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4. Click on the Attendance Tab for that student 

 
 

 
 
 
5. Since teachers are taking attendance each period, you will be adjusting the period when the student 

walks in.   
• If the student walks in before the halfway mark for that period, you will be changing the absences 

for that period to a tardy.   
• If the student walks in after the halfway mark for that period, then you will change the unknown 

absence to excused or unexcused absence and make a note in the comments field that the student 
came in after the midway point for that period.   

• Any periods prior to the period that the student walked in the door will remain as absent.  
6. If the teacher has already marked the student as absent, you will see an entry with today’s date.   

 
7. Click on the date to open it.   
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8. Click Save 
9. If the teacher has NOT marked the student absent yet, click New.   

 
 
10. Today’s date will be listed.  Click on the drop down arrow beside your homeroom period and choose the 

appropriate code.  
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11. Click Save 

 
Students That Leave Early 

1. From Index, click on Student Information 
2. Click on General 

 
 
3. Search for the student 
 
 
 
 
 
 
 
 
 
 
 
4. Click on the Attendance Tab for that student 
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5. Click New.   
6. Today’s date should be listed 

 
 
7. If the student is leaving BEFORE the halfway mark for that period choose either Excused or Unexcused 

Absent.  If the student is leaving AFTER the halfway mark for that period, choose either Check Out 
Excused or Unexcused for that period.  Mark the rest of the periods for the day as Excused or 
Unexcused Absence. 

8. Click Save 
 
Entering Excuses 

1. From Index, click on Student Information 
2. Click on General 
3. Search for the student 
4. Click on the Attendance Tab for that student 
5. Find the absence date you need to Excuse and click on the date to open it. 
6. Using the drop down arrow choose the appropriate Excuse code. 
7. Click Save 

 
 
 
 
 
If You Need To Take Attendance For A Class Because The Teacher Is Out: 
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1. From Index, click on Attendance 
2. Click on Classroom Monitor 

 
 
3. Make sure the date is correct 

 
4. Find the teacher and click on the appropriate section 
5. Mark the students 
6. Click Save 
7. This is also where you can check to make sure all teachers have taken attendance.   


