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DDaaiillyy  AAtttteennddaannccee  
DDaaiillyy  AAtttteennddaannccee  IInnffoorrmmaattiioonn  
The Daily Attendance screen lists all students marked absent or tardy for the entered date.  Items are color-coded for 
convenience.  This coding matches the coding on the student’s attendance tab.  
  
Some attendance reports can be generated from this screen as well.  
  
To change the date of the daily attendance, re-enter the date in mmddyy format or click the calendar icon to select a date, 
and click the Refresh button. The attendance entries for the new date will then be displayed. 
 

 
 

AAcccceessssiinngg  DDaaiillyy  AAtttteennddaannccee 

 

 

 
1. From the Index, select the Attendance folder 

by clicking the plus (+) sign next to the 
folder or by clicking on the name of the 
folder.  

 
2. Select the Daily Attendance option within 

that folder. 

EEnntteerriinngg  AAtttteennddaannccee  UUssiinngg  DDaaiillyy  MMooddee  
 

 
 
 

 
Users can modify the attendance information 
from Daily Attendance in two ways.  

 
ONE WAY 

1. Click the Attendance Code for a certain 
period for a student.  This will display the 
detail for that entire day.  
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2. To change the entry, select the appropriate 

Attendance Code from the drop down list. 
 

3. Modify the comments if needed. 
 

4. Click the Save icon.  
 
 
 
 
 
 
SECOND WAY 

1. Click the student’s name in the list of 
students.  

 
 
 
 
 
 
 
 
This will display all attendance entries for the 
school year for that student.  
 
2. Items can then be edited by clicking on the 

Date or the Attendance Code of the 
attendance entry. 
 

3. Then repeat 2-4 above to modify the 
attendance record. 

 

GGeenneerraattiinngg  aa  SSuummmmaarryy  RReeppoorrtt  

  

 
From the Daily Attendance tab, select the 
Summary Report icon.  
  
A report listing the attendance entries for the 
entered date will display in a PDF (Adobe) 
document. 
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GGeenneerraattiinngg  aa  CCaalllleerr  RReeppoorrtt   
From the Daily Attendance tab, select the 
Caller Report icon.  
  
A report listing the Unknown attendance 
entries for the entered date will display in a 
PDF (Adobe) document.  The student’s name, 
contact information and phone number 
(guardian’s home number, work number, and 
cell number) will also be listed. 


