 

Entries highlighted in yellow are today's entries. Only absence events with a start date a week before or 
after today's date are displayed. 

Note: The date range is + or - seven days by default. This is configurable. See DayRange 
configuration setting in the System maintenance manual. 

Fields 

Field Description 

Mode Abbreviation for the Absent Event Type (or mode) of the absence event. 

Time  Either: 

 In Time of the absence event. 

 Out Time if an In Time is not available. 

Type Absence Type description of the absence event. 

Reason Reason given for the absence event. 

Buttons 

Button Description 

 
Supersede individual absence events on the Actual tab, rather than Synergetic 
automatically matching. 

To supersede an individual absence event: 

1. Select the absence event to supersede on the Actual tab. 

 

Note: You can select multiple records by holding down the Ctrl key and 
clicking on each record in turn. You can also use the Ctrl key to de-select 

records. 

2. Click . 

The Auto Match window is displayed. 

3. Click . 
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Timetable details fields and buttons 

The student's timetable for the day of the absence event is displayed, along with any attendances 
marked, medical incidents and co-curricular activities. 

 

Timetable fields and buttons 

Field Description 

Type Filter the academic and co-curricular timetable entries based on their file type. 
For example: 

 A for academic subjects 

 M for music subjects 

 and so on, depending on the file types at your organisation. 

By default all entries are displayed.  

Year / Term The Year and Term are used when modifying an absence event from a 
previous term or semester. You will need to adjust the fields to ensure that the 
correct timetable is displayed. 

Grid area fields 

Field Description 

Time  Start time of the period. 

Period Description of the period when the class is scheduled to take place. 

Attended The student's attendance for each class is either: 

  marked as being absent 

  marked as being present 

  not marked yet. 

Class / Description Description of the: 

 academic class 

 co-curricular activity 

 medical incident. 

Poss Desc Possible description of the reason for the absence. 

Staff Staff code for the teacher scheduled to take the class. 

Note: These grids are only displayed if the ShowAttendDetailsOnCreateFlag is selected in the 
luAbsenceEventType lookup table for the type of absence. See luAbsenceEventType lookup table 

in the System maintenance manual. 
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Superseding unknown absence events 
Some absence events explain (supersede) other absence events, with a lower priority.  

Because you cannot change the mode of most absence events, a second absence event is required if 
your original information was not correct on the first one. In the case of absence slips though, instead of 
being superseded they can be modified to either an:  

 All Day Absence absence event 

 Expected In absence event. 

 

Synergetic also searches for overlapping absence events: 

 up to an hour after the start of an absence slip being entered, when entering slips 

 with a similar priority, when entering absence events that are not slips. 

 

Example 1 - Superseding events 

For example, a student is absent from period 1, 2 and 3 classes, each entered by the three class 
teachers as absence slips. Later, the student's parent rings the office to let you know that the student is 
at the dentist and is expected in at 11:30am. You enter this as an Expected In absence event. 

Synergetic checks for student absence events which have a lower priority (see below) around the same 
time as the one entered, and displays these in the Auto Match window. In this case, the three absence 
slips can be explained (superseded) by the Expected In absence event being entered. 
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Example 2 - Modifying an existing absence event, instead of superseding 

For example, a student is absent from their period one class and the teacher returned a slip to the office 
recording the absence. The slip is entered into Synergetic with an unknown Absence Type. Later, the 
student's parent phones to let you know that the student is at the dentist and is expected in at 9:30am. 
Because you can change the mode of an absence slip to Expected In, it is best to modify the existing 
one. 

Priority of absence events 

The way that absence events supersede other absence events, depends on their priority set in the 
luAbsenceEventsType lookup table. See luAbsenceEventType lookup table in the System 
maintenance manual. 

 

Initially, absence events priorities are set as follows but can be different for your organisation: 

 Absence slips are set with the lowest priority, as they generally have no explanation given (-1 in 
the example shown).  

 Expected in or out absence events are next highest (10 in the example shown), as there is an 
explanation available. 

 All day or half day absences have the next highest priority (15 in the example shown). While an 
explanation is available, the absence event can be superseded by an absolute event. For 
example, a student is expected to be away for the day but signs in. 

 Absolute events, such as a sign in absence event or a sign out absence event, have the highest 
priority (20 in the example shown), as we have an explanation and a definite time that they 
signed in/out, were absent or on an excursion. 

Synergetic looks for absence events of a lower priority than the current one; to determine whether they 
might be superseded. These are presented on the Auto Match window for you to decide whether they 
indeed can be explained by the other absence events shown. 
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Superseding one or more absence events  

To supersede one or more absence events: 

1. Create the absence event. This provides the actual reason for the student's absence from class. 

See Individual student absence events (on page 57). 

 

Note: You can drag the bottom of the Modify Absence Event window to display the Superseded 
tab. 

 

2. Click either  or . 

The Auto Match window is displayed. 
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3. Check if the listed absence event(s) are explained by the absence event you are submitting. 

For example, the Absence Slip entered for Period 1 (8:30am) is explained by the Expected In 
absence event, so the Expected In absence event can supersede and replace the 8:30am slip. 

4. Click . 

The explained absence slip is moved to the Superseded tab of the Create/Modify Absence 
Events window. 
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Recording a recurring absence event 
You can record recurring absence events if a student will repeatedly be absent at a specified day or 
time, for example if they have a recurring medical appointment.  

Note: Recurring absence events must happen on the same day and time each week. It is not 
possible to create a recurring absent event that recurs each fortnight, month, or number of days. 

To record a recurring absence event: 

1. Create an absence event with the appropriate absence event type. For example, a late sign in. See 
Absence Events Maintenance window (on page 65). 

2. Click . 

The Recurring Absence Event window is displayed. 

 

3. Select the date that the absence event should start to recur in the Recur daily from field. 

4. Select the date that the absence event should stop recurring in the Until field. 

5. Select which days of the week the absence event should recur. 

6. Click . 

The absent event is scheduled to recur. 
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Group absence events entered in bulk 
There are a number of reasons why a group of students can be absent from their usual classes. These 
include: 

 sporting, cultural or academic trips 

 camps 

 on site activities such as cultural events, sporting presentations or practices including swimming 
or athletic sports 

 off-site courses or classes 

 health camps 

 regional health schools 

 residential schools 

 work experience. 

You can record absence events for: 

 Groups of students, as described in this section. 

 Tagged students. See Creating absence events for tagged students (on page 203). 

 Individual students. See Individual student absence events (on page 57). 

How to: 

Use the Absence Events Bulk Entry window to: 

 Select absentees for bulk entry. See Selecting absentees for bulk entry (on page 187). 

 Record group absences in bulk. See Recording group absences in bulk (on page 193). 

Once the group is selected, you create the absence events. For example, you can: 

 Create all day absences for the selected group. See Creating all day absence events for groups 
(on page 195). 

 Create excursion absences for the selected group. See Creating excursion absence events for 
groups (on page 198). 

 

Note: All of the usual modes available for individual students are also available for processing 
groups. Refer to the corresponding mode for details of the fields. See Individual student absence 
events (on page 57). 
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What you can do: 

What you can do... See... 

You can: 

 select the group of students who are absent from their usual 
classes 

 remove students from the group that were initially selected 
but need to be put in the NOT to be Processed list 

 add more students to the To be Processed list 

 accept the list to be processed and create the absence 
events. 

Absence Events Bulk Entry 
window (on page 191). 
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Selecting absentees for bulk entry 
Use the Absence Events Bulk Entry - Selection Screen window to select the groups of students who 
are absent from their usual classes. 

Opening the Absence Events Bulk Entry - Selection Screen window 

1. Select Module > Students > Absence Events Bulk Entry. 

Tip: You can also access the Attendance functions by clicking . 

The Absence Events Bulk Entry - Selection Screen window is displayed. 

 
 

Note: If the Absence Events Bulk Entry window is open you can click  
to display the Absence Events Bulk Entry - Selection Screen window. This allows you to add 
more absent students to the list that you are working with. 

 

Note: If the Create Absence Event window is open, you can click  to display the 
Absence Events Bulk Entry - Selection Screen window. See Individual student absence events 

(on page 57). 
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Absence Events Bulk Entry - Selection Screen window key fields and buttons 

Fields 

Field Description 

File Term / Year Year and term you are including. 

Defaults to the current year and term. 

Process Date Include records updated in Synergetic on a given date. Defaults to today's 
date. 

Tagged IDs Include the students tagged earlier. 

See Creating absence events for tagged students (on page 203). 

ID Synergetic ID of an individual student. 

Campus Campus that the students are enrolled at. 

From Year Level / 

To Year Level 

Year level or range of year levels. 

Form Form that the students are members of. 

House House that the students are members of. 

Tutor Group Tutor group that the students are members of. 

Boarder Students with a given residential status. 

Status Students with a given status.  

Note: The system administrator defines the student record file types. 
Refer to the System maintenance manual. 

Process All Tuition 
Variation Types 

Select to include all Tuition Variation Types. 

Clear to select an individual Tuition Variation Type. 

Class Select a class or group of classes based on: 

 File Type 

 Campus 

 Class Code. 

Students Who Are 
Selected Are 

Include the students in one of the panes on the Absence Events Bulk 
Entry window, either the: 

 To be Processed pane 

 Not to be Processed pane. 

The default selection is that selections are To be Processed. 
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Buttons 

Button Description 

 
Loads student details from a file created in another program, such as 
Microsoft Excel.  

 

Note: The file must have the Synergetic ID number in the first column, 

with one student per row. 
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Button Description 

 
Delete a bulk absence event. For example, you can delete a bulk absence 
event created for the wrong group. 

The Select Process Number window is displayed. 

 

To delete a bulk absence event: 

1. Select the process number to delete. 

2. Click . 

The following dialog window is displayed. 

 

3. Type delete. 

4. Click . 

The following dialog window is displayed. 

 

5. Click . 

 
Use the search criteria entered to select students to be placed in either the 
To be Processed or Not to be Processed pane of the Absentee Bulk 
Entry window. 
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Absence Events Bulk Entry window 
Use the Absence Events Bulk Entry window to: 

 Select the group of students who are absent from their usual classes. 

 Remove students from the group that were initially selected but need to be put in the NOT to be 
Processed list.  

For example, half of the class is attending swap day events at a second campus while the remainder 
of the class are in their usual class (along with students from the other campus). 

 Add more students to the To be Processed list. 

 Accept the list to be processed and create the absence events. 

Opening the Absence Events Bulk Entry window 

1. Select Module > Students > Absence Events Bulk Entry. 

Tip: You can also access the Attendance functions by clicking . 

The Absence Events Bulk Entry - Selection Screen window is displayed.  

2. Update the selection criteria. See Selecting absentees for bulk entry (on page 187). 

3. Click . 

The Absence Events Bulk Entry window is displayed.  

 

Absence Events Bulk Entry window key fields and buttons 

Grid area fields 

Field Description 

Student Student name. 

Campus Campus that the student attends. 

Level Year level of the student. 

ID Synergetic ID of the student. 
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Buttons 

Button Description 

 
Move all of the students from the left-hand pane area to the 
right-hand pane. 

 
Move the selected students from the right-hand pane to the 
left-hand pane. 

Tip: You can use the mouse and the normal Windows Shift 
and Ctrl keys to select multiple students. Hold down the Shift 
key and click on the first student you want to select. While still 
holding down the Shift key, click the last student. All students 
in between your two selections are highlighted. Alternatively, 
you can hold down the Ctrl key while clicking on different 

students in the list to highlight them. 

 
Move all of the students back to the left-hand pane. 

 
Move the selected students back from the right-hand pane to the 
left-hand pane. 

 
Select more students using a new selection criterion and add 
them to the To be Processed list. 

See Selecting absentees for bulk entry (on page 187). 

 
Accept the list of students to be processed and create the 
absence events, including the details of the trip or camp. 

The Create Bulk Absence Events window is displayed. 

See Recording group absences in bulk (on page 193). 

 
Clear the students selected in both the left- and right-hand panes. 

This allows you start the selection process again, using the 

 button. 

 
Close the current window. 

If there are selections that have already been made, the following 
message is displayed to either close or continue with the current 
selections. 
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Recording group absences in bulk 
If a group of students is absent from their usual classes, you can add attendance records for them all as 
follows: 

1. Select Module > Students > Absence Events Bulk Entry. 

The Absence Events Bulk Entry - Selection Screen window is displayed. 

2. Enter the selection criteria for the group of students. See Selecting absentees for bulk entry (on 
page 187). 

Tip: You can make multiple selections to build up the group of students. 

3. Click . 

The Absence Events Bulk Entry window is displayed. 

 

Note: After you have selected the group of students, you can manually add or remove students from 

the To be Processed pane. Select any students who were not absent and click  to move the 
selected students from the right-hand pane to the left-hand pane. If you accidentally move an absent 

student, move them back to the right-hand pane by selecting them and clicking . You can use 

 and  to move all students from one pane to the other. See Absence Events Bulk Entry 
window (on page 191). 

Tip: You can use the mouse and the normal Windows Shift and Ctrl keys to select multiple 
students. Hold down the Shift key and click on the first student you want to select. While still holding 
down the Shift key, click the last student. All students in between your two selections are 
highlighted. Alternatively, you can hold down the Ctrl key while clicking on different students in the 
list to highlight them. 

4. Click  to add more students to the list, if required. 

5. Click  to create absences for the selected students. 
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The Create Bulk Absence Events window is displayed. 

 

6. Select the Absence Event Mode for the group absence. 

7. Create the absence events for the selected mode. See: 

 Creating all day absence events for groups (on page 195). 

 Creating excursion absence events for groups (on page 198). 

 Creating recurring absence events for groups (on page 202). 

Note: To add groups using other modes, refer to the corresponding individual mode. See Individual 
student absence events (on page 57). 

8. Click  to save your changes. 

The following message is displayed. 

 

9. Click  

 

10. Either click: 

  to add another bulk absence event 

  to return to the Absence Events Bulk Entry window. 
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Creating all day absence events for groups 

If a group of students is on an all day absence, you create the absence events for them as follows: 

1. First select the group of students that are absent. See Recording group absences in bulk (on page 
193). 

2. Click . 

The Create Bulk Absence Events window is displayed. 

3. Select the All Day Absence mode. 

The Create Bulk Absence Events window is redisplayed with the fields for an all day absence. 

 

4. Select the first and last dates that the students are absent. 

 

5. Select the Absence Type from the drop-down list. 

Note: New Zealand schools use the absence codes required by the NZ Ministry of Education (NZ 
MOE). See Attendance codes for New Zealand schools (on page 5). 

6. Select the Reason from the drop-down list. 

7. Type any comments in the Comment field. 

8. Update any other fields, as required. 

9. Click . 

The absence events are created for the group of students. 
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Create Bulk Absence Events window - All Day Absences key fields 

Fields 

Field Description 

Absence Event 
Mode 

The type of absence event, as defined in the luAbsenceEventType lookup 
table. 

See: 

 Attendance concepts (on page 3) 

 luAbsenceEventType lookup table in the System maintenance manual. 

First Day of 
Absence 

The first date that the student or students are away. 

Defaults to today's date.  

For details on using the calendar to select a date, see Entering dates and times 
in the Introduction manual. 

Last Day of 
Absence 

The last date that the student or students are away. 

Defaults to today's date.  

Note: When students are marked as not attending on the Attendance 
window, each nonattendance record is linked to each day of the absence 
event if it spans several days. 

 
Should a multi-day absence event be modified later, Synergetic checks to 
ensure that days cannot be deleted when a nonattendance has already 
been marked. 

 
See Modifying all day absences (on page 166). 

Include Sat Select to include any Saturdays between the first and last days. 

For example, a boarding student who is normally present over the weekend but 
is absent on the Saturday. 

Note: This field is the first day of your weekend. If your week starts on a 

day other than Monday, this field is labelled differently. 
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Field Description 

Include Sun Select to include any Sundays between the first and last days. 

For example, a boarding student who is normally present over the weekend but 
is absent on the Sunday. 

Note: This field is the last day of your weekend. If your week starts on a 

day other than Monday, this field is labelled differently. 

Reported By Name of the person who provides the information that the student or students 
are going to be away. The person can be selected by either: 

 selecting r'ship and selecting a relation from the drop-down list 

 selecting staff and selecting a staff member from the drop-down list 

 typing the person's name in the free-text field when the person is not a 
relation or staff member. 

Absence Type The type of absence, as defined in the luAbsenceType lookup table. 

Note: New Zealand schools use the absence codes required by the NZ 
Ministry of Education (NZ MOE). See Attendance codes for New Zealand 
schools (on page 5). 

Reason Reason for the absence. 

Comment Additional information available about the absence. 

Part of Day Part of the day (morning, afternoon or whole day) that the absence event 
occurs. 

If you leave this field blank, Synergetic automatically determines whether it is 
morning, afternoon or all day, based on the times in the absence event. 

This ensures that reports that rely on whether a student was absent morning, 
afternoon or a whole day continue to work. 

Contact Made Select if you contacted the person specified in the Reported By field to confirm 
the details of the absence event. 

Contact Rcvd Select if the person specified in the Reported By field contacts you to confirm 
the details of the absence event. 

Note Rcvd Select if a signed note has been received from the parent or guardian. 

Approved Select if the reason given for the absence meets the policy in force at your 
organisation. This field may not be active for this mode. 

Note: This field does not need selecting in New Zealand schools as the 
Absence Type field is used to determine whether an absence is approved 
by the NZ MOE or not. See Attendance codes for New Zealand schools (on 
page 5). 

Note: This flag is only displayed if ShowApprovedFlag is selected for the 
absence event type in the luAbsenceEventType lookup table. 
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Creating excursion absence events for groups 

If a group of students is on an excursion, you create the absence events for them as follows: 

1. First select the group of students that are absent. See Recording group absences in bulk (on page 
193). 

2. Click . 

The Create Bulk Absence Events window is displayed. 

3. Select the Excursion Out and In mode. 

The Create Bulk Absence Events window is redisplayed with the fields for the Excursion Out and 
In mode. 

 

4. Select the Excursion Out Date and type the out Time. 

 

5. Select the Excursion In Date and type the in Time. 
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6. Either: 

 Select the Excursion Teacher from the drop-down list. 

 

 Type the person's name in the free-form text field. 

7. Select the Absence Type from the drop-down list, if different from the default. 

Note: New Zealand schools use the absence codes required by the NZ Ministry of Education (NZ 
MOE). See Attendance codes for New Zealand schools (on page 5). 

8. Select the Reason from the drop-down list, if required. 

9. Type any comments in the Comment field. 

10. Update any other fields, as required. 

 

11. Click . 

The absence events are created for the group of students. 
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Create Bulk Absence Events window - Excursion key fields 

Field Description 

Absence Event 
Mode 

The type of absence event, as defined in the luAbsenceEventType lookup 
table. 

See: 

 Attendance concepts (on page 3) 

 luAbsenceEventType lookup table in the System maintenance manual. 

Excursion Out Date Date that the excursion starts. 

For details on using the calendar to select a date, see Entering dates and times 
in the Introduction manual. 

Out Time Time that the excursion starts. 

Note: An optional 24 hour time format can be used for all time fields. This 
allows for quicker data entry using the numeric keypad as the AM or PM 

does not need to be entered. 

Excursion In Date Date that the excursion ends. 

Time Time that the excursion ends. 

Excursion Teacher Either: 

 select the supervising teacher from the staff drop-down list 

 type in the person's name in the free-text field. 

Absence Type The type of absence. 

Absence types are defined in the luAbsenceType lookup table. 

Note: The excursion mode will set the default Absence Type to the 
luAbsenceType record that has a SynergyMeaning of Excursion. For 
example, School Trip/Camp. 

 

Note: New Zealand schools use the absence codes required by the NZ 
Ministry of Education (NZ MOE). See Attendance codes for New Zealand 
schools (on page 5). 

Reason Reason for the absence.  

Comment Additional information available about the absence. 

Part of Day Part of the day (morning, afternoon or whole day) that the absence event 
occurs. 

If you leave this field blank, Synergetic automatically determines whether it is 
morning, afternoon or all day, based on the times in the absence event. 

This ensures that reports that rely on whether a student was absent morning, 
afternoon or a whole day continue to work. 

Contact Made Select if you contacted the person specified in the Reported By field to confirm 
the details of the absence event. 

Contact Rcvd Select if the person specified in the Reported By field contacts you to confirm 
the details of the absence event. 

Note Made Select if a note has been created to send home with the student. 

Note: Your organisation may use this field for another purpose. For 

example, to indicate a diary entry has been created. 
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Field Description 

Note Rcvd Select if a signed note has been received from the parent or guardian. 

Approved Select if the reason given for the absence meets the policy in force at your 
organisation. This field may not be active for this mode. 

Note: You do not need to select this field in New Zealand schools as the 
Absence Type field is used to determine whether an absence is approved 
by the NZ MOE or not. See Attendance codes for New Zealand schools (on 
page 5). 

 

Note: This flag is only displayed if ShowApprovedFlag is selected for the 
absence event type in the luAbsenceEventType lookup table. 

Student ID/Barcode 
or Surname 

When selecting a student to record an absence event for, you can: 

 type the student's Synergetic ID in the field 

 scan the student's barcode, if available and configured 

 type all or part of the student's surname and click  

 click . 
 

Note: Some organisations have a second screen to view the photo of the 
student just scanned or submitted. 

Show Second 
Screen 

Most relevant with the Auto Sign In or Auto Sign Out modes. 

This allows a second screen to be displayed, when Synergetic is used for 
unattended signing in and out of students. The PC generally has: 

 two barcode scanners attached, one in and one out 

 a graphics adapter able to display two screens at once.  
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Creating recurring absence events for groups 

You can record recurring absence events if a group of students will repeatedly be absent at a specified 
time, for example if they have a recurring excursion. 

Note: Recurring absence events must happen on the same day and time each week. It is not 

possible to create a recurring absent event that recurs each fortnight, month, or number of days. 

To record a recurring absence event for a group: 

1. Create a bulk absence event with the appropriate absence event type. For example, an excursion. 
See Recording group absences in bulk (on page 193). 

2. Click . 

The Recurring Absence Event window is displayed. 

 

3. Select the date that the absence event should start to recur in the Recur daily from field. 

4. Select the date that the absence event should stop recurring in the Until field. 

5. Select which days of the week the absence event should recur. 

6. Click . 

The absent event is scheduled to recur. 
 



 Attendance and absence events 

Version v67 Page 13-203 

Creating absence events for tagged students 

You can tag students then create absence events for the group. 

For example, students on the school bus are late because of a breakdown. 

To create absence events for tagged students: 

1. Select Module > Students > Current Student Maintenance from the main menu. 

The Set Current Student Search Criteria window is displayed. 

2. Search for the students to tag. See Searching for existing students in the Current students manual. 

Note: Alternatively, you might have a class set up for the students who travel on the school bus 
route in the morning. 

3. Click on the relevant tab. 

In this example, we are searching for students who usually travel on the school bus route affected, 
as specified on the Transport tab. 

 

4. Select the student. 

5. Click . 

The student is added to the tag list. 

 

6. Repeat steps 4 and 5 until there are no more students to add. 

Note: You can also create a tag list by scanning barcodes of student cards or searching for 
students. See Tagging community records for later use in the Introduction manual. 

7. Select Module > Students > Absence Events Bulk Entry. 

The Absence Events Bulk Entry - Selection Screen window is displayed. 

8. Select the Tagged IDs field. 
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9. Click . 

The Absence Events Bulk Entry window is displayed with the relevant students. 

 

10. Click . 

The Create Bulk Absence Events window is displayed. 

11. Select the Late Sign In mode. 

The Create Bulk Absence Events - Late Sign In window is displayed. 

 

12. Update the Late Arrival Time field. 

13. Update the fields in the Details area, as required. 
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14. Click . 

The following dialog window is displayed. 

 

15. Click . 

The following message is displayed. 

 

16. Either click: 

  to add another bulk absence event 

  to return to the Absence Events Bulk Entry window. 
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Cancelling classes in bulk 
You can use Synergetic to cancel classes in bulk. To cancel an individual class, use SynWeb. See 
Cancelling classes in the SynWeb Attendance manual. 

Cancelling classes when they do not occur is useful for maintaining accurate records. Your organisation 
may want to bulk cancel classes for many reasons. For example: 

 certain year levels have study leave. For example, no year 12 classes occur after the end of 
year exams and their teachers can substitute for other classes. 

 large groups of students have their classes interrupted by a special event. For example, a sports 
carnival occurs one afternoon. 

 all classes taught by one teacher cannot take place. For example, a teacher is ill and cannot be 
replaced. 

 Instead of cancelling each class individually, you can either: 

 simultaneously cancel all classes in a timetable group. 

 filter the classes you want to cancel by certain criteria. For example, year level or teacher. 

 import a list of classes to cancel from a merge file. 

Note: Depending on your configuration settings, you may only be able to cancel a class if an 
absence event has already been created for every student in the class. For example, Excursion 
absence events have been created for all students in a year level who are participating in a sports 
afternoon. See CancelClassMustHaveAbsenceEvents configuration setting in the System 

maintenance manual. 

To cancel multiple classes: 

1. Select Students > Student Classes Bulk Cancel. 

The Bulk Add Classes - Selection Screen is displayed. 
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2. Enter the selection criteria for the classes that you want to cancel. 

Tip: Enter broad criteria that include all the classes you want to cancel. You can exclude classes 
that will not be cancelled later. 

Note: You can also load a list of classes from a merge file, such as a Notepad file or an Excel 

spreadsheet. Click  and enter details about the merge file in the Load 
Merge File window. See Loading debtor charges merge files in the Debtors manual or click 

 for more information about how to use merge files in Synergetic. 

 

3. Click . 

The Classes window is displayed with classes that fulfil your search criteria. 
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4. Use the  and  to align the classes you want to cancel in the right pane. Classes in the left 
pane are not bulk cancelled. 

 

Tip: You can use  and  to move all classes from one pane to another.  
 

Tip: You can use the mouse and the normal Windows Shift and Ctrl keys to select multiple classes. 
Hold down the Shift key and click on the first class you want to select. While still holding down the 
Shift key, click the last class. All students in between your two selections are highlighted. 
Alternatively, you can hold down the Ctrl key while clicking on different classes in the list to highlight 

them. 

5. Click  

The Bulk Cancel Classes window is displayed. 
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6. Enter the timetable group, first and last periods to be cancelled and comments about the 
cancellation. 

Tip: Select the Whole day event field to cancel classes for the whole day. 

7. Click . 

The Confirm window is displayed. 

 

Either: 

– The following message is displayed if not successful and you are returned to the Classes 
window. 

 

– The classes are cancelled and are listed in the Cancelled Classes window.  

Note: If the CancelClassCreatesAttendanceRecords configuration setting is true, attendance 
records are created for the cancelled classes. See CancelClassCreatesAttendanceRecords 
configuration setting in the System maintenance manual. 
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8. Click . 

The following dialog is displayed. 

 

9. To bulk cancel more classes, click . 

10. The following dialog is displayed. 

 

11. Click: 

  to display the Bulk Cancel Classes window and repeat steps 6 to 8. 

  to display the Bulk Add Classes - Selection Screen and repeat steps 2 to 7. 

Tip: If you have accidentally cancelled the wrong classes, you can reverse the bulk cancel and 

delete any associated attendance records. Click  on the Bulk Add Classes - Selection 
Screen then select the process number for the classes that were incorrectly cancelled. 
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Cancelled classes are marked with a strikethrough in Attendance Maintenance. 
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Unattended sign in and sign out 
Synergetic supports: 

 unattended sign in and sign out of students using individual student ID cards with barcodes 

 recording other student movements, such as recording exam leave sign outs or bus late sign 
ins. 

The student ID cards need to have the student's Synergetic ID encoded as a barcode. Alternatively, 
student ID cards can use RFIDs (Radio Frequency IDs). 

How to: 

 To sign in, a student scans their student card with the In barcode scanner. This creates an Auto 
Sign In absence event. See Recording a student signing in automatically (on page 217). 

 To sign out, a student scans their student card with the Out barcode scanner. This creates an 
Auto Sign Out absence event. See Recording a student signing out automatically (on page 
220). 

 To record student movements with a default reason code. See Recording student movements 
using default absence type codes (on page 223). 

PC setup 

To sign students in and out, you need to set up a PC with: 

 one labelled barcode scanner for students signing in, attached to the PC 

 a second labelled barcode scanner for students signing out, attached to the PC 

 Synergetic logged into the Create Absence Event window 

 a second screen driven by a dual graphics card, if required. 

Additional barcode scanners can be set up for special purposes, such as recording exam leave sign 
outs. Each barcode scanner needs to be labelled so that the students use the correct one. 
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Setting up Synergetic for Auto Sign In and Auto Sign Outs 

You can set up the Synergetic lookup table luAbsenceEventType so that: 

 the barcode scanner Prefix is set up for both the: 

– in barcode scanner (Auto Sign In mode) 

– out barcode scanner (Auto Sign Out mode) 

 the Hostname of the PC is specified so that only the Auto Sign In or Auto Sign Out modes are 
used on this PC: 

– if the Hostname is blank, these modes can be used on any PC 

– if the Hostname contains a PC name, then the modes can only be used on that PC 

– if the Hostname contains a PC name with an asterisk before it, then it can be used on all 
PCs except that one. 

 

See luAbsenceEventType lookup table in the System maintenance manual. 

Given that the PC remains logged into the Create Absence Event window all through the day, it is 
advisable to set up a special user which is given security access to this function only.  



 Attendance and absence events 

Version v67 Page 13-215 

 

Setting up Synergetic for Exam Leave or other purposes 

You can add entries to the luAbsenceEventType lookup table to cater for recording specific student 
movements, such as: 

 late bus sign ins 

 exam leave sign outs. 

In the following example, an exam leave entry has been added to the lookup table. 

 

Set up the fields shown to meet the needs of your sign in or sign out option. The scanner prefix matches 
the value programmed into the specific barcode scanner. See luAbsenceEventType lookup table in the 
System maintenance manual. 

 

The DefaultAbsenceTypeCode should already be defined in the luAbsenceType lookup table. See 
luAbsenceType lookup table in the System maintenance manual. 

Note: New Zealand schools must use the values already defined by the NZ Ministry of Education. 

Second screen 

The second screen can be a larger wall mounted screen which displays the student signing in or out. If 
the PC has a second screen attached, the student's name and photo is displayed. This is to deter 
students signing each other in or out. 

Unexplained is displayed in red and the PC beeps, if the student signs in or out but there is no prior 
arrangement and this setting is configured. See BeepWhenUnexplainedFlag configuration setting in the 
System maintenance manual. 
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The second screen is displayed normally with the Absence Type and mode if: 

 A prior arrangement is made by adding an Expected in, or similar, absence event. 

 Student movements have been recorded with a default reason code (such as exam leave or 
bus late). 

 

Inactivity 

After a configurable amount of inactivity the screen displays a default screen. 

 

See ClearFormAfterXMinutes configuration setting in the System maintenance manual. 
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Recording a student signing in automatically 
The sign in barcode scanner is programmed with a prefix code, decided by your organisation. The 
prefix (001 in the example) is used by Synergetic to select the Auto In mode on the Create Absence 
Event window. 

To sign in students automatically: 

1. At the start of the day, display the Create Absence Event window, if not already done. 

 

2. Select the Auto In mode. 

Tip: You can set up other modes that have scanners linked to the same PC. 

3. Select Show Second Screen if you have a second screen to display student photos. 
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4. The student scans the barcode on their student card using the sign in barcode scanner. 

The sign in barcode scanner fills the Student ID/Barcode or Surname field with the: 

 prefix (001 in the example) 

 Synergetic ID of the student (56 for Angelo Adamski in the example). 
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Synergetic then automatically: 

 selects the Auto In mode on the Create Absence Event window 

 creates an Auto In absence event 

 redisplays the Create Absence Event window 

 

 displays the second screen, if available. 

 

Note: Unexplained is displayed in red and the PC beeps, if the student signs in or out but there is no 
prior arrangement and this setting is configured. See BeepWhenUnexplainedFlag configuration 
setting in the System maintenance manual. 
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Recording a student signing out automatically 
The sign out barcode scanner is programmed with a prefix code, decided by your organisation. The 
prefix (002 in the example) is used by Synergetic to select the Auto Out mode on the Create Absence 
Event window. 

To sign out students automatically: 

1. At the start of the day, sign into the Create Absence Event window, if not already done. 

 

2. Select the Auto Out mode. 

3. Select Show Second Screen if you have a second screen to display student photos. 

Tip: You can set up other modes that have scanners linked to the same PC. 



 Attendance and absence events 

Version v67 Page 13-221 

 

4. The student scans the barcode on their student card using the sign out barcode scanner. 

The sign out barcode scanner fills the Student ID/Barcode or Surname field with the: 

 prefix (002 in the example) 

 Synergetic ID of the student (56 for Angelo Adamski in the example). 
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Synergetic then automatically: 

 selects the Auto Out mode on the Create Absence Event window 

 creates an Auto Out absence event 

 redisplays the Create Absence Event window 

 

 displays the second screen, if available. 

 

Note: Unexplained is displayed in red and the PC beeps, if the student signs in or out but there is no 
prior arrangement and this setting is configured. See BeepWhenUnexplainedFlag configuration 
setting in the System maintenance manual. 
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Recording student movements using default absence type codes 
Additional barcode scanners can be programmed with prefix codes for recording additional student 
movements, such as: 

 bus late sign ins 

 exam leave sign outs. 

See Unattended sign in and sign out (on page 213). 

To record student movements with a default Absence Type Code: 

1. At the start of the day, sign into the Create Absence Event window, if not already done. 

2. Select the mode that has been set up. In this example, Exam Leave.  

 

3. Select Show Second Screen if you have a second screen to display student photos. 

Tip: You can set up other modes that have scanners linked to the same PC. 
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4. The student scans the barcode on their student card using the barcode scanner that has been set up 
for the mode. 

The barcode scanner fills the Student ID/Barcode or Surname field based on the: 

 scanner prefix (#e# in the example) 

 Synergetic ID of the student (314 in the example). 
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Synergetic then automatically: 

 selects the related mode on the Create Absence Event window 

 creates an absence event 

 redisplays the Create Absence Event window 

 

 displays the second screen, if available. 
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5. You can check the absence events on the Absence Events Maintenance window, if required. See 
Absence Events Maintenance window (on page 65). 
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Unexplained absences 
Students can be absent for a variety of reasons. Those that remain unexplained need to be followed up 
with, according to: 

 your organisation's policy, and 

 that of your governing department, particularly if there are attendance and truancy policies that 
you need to adhere to. 

If your organisation is a New Zealand school, see Attendance codes for New Zealand schools (on page 
5). 

How to 

Use the Absence Events Maintenance window to: 

 Follow up on unexplained absences. See Following up unexplained absences (on page 229). 

 Follow up on unexplained absences with overlapping co-curricular activities. See Resolving 
absence events explained by co-curricular activities (on page 233). 

 Follow up on unexplained absences when students have been in the sick bay. See Resolving 
absence events explained by medical incidents (on page 239). 

 Delete one or more absence events that are no longer required. See Deleting several absence 
events (on page 243). 

 Resolve absence events, such as all day ones, with linked nonattendances. See Resolving 
absence events with linked nonattendances (on page 246). 

 Resolve absence events entered in error at an unattended sign in and sign out workstation. See 
Resolving absence events explained by multiple auto submits (on page 250). 

 Mark a student as present after an absence event arises from a nonattendance entry. See 
Marking a student present from an absence slip (on page 253). 
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Examples of using the Timetable tab to explain absences 

The Timetable tab of the Absence Events Maintenance window can be used to help resolve some 
unexplained absences. See Absence Events Maintenance window (on page 65). 

Example 1 

For example, the following student is absent in period 4. When reviewing the timetable grid area of the 
Absence Events Maintenance window (as shown below) you can see that the student is listed as 
being in the sick bay; the nurse added a medical incident for the student earlier. After checking with the 
nurse, the Absence Type for the absence in period 4 can be updated to S (sick bay). 

 

Example 2 

The following student is absent for all periods that have been marked so far today. When reviewing the 
timetable grid area of the Absence Events Maintenance window (as shown below) you can see that 
one of their fellow students volunteered that he thought that Roger is on holiday. After a phone call to the 
parent's mobile, it can be confirmed that Roger is leaving a day before the end of term on an overseas 
holiday. The Absence Type for all absence events can be updated to O (Overseas holiday). 
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Following up unexplained absences 
To follow up unexplained absences: 

1. Open the Absence Events Maintenance window. See Absence Events Maintenance window (on 
page 65). 

The Absence Events Maintenance window is displayed with all absence events by default. 

2. Select the filter from the Filter drop-down list that suits, usually Unexplained Absence Events. 

The Absence Events Maintenance window is redisplayed with unexplained absence events only. 

 

3. Change the Sort By field, if required. 

Tip: You can change the Absence Type, Reason or Comment for several absence events at once 
by using Ctrl-click to select the required events, selecting the Absence Type or Reason from the 
drop-down list or typing a Comment in the Apply To Selected Events fields and clicking 

. 

4. Select the unexplained absence to resolve. 



Attendance and absence events 

Page 13-230 Version v67 

 

5. Click . 

The Modify Absence Event window is displayed based on the absence event type created. For 
field descriptions, see: 

 Recording absence slips (on page 71) 

 Recording late sign ins (on page 82) 

 Recording a student signing in manually (on page 94) 

 Recording a student signing out manually (on page 105) 

 Recording a student's expected arrival (on page 116) 

 Recording a student's expected departure (on page 128). 

 Recording a student's expected departure and return (on page 140) 

 Recording all day absences (on page 152) 

 Recording excursions (on page 169) 

 Recording a student signing in automatically (on page 217) 

 Recording a student signing out automatically (on page 220). 

6. Review the information available on the window, such as the Timetable grid. 
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7. Follow up with the parent or guardian, if required. 

 

8. If: 

 This is an absence slip, you can change the mode (absence event type) to either: 

– Expected In 

– All Day Absence. 

 This is another absence event type (mode) you may need to create a new absence event. See 
Individual student absence events (on page 57). 

 There are multiple absence slips you will need to create a new absence event. An Auto Match 
window is displayed, allowing you to supersede the absence slips. See Individual student 
absence events (on page 57). 

 

9. Select the Absence Type from the drop-down list, if an explanation for the absence is determined. 

The following message is displayed. 

 

Note: New Zealand schools use the absence codes required by the NZ Ministry of Education (NZ 
MOE). See Attendance codes for New Zealand schools (on page 5). 

10. Type the reason for changing the Absence Type. 

11. Click . 

12. Update other fields on the Modify Absence Event window, as required. 
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13. Click . 

The Absence Events Maintenance window is redisplayed without the absence event that was just 
resolved. 
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Resolving absence events explained by co-curricular activities 
Some absence events can be explained by co-curricular activities. For example, students having music 
lessons have been marked absent from their usual classes. 

You can filter for unexplained absence events with possible related co-curricular activities on the 
Absence Events Maintenance window. This is particularly useful for organisations that enter 
co-curricular activities at the end of the day. Select Unexplained Slip with possible CoCurricular from 
the Filter drop-down list. 

 

Example 

In the following example, several students have a guitar lesson scheduled with Mr Diamond from 
9:00am until 10:00am. The lesson has been booked using the Schedule tab of Staff Schedule 
Maintenance. See Staff Schedule Maintenance - Schedule tab in the Curriculum manual. 
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You can view the students who are scheduled to attend this guitar lesson by: 

 right clicking when positioned on the blue-coloured co-curricular appointment 

 

 selecting Attendances. 

The Mark Class Attendances window is displayed. 

 

Two of these students have been marked absent on the Attendance Maintenance window and 
corresponding absence events have been automatically generated by Synergetic. See Attendance 
window (on page 20). 
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Resolving absence events 

To resolve unexplained absences that can be explained by students attending co-curricular activities 
instead of their usual classes: 

1. Select Module > Students > Absence Events Maintenance. 

The Set Absence Events Search Criteria window is displayed. 

2. Update the search criteria, as required. See Searching for absence events (on page 59). 

3. Click . 

The Absence Events Maintenance window is displayed. 
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4. Select Unexplained Slip with possible CoCurricular from the Filter drop-down list. 

 

The Absence Events Maintenance window is redisplayed with any absence events with 
overlapping co-curricular activities for each student. 

 

5. Select the similar absence events that you want to resolve. 

 

Tip: You can use the mouse and the normal Windows Shift and Ctrl keys to select multiple absence 
events. Hold down the Shift key and click on the first absence event you want to select. While still 
holding down the Shift key, click the last absence event. All absence events in between your two 
selections are included. 
 
Alternatively, you can hold down the Ctrl key while clicking on different absence events in the list to 
select or clear them. 
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6. Update the following fields for the group of absence events being resolved: 

 Absence Type 

 Reason 

 Comment. 

 

7. Click . 

The following dialog window is displayed. 

 

8. Click . 

The following dialog window is displayed. 

 



Attendance and absence events 

Page 13-238 Version v67 

 

9. Click . 

The Absence Events Maintenance window is redisplayed, with the absence events having been 
resolved. 

 

Note: The All Absence Events filter has been used to display the resolved absence events. 

10. Repeat steps 5 through 9 until each group of absence events with co-curricular activities is resolved. 
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Resolving absence events explained by medical incidents 
Some absence events can be explained by medical incidents. For example, students are in the sick bay.  

You can filter for unexplained absence events with possible related medical incidents on the Absence 
Events Maintenance window. This is particularly useful for organisations that enter the medical 
incidents at the end of the day. Select Unexplained Slip with possible SickBay from the Filter 
drop-down list. 

 

Example 

In the following example, a student is in the sick bay with an upset stomach. A medical incident has been 
added on the Incidents tab of the Student Medical window. See Medical Maintenance - Incidents tab in 
the Medical details manual. 

 

The student has also been marked absent on the Attendance Maintenance window and a 
corresponding absence event has been automatically generated by Synergetic. See Attendance 
window (on page 20). 
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Resolving absence events 

To resolve unexplained absences that can be explained by students being in the sick bay instead of 
being at their usual classes: 

1. Select Module > Students > Absence Events Maintenance. 

The Set Absence Events Search Criteria window is displayed. 

2. Update the search criteria, as required. See Searching for absence events (on page 59). 

3. Click . 

The Absence Events Maintenance window is displayed. 

 

4. Select Unexplained Slip with possible SickBay from the Filter drop-down list. 

 

The Absence Events Maintenance window is redisplayed with any absence events that have 
overlapping medical incidents for each student. 
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5. Select the similar absence events that you want to resolve. 

 

Tip: You can use the mouse and the normal Windows Shift and Ctrl keys to select multiple absence 
events. Hold down the Shift key and click on the first absence event you want to select. While still 
holding down the Shift key, click the last absence event. All absence events in between your two 
selections are included. 
 
Alternatively, you can hold down the Ctrl key while clicking on different absence events in the list to 

select or clear them. 

6. Update the following fields for the group of absence events being resolved: 

 Absence Type 

 Reason 

 Comment. 

 

7. Click . 

The following dialog window is displayed. 
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8. Click . 

The following dialog window is displayed. 

 

9. Click . 

The Absence Events Maintenance window is redisplayed, with the absence events having been 
resolved. 

 

Note: The All Absence Events filter has been used to display the resolved absence event. 

10. Repeat steps 5 through 9 until each group of absence events with medical incidents is resolved. 
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Deleting several absence events 
Once you have resolved most of the absence events, there can be absence events that are no longer 
relevant. If you have security access, you can delete these absence events at the end of the day. This 
ensures that your organisation is starting the day with a clean slate. 

For example, you have been advised that students were expected in at a certain time but they arrived at 
the usual time. These absence events records are no longer required. 

To delete several irrelevant absence events, such as Expected in absence events: 

1. Select Module > Students > Absence Events Maintenance from the main menu. 

The Set Absence Events Search Criteria window is displayed. 

2. Update the search criteria, if required. See Searching for absence events (on page 59). 

3. Click . 

The Absence Events Maintenance window is displayed. 

4. Select the appropriate filter from the Filter drop-down list. For example, select the Expected In/Out 
Absence Events filter. 

The Absence Events Maintenance window is redisplayed. 
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5. Select the records that you want to delete. 

Tip: You can use the mouse and the normal Windows Shift and Ctrl keys to select multiple absence 
events. Hold down the Shift key and click on the first absence event you want to select. While still 
holding down the Shift key, click the last absence event. All absence events in between your two 
selections are included. 
 
Alternatively, you can hold down the Ctrl key while clicking on different absence events in the list to 

select or clear them. 

 

6. Click . 

The Modify Attendance Reason window is displayed. 
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7. Type the reason for deleting the records. 

 

8. Click . 

The following dialog window is displayed. 

 

9. Click . 

The Absence Events Maintenance window is redisplayed without the deleted records. 
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Resolving absence events with linked nonattendances 
One possible scenario is where: 

 an all day absence event, or something similar, is created for a student 

 the student arrives after all and the absence event needs deleting 

 any outstanding nonattendances need to be followed up. 

In the following example, two records have been created for Anna Barmon: 

 An all day absence event was entered, in response to a phone call from one of her parents. 

 

 An absence was marked by the teacher for the period. Synergetic automatically creates a 
nonattendance record linked to the all day absence event. 
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However, the teacher later phoned you because the student had actually arrived and needed to be 
marked as present. To resolve this: 

1. Create a sign in event for the student. 

 

2. Select the all day absence event in the Absence Events History grid. 
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3. Click . 

The Auto Match widow is displayed. 

 

4. Click . 

Note: Alternatively, you can click  without selecting the original absence event to 
supersede. If Synergetic detects that one event may supersede another, the Auto Match window is 
displayed. Select Yes, Submit and Auto supersede and click . 
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5. Click . 

The sign in event overrides the all day absence event. The original absence event is displayed in 
the Superseded tab of the sign in event. 
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Resolving absence events explained by multiple auto submits 
If you use unattended sign in and sign out (on page 213) functions, multiple transactions can be 
recorded for the same student. This occurs if the student: 

 swipes their student card under the barcode scanner several times 

 uses the other barcode scanners indiscriminately. 

Manually entered absence events 

Synergetic normally alerts you to extra absence events. For example, if you try to manually enter a 
second Sign Out absence event just after the first one, Synergetic displays the following message. 
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Unattended absence events 

Synergetic has been set up to ignore similar problems for automatically submitted modes because: 

 the PC is unattended 

 other student movements need to be recorded freely. 

No dialog windows are displayed for modes that have the AutoSubmitFlag field selected in the 
luAbsenceEventType lookup table. See luAbsenceEventType lookup table in the System maintenance 
manual. For example: 

 Slips 

 AutoSignIn 

 AutoSignOut 

 ExamLeave and any other specialised modes added. 
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Deleting absence events created in error 

To delete absence events created in error: 

1. Search for absence events. See Searching for absence events (on page 59). 

The Absence Events Maintenance window is displayed. 

 

2. Select the absence events that were created in error. 

3. Click . 

4. The following dialog window is displayed. 

 

5. Type delete. 

6. Click . 

The selected absence events are deleted. 
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Marking a student present from an absence slip 
If you are an Attendance Officer or undertake a similar role, the following situation can occur: 

 a student is marked as non-attending by a teacher 

 the teacher contacts you later to say that the student is to be marked as present. 

 

To mark a student present from an absence slip: 

1. Search for the absence event. See Searching for absence events (on page 59). 

The Absence Events Maintenance window is displayed. 

 

2. Select the absence event. 
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3. Click . 

The Attendance Details window is displayed. 

 

4. Double click on the required entry. 

The Attendance window is displayed. 

 

5. Select the Attended field to mark the student as attending. 

 

6. Click . 

The following dialog window is displayed. 
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7. Click . 

The Modify Attendance Reason window is displayed. 

 

8. Type in a reason for modifying the attendance record. 

9. Click . 

10. Click . 

The following dialog window is displayed. 

 

11. Click . 

Synergetic deletes the absence slip. 
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Key attendance reports 
There are a number of standard reports available to you to help you manage student attendance and 
absences. See the folder of Crystal Reports supplied to your organisation. 

To access these reports, select Module > Students > Attendance Crystal Reports Available. See 
Running reports in the Introduction manual for general information on how to run reports in Synergetic. 
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Description of key reports 

Report Description 

Student 
Attendances by 
Class 

Summarise student attendances by class. 

Select the date range and optional selections on the Student Attendances by 
Class selection window. 

 

In the following example, the report summarises attendance for the selected 
period. 
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Report Description 

Student Form 
Class 
Attendance 
Register 

Summarise student attendances by staff member. 

Select the date range and optional selections on the Student Form Class 
Attendance Register selection window. 

 

In the following example, the report summarises attendance for the selected 
period. 
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Report Description 

Student 
Attendances 
Roll 

Report on student attendances by class based on the roll call. 

Select the date range and optional selections on the Student Attendances Roll 
selection window. 

 

In the following example, the report includes attendance records for the specified 
period. 

 



 Attendance and absence events 

Version v67 Page 13-261 

Report Description 

Staff Without 
Attendance 
Submitted 

Report on staff members who have not submitted attendances for their classes. 

Select the T/T Group (timetable group) and any other selections on the Staff 
Without Attendance Submitted selection window. 

 

In the following example, the report lists staff members and the classes they have 
yet to mark. 
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Report Description 

Student 
Attendances 

Summarise student attendances by student. 

Select the date range and optional selections on the Student Attendances 
selection window. 

 

In the following example, the report summarises attendance for the selected 
period. 
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Report Description 

Student Non 
Attendances 

Report on student nonattendance (absences). 

Select the date range and optional selections on the Student Non Attendances 
selection window. 

 

In the following example, the report details nonattendances for the selected period. 

 

Attendance, 
Absences and 
Truancy (NZ) 

Summarise attendance, absences and truancy at a New Zealand school. 

Select the date range and optional selections on the Attendance, Absences and 
Truancy (NZ) selection window. 
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Report Description 

Attendance Rate 
Calculations 
(NZ) 

Summarise attendance rate calculations at a New Zealand school. 

Select the date range and optional selections on the Attendance Rate 
Calculations (NZ) selection window. 

 

In the following example, the report summarises attendance calculations for the 
selected period. 

 

Class 
Attendances not 
Marked 
(Scheduled) 

Report on class attendances not marked. 

This report can be scheduled to automatically run at certain times during the day. 
The report can either be printed or emailed.  

See Scheduling user reports in the System maintenance manual. 

Class 
Attendances not 
Marked (On 
demand) 

Report on class attendances not marked at a New Zealand school. 

 

Attendance 
Classes Marked 

Report on class attendances marked. 
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Report Description 

Student 
Attendances 

Report on student attendances. 

Select the date range and optional selections on the Student Attendances 
selection window. 

 

In the following example, the report includes attendance details for the specified 
period. 

 

Student Change 
of Attendance 

Report on changes in student attendances. 

Select the date range and optional selections on the Student Change of 
Attendance selection window. 

 

Student 
Unexplained 
Absences 
(Scheduled) 

Report on unexplained student absence events. 

This report can be scheduled to automatically run at certain times during the day. 
The report can either be printed or emailed. 

See Scheduling user reports in the System maintenance manual. 
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Report Description 

Student 
Unexplained 
Absences (On 
Demand) 

Report on unexplained student absence events. 

Select the date range and optional selections on the Student Unexplained 
Absences (On Demand) selection window. 

 

In the following example, the report includes unexplained absence events for the 
specified period. 

 

Student Consec. 
Unjustified 
Absence (NZ 
Scheduled) 

Report on students with unjustified absences on consecutive days at a New 
Zealand school. 

This report can be scheduled to automatically run at certain times during the day. 
The report can either be printed or emailed. 

See Scheduling user reports in the System maintenance manual. 

Student Consec. 
Unjustified 
Absence (NZ On 
Demand) 

Report on students with unjustified absences on consecutive days at a New 
Zealand school. 
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Report Description 

Absence Chase 
List 

Lists student absences for a given date range and provides location class room 
details for a given follow up date. 

Select the required and optional selections on the Absence Chase List selection 
window. 

 

In the following example, the report includes the absence event details and the 
classes that the students are scheduled to attend around the same time. 
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Report Description 

Student 
Absence Events 

Report on absence events. 

Select the date range and optional selections on the Student Absence Events 
selection window. 

 

In the following example, the report includes the absence events based on the 
report selections. 
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Report Description 

Student 
Absence Events 
by Date 

Report on absence events, sorted by date. 

 

In the following example, the report includes the absence events based on the 
report selections. 
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Report Description 

Student 
Absence Events 
by Form 

Report on absence events, sorted by form. 

 

In the following example, the report includes the absence events based on the 
report selections. 
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Report Description 

Student 
Absence Events 
by Form (In 
Columns) 

Report on absence events, sorted by form and formatted in columns. 

 

In the following example, the report includes the absence events based on the 
report selections. 
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Report Description 

Student 
Absence Events 
Letter 

Letter to parents or guardians of students with unexplained absence events. 

 

In the following example, the basic letter is displayed. 
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Report Description 

Student 
Absence Events 
by Tutor 

Report on absence events, sorted by tutor. 

Records can be sorted within tutorial group by either: 

 student surname 

 absence date. 

 

In the following example, the report includes the absence events based on the 
report selections. 
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