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Daily Attendance  

Once the attendance has been taken by the teachers (verified by the classroom monitor) , 

the Daily Attendance page can be used to verify student attendance taken by the 

teachers.  The Daily Attendance tool displays student attendance events (absences or 

tardies) for a given day. From here, individual student attendance can be processed.  

1) Select the upcoming Year, School, and Calendar 

 
 

2) Click Attendance > Daily Attendance 

 

3) Daily Attendance displays the current date by default.  To view attendance from another date, enter the 
date in the Date field or select the calendar icon.  
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4) An Ad Hoc Filter can also be applied to narrow your list of students that display. An Ad hoc filter can be 
selected that contains students in a particular section, participating in a particular program or involved 
in after-school activities. When selected, only those students included in that filter who have attendance 
entries for the entered date display on the Daily Attendance editor.  Select the Ad Hoc Filter drop down 
and choose the filter from the list.   

 
 

5) The attendance records are color coded based on the type of attendance code that has been placed on 
the record.  All records in YELLOW indicate that the attendance information was entered by a teacher 
and needs to be processed/verified by the attendance clerk.  All attendance should be processed at the 
end of the day; no records should be left in yellow.  

 
Select an attendance record to verify or edit the attendance on a student.  Once the attendance has 
been saved from this screen, the record will populate as green or red based on the attendance code 
applied. 
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6) The attendance record will change from yellow to green, red, or gray depending on what attendance 
code is applied to the record.  

 
 

Daily Attendance Report 
The Daily Attendance Summary Report displays the attendance events for each student and period for the day 

entered on the Daily Attendance Tab. An explanation of the codes describing each attendance event appears at 

the end of the report. Homeroom teacher, when used, appears below the student's name. This report displays 

all attendance entries for the day, including those with an Unknown excuse and those that have been processed 

by the attendance office. 

1) Click on Summary Report to get a print out of the day’s attendance.  
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2)  The Summary Report will give you a print out of the daily attendance tab 

 
 

Caller Report 
The Daily Attendance Caller Report can be run to generate a list of students whose parents/guardians may need 
to be contacted to determine the status of the attendance event. Contact information displays along with the 
details of the attendance event for each student.  The Caller Report displays attendance events on the entered 
date that have a status of Absent and an Excuse type of Unknown. 

1) Click on Caller Report 

 
2) The Caller Report generates a list of students whose attendance has not been verified and will display 

parent/guardian contact information.  

 
 


