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page) 

 

 
Pathway: Attendance Module  Daily Attendance  Mass Entry 

Daily Attendance Mass Entry Screen  
This would be the typical method for Attendance Secretaries to record attendance when a parent calls in. 

 

                                                                 
 
To add a record for a student who is going to be Absent or Late entry 
Steps: 

1) Click in the first blank row. 

2) Click the  mark to query for a student 

Choose whether you would like to 
Query/Update existing entries. 

A Default code can be selected for all 
students in AM or PM or Both 

Students marked Absent or Late 
appear in the list. 

The Reason field previously entered 
can be overridden.  

In this view you can Query for a 
student. 

3) The following window opens (see Daily Attendance Mass Entry Part 2 - Insert/Delete page 2) 
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Attendance Secretary:  
Daily Attendance Mass Entry Part 2 -
Insert/Delete (p 2 of 2 - continued from previous 
page) 

 
 
Steps continued 

3) The following window opens 

 

You can query on any field listed 

The Select button will close this screen 
and place the student in the list of 
students on the Daily Att – Mass Enty 

4) Query for the student , using any of the listed fields 
5) Click in the row of the student you are looking for 
6) Click the Select button 
7) See Daily Attendance Mass Entry – Query/Update Method for the 

remaining steps to record attendance 

 
 
NOTES: 
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