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ATS DOWNLOAD 
 
Use the wiki for detailed instructions 
 
https://wiki.nycenet.edu/display/ATSWiki/Using+ATS+Downloads 

https://wiki.nycenet.edu/display/ATSWiki/Using+ATS+Downloads
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RRSA download 

 



Excel for Attendance –  DOE Office of Safety and Youth Development 

 

To see attendance from all 
schools student attended this 
year select “N” 

Enter a “D” 
here for 
“download” 
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Hit F6 to confirm this is OK.  It will ask you to hit F6 one more time! 

 
 
This report will not work if there is retro attendance. 
 
When the email arrives… 



Excel for Attendance –  DOE Office of Safety and Youth Development 

 
 
 
Click on hyperlink to open the file. 
“Right clink” mouse and select “paste” to enter the password. 

 
 
Depending on the computer, you may need to respond to WinZip prompts.  Just say OK and go through, or visit the ATS Wiki for more information. 

Carefully click and drag mouse to 
highlight just the password and no extra 
spaces. 
 
“right click” on mouse and select “copy.” 
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TIP: 
During the download process, I always “OPEN” the file first, never “SAVE.”  Then after it is open, I will “SAVE AS” to rename and direct the file to the folder 
where I want to save it. 

Good idea to select “Excel Workbook” instead 
of default “XML Spreadsheet 2003) 

Put your name for the 
file here 
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This green triangle 
often means 
“number stored as 
text.” 
 
Highlight all the 
data, an 
“exclamation point” 
box will pop up. 
 
Click on the “!” and 
select “Convert to 
Number.” 
  

“Freeze panes” can be 
removed.  Go to “View” 
menu. 
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Ways to Use RRSA 
 
 
“Beginner” 
 
Individual Student attendance 
 
Calculate School-wide attendance 

Insert a row 
Sum full days present 
Copy and paste to sum full days absent 

Insert formula  =I3/(I3+J3), where I3 is “FULL DAYS PRESENT” and J3 is “FULL DAYS ABSENT” 

FULL DAYS PRESENT / (FULL DAYS PRESENT + FULL DAYS ABSENT) 
Do not average the individual student percent attendance.  Why?  See, for example a student enrolled only 27 days with 100% attendance.  That 100%, if 
averaged, counts equal to the percent for students who have been enrolled all year. 

 
 
 

“Advanced” 
 
Pivot Table to summarize by grade level or attendance rate 

“Recoding” (Attd%→interval;  grade level→number) 
“Calculated Field” 
Graphs 
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Ways to Use RSAL 
 
“Beginner” 
 
Note here, “Attendance Taken” = number absent + number present, so attendance is calculated by Present / Attendance Taken 
 
Also see that total attendance using RSAL is 93.70, that is the aggregate of attendance for students enrolled in the school over the year. 
The total attendance using RRSA is 94.32.  This is aggregate attendance for students currently active in the school. 
 
Modify the sum to see attendance rates for certain time periods. 
 
 

“Advanced” 
 
Vlookup to define dates as months, weeks, or days of the week. 
 
Convert date to “20XX” (click on cell with the tiny green corner). 
 
Check to delete any merged cells. 
 
To do a pivot table, be sure to label your new column. 
 
Check that the downloaded file is “Saved As” a regular excel spreadsheet. 
 
Add columns for cumulative attendance rate… 
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RCHK 

 

F4 to select 
student 
indicators 
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Ways to Use RCHK 
 
WARNING: sometimes the column headers get combined.  These headers are not correct. 

 
 
To view, select “wrap Text” 
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This is the way it should look.  Plus I added the filter. 
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Also see RAMO to check how many days students miss each month…. Compared to the previous year. 
 

This student missed 6 days in 
September, and 4 days in October, 
and 3 days in November, and ? days 
in December. 

Is this better than last year? 
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Use RPYA and RRSA to compare previous year and current year attendance, using a vlookup. 
This works best at mid year.  Select only Fall Term attendance using  RPYA and year-to-date (default) for RRSA. 

 
 
 
Insert a column in RRSA.  Use Vlookup to insert attendance (or days missed) from RPYA. 
*Note: Remove the merged cell (total) at the bottom of the RPYA download. 

Blank for SPRING TERM so the 
report only tells attendance for 
Fall Term only 

Enter for 
last year 


