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Attendance 
Taking Attendance in the SchoolsOnInet system is a snap. Attendance can be Daily 

and Period wise. 
  
1. To begin click on the Attendance link located in the Academics module.

  
2. On the Attendance page first select the Date for which you want to enter 
attendance. Now from the Class dropdown menu select the Class. Click on the GO 
button.  

  

3. On the Class Attendance Entry page you will see few options. 

a. To mark all students as Present, click on the Present Checkbox and all students 
will become selected, marked as Present. The same applies for Absent, Late, 
Signed Out & Dismissed.  

b. To take individual attendance, locate the student's name for whom you want to take
attendance and click on the circle in the appropriate column to mark the attendance.   

c. You can also enter comments for the whole class or for each individual student. To 
enter comments for the whole class, type your comments in the Comments text box 
on top of the page and click on the checkbox right next to it. This will automatically 
copy what you entered for all students. To enter comments for individual student, 
locate the student's name on the list and type your comments in the Comments 
column for this student.  

Click on SAVE once you are done taking attendance.  
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You can also view an Attendance Summary for a particular class. The Attendance 
Summary page displays attendance statistic for a particular class for the current 
marking period. On the Attendance Summary page you can search for students based 
on their Attendance Record.  
  
1. To review the Attendance Statistics for a particular class select that class from 
the Class dropdown menu. Select the checkbox next to Attendance Summary and 
click on the GO button. 

 
  
2. On top of the Attendance Summary page you will see Marking Period, Teacher 
and Class information. Below you will see a list of the students in this class and a 
summary of their attendance. You will see how many times each student has been 
Present, Absent, Late, Signed Out  and Discharged.  

  
3. To search for students based on the attendance status first select the Status as 
shown below. You can search on students by days Absent and Late. Once you have 
selected the status, select the number of days from the dropdown menu as shown 
below. Click on the GO button. On the next page you will see your search results.  
  

  
4. To modify the attendance for a particular student, click on the Details link in the 
Details column for that student.  

On top of the Attendance Details page you will see teacher's name, student's name 
and the Class. Below that you will see the attendance details for this particular 
student.  

You can modify the attendance by selecting a different attendance status from the 
Modify dropdown menu. You can also add and modify comments by entering or 
changing the information in the Comments textbox.  
One you are done making changes click on the SAVE button. 
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