
How to Process Attendance 

- Click on MBA Attendance Monitor 
- Click on Process Attendance (Not Process attendance Rules) 
- Set your parameters – Click Search 

 
 

Begin to process your attendance.  You can sort by any column, you can delete any column 
under column filters. You can also, pull down attendance code bar and sort by one individual 
attendance codes. 

 

Continue to process attendance, aligning our attendance code to the code parents assigned.   

 

You will also see any attendance that has been submitted by teachers, it will be much easier 
to do all of your attendance directly from this page. In this system it’s called Non-Reported 
Attendance. 

 

Click Submit Attendance when done.  When you hit Submit the information will roll over to 
PowerSchool Attendance.  Even if you have not completed the entire page, go ahead and 
click Submit Attendance if you are going to be out of the page for any length of time.  When 
you are ready to do attendance again just click on Process Attendance and start again. 


