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AAtttteennddaannccee  TTaabb  IInnffoorrmmaattiioonn  
VViieewwiinngg  AAtttteennddaannccee  IInnffoorrmmaattiioonn 
The student’s Attendance tab provides a history of attendance records for the calendar of enrollment.  
  
On the left-hand side is a Term summary, listing the absences and tardies for each period in each term.  
  
The right-hand side lists the attendance detail in chronological order, with the most recent event listed at the top of the 
screen. The attendance records are color-coded and are listed with the attendance codes that were assigned to them.  
  
Attendance Codes are entered with both a Type (absent or tardy) and an Excuse (unknown, excused, unexcused, exempt). 
The excuse of attendance mark determines the color of the entry. 

 
 
AAcccceessssiinngg  SSttuuddeenntt  IInnffoorrmmaattiioonn 

 
 

 
1. From the Index, select the Student 

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

2. Select the General folder within Student 
Information folder.  

 
3. Search for a student using either the Search 

tab or the Advanced Search option.  
 
4. After selecting a student, click the 

Attendance tab. 
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AAddddiinngg  AAtttteennddaannccee  RReeccoorrddss  

  
  

  
  
 
  

 
1. From the Attendance tab, click the New icon.  

The screen will refresh, showing a drop-down 
list for each period.  
 

2. Enter the Date of the attendance in the 
Attendance Information area.  The date will be 
defaulted to the current date.  If the date needs to 
be changed, enter the date in mmddyy format or 
click the Calendar icon to select a date.  Then 
click the Refresh button.  

 
3. For the periods in which the student was absent 

or tardy, select the correct Attendance Code 
from the drop-down list..  

 
4. To apply the same code to the entire day, 

select the Attendance Code for the first 
period, then click the Fill Down button. 

 
5. Enter any comments for the attendance in the 

Comments field.  
 
6. Click the Save icon when finished.  The new 

attendance record will be listed on the main 
attendance tab screen.  
 

NOTE:  Attendance entries will only be applied 
to those periods where the student is scheduled 
into a section.  If the student is not scheduled, the 
entry may be filled in to that period, but it will be 
saved. 
 

DDeelleettiinngg  aanndd  AAtttteennddaannccee  RReeccoorrdd  

 
 
 
 

 
1. From the Attendance tab, select the 

attendance record that needs to be deleted in 
the date breakdown grid by clicking the Date 
of the record or by clicking the Attendance 
Code in the period.  The screen will refresh, 
showing the detail of the entry for that date.  
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2. Click the Clear button at the bottom of the 

period breakout list.  This will remove the 
attendance codes from the periods.  

 
3. Click the Save icon when finished.  The 

record for that date will have been deleted. 

PPrriinnttiinngg  SSttuuddeenntt  AAtttteennddaannccee  RReeppoorrttss  
 

 
 

 
Two attendance reports are available from the 
student attendance tab.  
 
To view these reports 
 
Click the Period Detail printer icon.  The Period 
Detail report lists the chosen student’s attendance 
history, broken down by period. 
 
 
 
 
 
 
 Click the Daily Detail printer icon.  The Daily 
Detail report lists the student’s attendance history 
by date. 
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