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Attendance Review  
 
Welcome to the Attendance Review link of the Academics module. This link is designed to allow 
academic administrators evaluate attendance.  
 
Highlights of the Attendance Review link: 
1. Administrators can see who is absent for the current date and send an email to all parents 
and/or students if they choose to do so. 
 
2. Administrators can decide the number of days for which they would like to see students who 
have been absent for. 
 
3. Administrators can set multiple thresholds to send e-notifications.  
 
4. Administrators can decide who should get the e-Notification  
 
5. Administrators can see the number of e-Notifications received by students who have been 
absent for at least 3 days.  
 
Attendance Review by Date 
Attendance Review by Class 
Comments for Absenteeism 
 
 
1. To begin, click on the Academics link and then click on the Attendance Review link.  
 

 
 
Attendance Review by Date 
 
The default view of this page is Attendance Review by Date which is today's date. This means 
that you will see a list of students who were marked absent for today. Below you will see 
students absent in the current marking period up to today's date. On top of the Attendance 
Review page you will see Search options. You can search for absent student by selecting the 
Grade and Date or by Last Name.  
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2. In "Student Absent on Date" you will see the students marked absent for today or for a date 
you selected above. You will see the student’s name and the class they were marked absent for. 
The number in the “# Absent” column will always be one. This means that this student was 
absent today. You will then see two columns, E-mail Student and E-mail Parent. In those 
columns, there are checkboxes. Select the checkbox to send an e-mail to the student or parent.  
Click on the student's name to view the student's profile. Click on the number in the “Absent” 
column to view attendance details for this student.  
 

 
 
3. Schools can decide to an e-notification sent for absences lasting either 3 days or 5 days. This 
means that when any student has been absent for 3 or 5 days consecutively, the system will 
send an automatic notification of excessive absenteeism. The email contents can say: “Hope you 
feel better. We look forward to seeing you back at school soon.” The e-mail will automatically be 
sent to parents, students, administrators and homeroom teachers. 
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4. In addition to this, administrators can send e-Notifications to students and parents for 
absenteeism at any time. Simply select the student and his/her parents and click on the Compose
E-mail button. This will take you to the Compose E-mail page where you type your message. 
Click on SAVE once you are done.  
 
Attendance Review By Class 
1. Administrators can review attendance by class. To do so, click on the Review by Class link 
located on top of the Attendance Review by Date page. 
 

 
 
2. On the Attendance Review by Class page you can search for attendance by selecting Grade, 
Month, Class and Attendance Status. Make your selection and click on the “GO” button. A list of 
students matching the search criteria will be generated.  
 
You will see the student's name and Attendance Status. You will see a number in each of the 
Attendance Status columns. Ex. if there is a number 5 in the A column, this means that this 
student has been absent for five days. The % of Absenteeism for current month column 
calculates the % of a total number of days the student has been absent for the current month. 
You can click on the Details link to view detailed attendance for this student. To send an e-mail to
students and or parents, selecting E-mail Student and W-mail Parent checkboxes and click on the 
Compose E-mail button.  
 
Attendance Status legend: 
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Comments for Absenteeism  
 
This link displays students who have received an "Excessive Absenteeism" e-Notification. People 
who have access to this link can write comments for such students.  
 

 
 
 
On the Admin Comment for Absenteeism page you will see the student's name, Grade and the 
number of excessive absenteeism e-mails which were sent to this student. For each e-mail listed 
there, academic administrator has an option of entering comments. Enter absenteeism comments
for any student by selecting his name and clicking on the Update button. 
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On the next page enter your comments and click on the SAVE button. Other academic 
administrators will be able to view your comments.  
 


