
Cerritos Instructor Directions on entering attendance directly into 
TE. 

Open Google Chrome 

Type in the address: http://ca.etestsonline.org/html5 

 

Click Install TE Client in the upper left-hand corner of the screen.   

This will install the shortcut for TE on your desktop. Once done, if it does not auto open, go to the shortcut on your 

desktop and double-click on it. 

Logging in: 
 Under server, please choose California – etests Online 

 

 Enter in your credentials then Click Connect 

 Go to: Organization Classes Instances 

Here you will find a listing of all your classes for the current fiscal year. 

 

 Double click on your current class 

  

work email address 

Chosen and recorded by Agency TE admin 

Agency#/Site # 

http://ca.etestsonline.org/html5


Under Navigator (on the left), click on Attendance 

 

 

On the right window, you will see your class roster for the week. 

 

 Click on the edit pencil to the left of ATTENDANCE.  

 

You now can edit attendance for students. This roster includes ALL students enrolled in your class (dropped and active).  

If you have forwarded a drop receipt to me, I have inactivated them for you (within 2 business days).  This allows you to 

batch fill in attendance of active students only.   

This is why it is VERY important that you email any drops to me after you drop them so that I can inactivate the 

students. 

 

  



At the top of each class day, you will see: the day, date, check box, default minutes, and a FILL button. 

 

The DAY is the day the class meets.  The DATE is the specific calendar date the class meets.  Classes that meet the same 

amount of time each day, are prefilled with the time in minutes when I create the class in the system. This is how you fill 

in attendance for your active students all at once for a given date.  If you have a class that meets for various amounts of 

time on different days (think Summer school Fri/Sat classes 3/6.5) you can fill/change the minutes here.   

The “ ” next the minutes is also how you can delete all the time entered in for a day for all active students.  

If you have to cancel class on a given day or there is a holiday, remove the checkmark from the box underneath the date: 

 On a given date, clicking on “Fill” will fill in the noted number of minutes for all of your active students.  

 Clicking on the “ ” next to the noted minutes will clear the attendance for all of your students for the given 

date.   

    

 If a student comes in late or leaves early, you can adjust that individual student’s minutes by making the changes 

in the box next to that student’s name: 

  to   

 If they did not attend and the attendance for them was prefilled, click on the  “ ” next to their name and it 

will zero out the attendance for them.  There is NO NEED to type Zero. 

 

 Once the attendance is correct, hit save to save your changes. 

 



NOTES 
The notes section is how you can communicate to the office staff and how they can communicate to you.   

If a student is excused from your class for a day, you make that notation in the NOTES section. 

 To get to NOTES, in the upper right hand corner, click MORE NOTES 

 

 Click New (in the upper left hand corner). 

 

 Start typing your note in the bottom grey area.  Notes are time and date stamped automatically.  Please notate 

the date (if different than the day you are entering the note) and the name and SID in the note you are making. 

EX: 6-13 Sara Escobedo 1234567.  Excused.  

6-1: James Mardsen SID 1234567 on vacation from 6-1 to 6-10.  

5-29: Memorial Day.  No Class.   

6-18: Site closed, no class. 

6-19: make up day for class on 6-12. 

 Once complete, click Save on the note .    

 If you start a note and realize you don’t need it, click Cancel .  TE will confirm you want to 

cancel and it will do so. 

 

 Once done, close TE using the Red “X” in the far upper right hand corner. 

  



Running Reports 
Instructional Hours Report 
This report will provide you with the total number of hours attended for each student enrolled in your class.  

The time is provided in hours and minutes.  You will need to convert any minutes into decimals.  For this you 

can round up to the quarter hour. 

Ex: 25:30 means 25 hours, 30 minutes or 25.5 hours.  49:10 means 49 hours and 10 minutes or 

49.25 hours (rounding up to the quarter hour of 15 minutes).  

This report will be printed and stapled to the instructors Rosters+ Positive Attendance and turned in to Office 

Secretary along with a printout of your Rosters+ positive attendance confirmation.  You do NOT upload this 

report to Rosters+. 

 Reports Demographics  Instructional Hours 

 Under Session Name, you are going to “NAME” your 

file. 

 

 Click in the space before Class Instuctional hours 

and type the following: 

o YEAR (YYYY) Semester (ex: SU/SP/FA) Class ID 

(XXXXX) Class Name Your Last Name (and first 

initial if there is more than one instructor with 

your surname) Class Instructional Hours (keep 

this part of the original title) and the date 

(YYMMDD). Do not use commas, dashes, or 

slashes unless notated.  Use spaces only. 

 On the far left of the screen, click on “Class 

Instances” under the Report Setup Navigator 

 

 In the center of your screen, you will click on 

the orange filter under “Class ID” and enter 

your class ticket number.  This will reduce the 

classes shown to only show the one you want to 

run the report for. 

 

 

 Click Generate 

 

 This will generate the report  

 Click Export  to save a pdf copy 

for yourself. 
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Final Daily Attendance 
This modified report takes the place of backup excel spreadsheet that was previously uploaded to Rosters+ at the end of 

your class term.  It shows the dates and time that each student in your class attended.  This will be a lengthy report and 

should NOT be printed. 

In TE, Attendance records are one type of class records.  We will need to compile a list of all the daily attendance for a 

class.  This report will be generated, exported and saved.  Again, you will NOT be printing a hard copy. 

 Go to Records Classes  Records 

 I would recommend making the following customizations. There are columns you will not need so we will 

customize the layout and save it.  You will need to do this the first time you use TE on your machine. 

o Right-click on the Site Column.  You will have the option to hide that column. Repeat this step for the 

Skill Levels column and the Name Column. 

 Right click on the Record Date Column and click on Show Last and First Name (You can also choose to add Last 

Name, First Name, and Middle Name as three separate columns).  We are used to seeing student names in this 

format. 

 Click on the More button to the far right, choose Edit Schema and click on Save.  This will save the above 

customizations and make them your default settings. 

 

 Under Class ID, filter for your Class ticket Number 

 

 Under the Attendance Column, filter for Daily Attendance. 

 

 Once done, your screen should look like the following: 
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 As you can see, the default sorting is in descending order by Record Date, but for our printing purposes, we want 

this sorted by student name in ascending order and then sorted by record date in ascending order as well. 

 To Sort, click Sort  

 Click on “Last and First Name” on the right and then click Add to move it to the Left. 

 Click on the orange arrow for both “Record Date” and “Last and First Name” so that they both point upwards 

(this will make sure they sort in ascending order). 

 

 Use the Scroll Bar on the right of the Sort pop out to bring the save (Okay) button into view.  Click Okay. 

 

 Click “Refresh” to update the lister.  

 Now your screen will look like this! 
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 To Print/Save, click “Print”. 

 On this pop-out, we want to NAME our file.  

 Use the following format: 

 YEAR (YYYY) Semester (ex: SU/SP/FA) Class ID (XXXXX) Class Name Your Last Name (and first initial if there is 

more than one instructor with your surname) Daily Attendance and the date (YYMMDD). 

 

 Click Preview. 

 

Click Export to Save an electronic version (pdf) to your Z-drive, flash drive, or wherever else you keep your electronic 

records. 

Once your class is done, this should be uploaded as your backup data to Rosters+.  Again, DO NOT PRINT!!! 

 


