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5. Click a teacher’s name to see a list of the teacher’s classes 
and the attendance status for each class 
 

 
6. Click OK to close the window 

7. View the progress indicators to determine which teachers 
have or have not submitted attendance: 

A green highlight with a check mark means that the teacher 
has submitted attendance for all of his or her classes. 

A yellow highlight with an exclamation point means that the 
teacher has submitted attendance for only some of his or 
her classes. 

A red highlight with an exclamation point means that the 
teacher has not submitted attendance for any of his or her 
classes. 
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The Attendance page is often divided into four tabs: Reports, Daily, 
Meeting, and Consecutive Absences. 

The Reports tab contains links to several attendance reports that 
the office staff will use frequently.  

Then based on the attendance mode or modes selected on the 
Attendance Preferences page for the school, you’ll see the Daily 
tab, the Meeting tab, or both tabs. 

Use these tabs to view and filter today’s attendance data. At the 
top of the page, you’ll find a visual representation of certain pieces 
of information. For example, on the Daily tab, you will see tiles that 
represent the number of absent students, tardy students, and 
students with unexcused absences for the current day. At a glance, 
you see the numbers associated with these categories. 

Click the Meeting tab to see a quick, comprehensive look at school 
attendance information for today, and to view which teachers have 
not submitted attendance. 

The date, student counts, and filters all look the same as on the 
Daily tab. However, the Meeting tab has one more section called 
Attendance Submissi
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6. Enter any desired header options 

7. Review the print options 

8. Click Submit                                                                                                            
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Use this report to review data that you will submit for regulatory 
compliance purposes. This report displays converted attendance 
values.  

In the example below, A = 0, T = .5, and P = 1.0.  

Before running the report for the first time, check that Meeting is 
set as the attendance mode default in School > Full-Time 
Equivalencies > Select a FTE to ensure accurate report results. 

1. On the Start Page, click System Reports 

2. Click Student Attendance Audit 

3. Select the students and grade level(s) to include in the 
report 

4. Select a reporting segment, or enter the beginning and 
ending dates to review 
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