
 
 

Secondary Attendance - Office 
 

School View > Attendance TT > Class Office ST 
 
Individual Students who are absent entire day 

 
1. Find the student whose record you would like to update 

 

2. Click on the ellipsis (…) in the Daily Code column 

 

 

 

 

3. Fill in the necessary information:  absent, excused?, portion absent 1.0 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Save 
5. Click on the >> in the Daily code column to push the 

attendance to all Periods 

 

 

 

 

 

6.  A pop up appears – Select Ok 



 
 
 

 

Individual Students that are absent a portion of the day 

 

1. Find the student whose record you would like to update 
2. Click the ellipsis in the Period column in which the student will be absent 

 

 
 

3. A popup will appear with the Course Information 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
4. Fill in the necessary information 
5. Save 
6. An absence will appear for only that period 

 



 
 
 

Lates and Dismissals 

 

1. Find the student whose record you would like to update 
2. Click on the ellipsis (…) in the Daily Code column 
3. Fill in the necessary information, Absent, Late, Portion absent, excused? 
4. Click Add below the Arrivals & Departures 

 
 
 
 
 
 
 
 
 

 
 

5. Select Type, Time arrived or Time dismissed, and if it is excused 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

6. Click Ok 
7. Click Save 

 
 



 
 
Multi-Add Class Attendance 
 
You may like to use this option to enter multiple absences from your call-in sheet (e.g. 

all students who are absent-excused for the day). 
 
 

Path: Attendance TT > Class Office ST 

1. Click the Multi-Add Button  

 
2. In the pop up, click Selection, which opens another pop to allow you to select multiple 

students who have the same reason for absence. 

 

 

 

 

 

 

 

 

3. After making the selection of the student, enter the absence details appropriately. 

  


