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By the end of this session on Daily Attendance, you will have learned how to do 

the following:  

 

 

­ Set up the codes in the Attendance Module, customizing it to your schoolôs attendance policy. 

­ Print out manual attendance forms.  

­ Create ñtodayò in the Master School Calendar. 

­ Manually enter daily attendance for students and staff.  

­ Customize and print out the Daily Attendance Bulletin. 

­ Import daily attendance from teacher grade books.  

­ Correct daily attendance entries. 

­ Send corrected daily attendance back to teacher grade books. 

­ Batch enter attendance codes. 

­ Print out various reports from the Daily Report Writer program.  

­ Create User Defined Tasks in the Daily Report Writer program. 

­ Understand the Report Writer Specifications screen and how to use it to print a report which 

has the exact information you want.  

­ Understand how to use the Duplicate Letter Check to generate ñstepò letters. 

­ Modify Attendance letters in the Daily Report Writer.  

­ Have a better understanding of some basic Attendance Report Writing codes. 

­ Learn how to export attendance information to ExcelÊ 





Daily Attendance Overview  

Register Codes vs. Attendance Codes  

Register Codes are the overall categories of what  a student is...  

 

 

Attendance 

Codes are the reasons why  a student isé 
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