
1 
 

SchoolTool Attendance 
Instructional Modality 
 
Summary: The Attendance>Instructional Modality sub-module provides a way to add and/or update students’ daily 
instructional modality for one or more dates in a single operation. This sub-module includes four options to determine 
how modality will be calculated for the selected students as described below. SchoolTool will use the selected option to 
determine whether a student should be marked as Remote, On-Site, or Both for data warehouse reporting related to 
daily attendance and instructional modality. 
 

To update instructional modality: 

1. Choose the option you wish to use to populate instructional modality (see below for details on each option) 

 

2. Use the batch selector to select students (not applicable when using the File Import option) 

 

3. Specify the options for the modality by choice you want to update (See below - not applicable when using the 
File Import option) 

4. Click the Save button to update instructional modality records. 

5. When the operation is complete, the screen will refresh to display results. 

 

6. Repeat these steps as needed, using the green Done button to return to the main screen after reviewing the 
results. 

 

Note: If students already have a daily instructional modality for a given date (whether entered from this screen 
previously or by submitting attendance in a homeroom or a period that drives daily attendance with the “Remote” 
option turned on), the existing data will be replaced by the instructional modality indicated by this batch operation. 

When applying instructional modality for a given student, dates on which the student did not have an official enrollment 
will be ignored. 
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 Options for Calculating Modality 

1. Period that Drives Daily Attendance: Students' daily instructional modality will be set to either Remote or On-
Site based on the "Remote" checkbox value in the period that drives daily attendance in students' official 
enrollment locations. 

o Students with official enrollments in building school levels that are not configured to use a period to 
drive daily attendance will not receive a daily instructional modality when using this option. 

o If attendance has not been submitted for a period that drives daily attendance for a given day, those 
students will be assumed to be Present and On-Site. 

o Because this option looks at the Remote checkbox value for the period(s) that drive daily attendance, 
students will only be marked as “Remote” or “On-Site” (not “Both”) when using this option. 

When selecting this option, enter the Start Date, the End Date and then Save. 

 

 

2. Remote Schedule Assignment: Instructional modality will be assigned based on the selected students' remote 
schedule assignments (as defined in Scheduling > Remote Schedules). 

o Students will only receive an instructional modality for dates on which they had an active remote 
schedule assigned. 

o As with the previous option, Remote Schedules assume a student will either be “Remote” or “On-Site” 
for a full day; therefore, students will never be marked as “Both” when using this option. 

When selecting this option, enter the Start Date, the End Date and then Save. 
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3. Manually Select Modality: Instructional modality will be assigned to all selected students using the modality 
selected by the user (options include “Remote”, “On-Site”, and “Both”). This option should be used for students 
who had the same modality for each day in the selected date range (for example, students who were fully 
remote). 

When choosing this option, select the Modality, the Start Date, the End Date and then Save. 

 

4. Import File (.CSV): This option assigns instructional modality for specific dates, or for all dates within a date 
range, based on an imported .CSV file. 

o File format: Comma Separated Values (.CSV) 
o Required columns/headers: All required columns must contain data and must include appropriate 

headers as described below. Column headers are not case-specific and columns can be placed in any 
order. The import file may include other columns, but those will be ignored when processing the import. 

When choosing this option, upload a .csv file to import. See page 4 for required fields. 
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Required Fields for the Import File 

Required 
Columns 

Notes 

Student ID 

OR 

Student_ID 

OR 

StudentID 

This is the local (SchoolTool) ID of each student for whom the daily instructional 
modality records should be applied. 

Leading zeroes are accepted but not required. 

Only one column for student ID should be included in the file. 

Date 

OR Start Date  

and End Date 

This is the date or date range for which the specified instructional modality should be 
applied for the student. 

If each row in the file represents a single date, use the “Date” column. 

If each row in the file represents a date range and the same modality should be applied 
for each date within that range, use two columns (“Start Date” and “End Date”). 

The file must contain columns for single dates or a date range, but should not include 
columns for single dates and date ranges in the same file. 

While several date formats are accepted, the recommended format is MM/DD/YYYY (for 
example, “10/08/2020”) 

Modality This is the daily instructional modality to be populated for the specified date(s) for the 
student (Remote, On-Site, or Both). Accepted values for this field include: 

o R 
o IN 
o B 
o Remote 
o In-Person 
o On-Site 
o Both 

Scheduled Instructional Modality Calculations 

The Maintenance > Attendance > Scheduled Instructional Modality Calculations area allows districts to create 
scheduled jobs to calculate instructional modality for one or more building school levels at a time. When a scheduled 
calculation runs, SchoolTool will look at each student’s period attendance for a given day and will assign a daily 
instructional modality based on the Remote/On-Site values for each period within that day. 

Daily instructional modality will be set for each student based on the following rules: 

• Remote: Used if the student was marked “Remote” for all periods within the day 
• On-Site: Used if a student was marked “On-Site” for all periods within the day or attendance was not submitted 

for that student in any periods that day. 
• Both: Used if a student was marked “Remote” for some periods within the day but was marked “On-Site” for 

others 
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The Maintenance > Attendance > Scheduled Instructional Modality Calculations screen displays a list of all existing 
scheduled jobs. 

To create a new schedule, click the Add button. 

 

Enter the appropriate information to set up the job (note that all fields are required): 

• Schedule Name: The name associated with the scheduled job. This field accepts up to 100 characters and cannot 
be identical to an existing schedule. 

• Start Date: The date on which the job should begin running (this cannot be prior to the current date). 
• End Date: The date on which the job should stop running (this must be the same or after the start date, and 

must be within the same school year as the start date). To run a one-time job, set the end date to be the same 
as the start date. 

• Time: The time of day this job will run (it is strongly recommended to choose a time that is outside of school 
hours and that does not conflict with other scheduled jobs such as data warehouse exports or custom exports) 

• Offset Days: This numeric value determines the school day for which records will be updated. An offset value of 
0 means the calculations will be based on attendance from the same date on which the job is run, while an 
offset of 1 means the job is looking at 1 school day prior to the run date. Note that weekends are ignored. 

• Building School Level: This dropdown allows you to assign one or more location to a scheduled calculation. To 
add locations, simply select it in the dropdown and click the Add button. 

Note: Each building school level can only be assigned to one scheduled calculation. This dropdown will only show 
locations that are not already assigned to other calculations. 

 

Scheduled Instructional Modality Considerations: 

• Students will be assumed to be On-Site in any periods where attendance has not been submitted. 
• If students already have a daily instructional modality for a given date, the existing data will be replaced by the 

instructional modality indicated by this scheduled job. 
• Instructional modality is based on period attendance in official enrollment locations only, and dates on which a 

student did not have an active official enrollment will be ignored. 
• Supplementals and courses marked as “Lunch” or “Study Hall” in Scheduling > Course Catalog will be ignored for 

these calculations, even if attendance has been submitted for those courses. 
• Students will not receive a daily instructional modality on dates where they are not expected to be in school due 

to Calendar entries where the “Students Off” flag is used (in Maintenance > School Year > Calendar). 


