Post Mass Absences

On the menu on left, Click on Attendance. Under Entry, select Post Attendance.
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6. An additional popup will appear in which you need to enter the date range and code.
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From Date and To Date should be set so that the desired attendance date range to

post absences to is selected.

Note: Weekends and holiday's will not be posted to if the date range
selected extends over such days.
Click in the Code: field to select the absence code. The excuse and reason that will be
updated based on the code selected. This information will be posted to all students

selected. (it defaults to code 04 P School Business/Ed Trip)
7. If you click in the Reason field you will be able to type a more detailed description if desired.
8. Click Post when all setup options are correct.

9. After clicking Post, a final confirmation box will appear. Click Yes if the total number of

students to be posted to and the date range is correct. Click No to exit the program and not
post the absences.



