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Mid-Term 

 Identifying Students With High Class Absences for possible Denial of Credit 
 
 

 First you run the Attendance By Course and History report.  

 Go to Attendance > Count > Attendance By Course and History 

 

 Important points about this setup box: 
 - Choose the date range for 1st semester 
 -Choose your cut off number that you are using for absences. I put 10 in this case but check 
  with your administrator.  
 -Make sure you choose both P1 and P2 (first and second 9 weeks)  
  -Skip Codes are the codes you  
   DO NOT WANT TO COUNT.  
 -For all attendance reports skip codes:  
  D Doctor note verified 
  All P codes 
  All N codes 
  18E Religious Holiday 
  48E Late Bus 
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You will now see a summary for each student with the course and the number of absences for each 9 
weeks (GP1 and GP2) along with the total absences (Total). 

 
 

**After your school administrators have reviewed the list and determined which students will be denied 
credit, go down the list and choose the student/course combinations that you want to give a failing grade to 
due to excess absences. 
In this example I’ve chosen lines 2 through 4.  
 
 
At the bottom of the screen you see:  

 

Click on the AutoFail button to give the attendance failure (*) to the students in these courses for both P1 and 

P2.  (Remember, the * will only post in P1). 
 
 You will get this message:   

 
   
 
 
Click Yes. 
 

 
 
 
 

 
 

You will then be given confirmation the update is complete for 
the classes list in Auto Fail Update box.  
Click OK. 
You can verify this in Post Grades by Student. 
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If you go to Grades and Post Grades by Student, you will see the subjects that were failed due to absences. 
 

 

 

They have the asterisk behind the 
grade only in P1. 
 
 
 
 
 
 
 

 
 
When final grades are calculated, any marking period with an * will result in a final average that includes an *, 
which is a failing grade. The program prevents the final average from getting an * when averages are 
calculated if the student failed the course academically.  


