
TEACHER ACCESS GUIDE

Post Daily Attendance
By Name
By Seating Chart
Assign Seats

You can take attendance through Post Daily Attendance by using either Take Daily 
Attendance-By Name or the Take Daily Attendance-By Seating Chart. You can also 
take attendance by going to the Attendance tab in the Gradebook.

Take Daily Attendance – By Name

Select By Name in Post Daily Attendance.

All students default to present and you need to select either Absent or Tardy for a student. 
You may also see a third option that is determined and set up by the entity. 

Cmt

The Cmt allows you to enter an attendance comment; with the maximum comment length 
of 30 characters. This option will depend on the attendance setup for the district.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Counts
The Counts that display will depend on the attendance setup for the entity. The values will 
reflect the number of times the student missed your class.

Alert Legend

The Alert Color Legend will show you what the different colors next to the student’s name 
mean. The Alerts that display depend on the setup of the attendance for the district.

You can click on the Alert box to see additional information related to the alert.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Show Today’s Attendance for All Periods

Once Show Today’s Attendance for All Periods has been selected, you will then see that 
it shows the students’ attendance for the entire day by periods.

View Class Summary

This will show you a summary of attendance and grade information for your class. This 
shows all of the students as well as their grades, tardies, and absences. Clicking on the blue 
lettering under the week for attendance will show the Attendance Detail attached to the 
letter.

Show Percent Earned in Gradebook

Clicking this option in the Class Summary will show the percent attached to the letter grade 
on the student.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Show Survey Question

Once Show Survey Question is clicked, the survey questions will display. Survey 
questions are set up administratively by the entity. They can be set up to ask for a Class 
Total or allow you to select Individual Answers per student.

Print Class Roster 

The Print Class Roster provides a listing of all the students in your class with selected 
information. 

Click Add New Template.

Enter a Report Template Name and select Save.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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You can now select the student/family information you would like to print on the class 
roster. Not all of the options can be selected to print on the report; there is a character limit 
of 122. 

After selecting the options for the report, click on the Save.

You will highlight the template you just created and select either Print or Select Different 
Classes. Print will print for the class you are currently accessing and Select Different 
Classes allows you to pick multiple classes for which to run the report.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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After you have entered attendance for the class, you will click Save.

Once the Save button is selected, the attendance will then be saved and show as green. 
Any changes will then be shown in red until you click Save.

Selecting Absences Type and Reason (optional setting)

You can choose the different Types as well as the different Reasons to reflect why the 
student wasn’t in attendance. If the student is present, simply leave them blank. The ability 
to enter Absence Types and Reasons will depend on the attendance setup for the entity. 
After you have entered attendance for the class, you will click Save.

Attendance – By Seating Chart

Select Post Daily Attendance-By Seating Chart from the Post Daily Attendance screen.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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All students default to present and you will need to select either Absent or Tardy for a 
student. You can click the paper next to the attendance to enter an attendance note. The 
comment is an optional setting determined by the attendance setup for the entity. The 
attendance will display in red until the Save button is selected.

Alert Legend

The Alert Legend shows what the alerts mean that display below the student’s name on the 
Seating Chart.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Show Pictures

When the Show Pictures option is selected, it will show the pictures for the students if the 
district has loaded the pictures in the database.

Printer Friendly Listing

This option will allow you to print a copy of your seating chart. If you display the pictures on 
the seating chart, the Printer Friendly Listing can also print the pictures.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Modification of Prior Day(s) Attendance

You may have the ability to modify a prior day(s) attendance depending on the setup of 
attendance for the entity. You will select Post Daily Attendance-By Name.

You will need to display previous weeks attendance. Then click on the previous date cell for 
the student whose attendance you want to modify. The number of days you can update 
attendance wil depend on the setup of attendance for the entity.

You can update the attendance for the student and click on Save.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Post Daily Attendance – Assign Seats

Once the Post Daily Attendance - Assign Seats has been selected, you will then be able 
to select a student and then assign them to a specific seat.

Number of Rows/Number of Seats Per Row
This option can be set to whatever dimensions you need for your class.

Show Pictures
The Show Pictures option displays the student pictures in the seating chart.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Clear Seating Chart
This option will clear the seating chart and allows you to start from scratch. The students 
will appear on a list on the side.

Auto Assign Seats
This option is used to assign students by either first name, last name, or at a random order.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.


