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The Attendance tab of the Campus Portal allows parents to track student attendance using a variety of summary 
options and attendance views. 

Attendance through the Calendar Tab 
Attendance information is accessible through the Calendar tab in both the Family and Student sections of the 
navigation pane. The tab defaults to the current month, but clicking the black arrow icons on either side of the 
month allows users to view previous and future months 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Clicking the Bell attendance icon will generate a detail 
window for that specific attendance event. 
The Description column indicates the type of attendance 
event that occurred. These descriptions are set by the 
district. 

Switch Student Menu 
Will be used later in 

this tutorial 
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Attendance Tab 
The Attendance Tab is accessible from the Student section of the navigation pane, after a specific student has been 
chosen from the Switch Student menu. This section provides a variety of summary and detail options for viewing 
attendance information. This section updates in real time, as the teacher or attendance clerk enters daily or period 
attendance. 

Attendance Calendars 
The attendance calendar at the top of the attendance screen provides color-coded absence and tardy information for 
the selected student. The current day is outlined in blue. Clicking the black arrow icons will allow the user to view 
previous and future months. All instructional days can be selected. Non-instructional days are grayed out and cannot 
be selected.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The attendance colors are defined as follows: 
 

Color Code  Definition  

Green Excused 

 Parents notified the school with a reason for the absence and district policy 
determines this it to be an excused absence, such as illness, funerals, medical 
appointments, etc. 

 

Red Unexcused 
 Districts have determined that the absence is not excused. This might 

include truancy, skipping, etc. 

 

Grey Exempt 
 These are usually school-sponsored activities/events, or and absence verified 

with a note from the doctor’s office 

 

Yellow Unknown 

 School staff have not verified the reason for the absence. 
Attendance taken by the teacher displays in yellow until it has been verified by 
school staff and an excuse type has been assigned. 

 

     

   James 

Student Selected from 
the Switch Student Menu 
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Clicking on an instructional day will generate a detail window including any absence or tardy information for that day. 
The window displays attendance information by period, including the period of the course, the name of the course and 
the time the course meets. Attendance Event information is found in the Description column, attendance Comments 
appear in the far right column. Clicking the 'X' in the top right corner of the detail window to return to the original 
attendance screen. 
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Summary Options 
Below the Calendar, four tabs allow users to view summaries of attendance information by Course, by Period, by Day 
and by Term. Dates in the summary tabs can be selected to generate a detail window. Selectable links appear in blue 
text. 
 
Summary By Course 
Clicking the Course tab within the attendance section will display attendance events sorted by the courses in which a 
student is enrolled. Courses appear in numerical order by course number with the teacher's name following. 
Attendance information is summarized by event type. Totals for each event type are located at the bottom of the tab. 

Clicking the arrow next to the name of a course will expand a list of all attendance events for that course. Dates and 
attendance event counts will appear in blue and can be selected to display a detail window. 
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Summary By Period 
Attendance information can also be summarized by class meeting times by selecting the Periods tab. Clicking the black 
arrow icons on either side of the Term name will display information for previous or future terms. The date range of 
the term appears below the term name. Attendance information is summarized by event type. Totals for each event 
type are located at the bottom of the tab.  

Clicking the arrow next to the name of a period will expand a list of all attendance events for that period. Dates and 
attendance event counts will appear in blue and can be selected to display a detail window. 
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Summary By Day 
The Day tab lists all attendance events for the school year beginning with the most recent. Each day is broken up by 
period. Events from different terms are divided by a gray line. Events are color-coded based on the same system as the 
Attendance Calendars and the following abbreviations: A: Absent  T: Tardy 
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Summary By Term 
Clicking on the Term tab will sort attendance information by quarter. The dates included in each term are listed next to 
the term name. 

  
Attendance information is summarized by event type Periods Absent, and Tardy. Clicking the arrow next to the name of 
a term will expand a list of dates on which attendance events occurred for that term. Dates, attendance event counts 
and totals will appear in blue and can be selected to display a detail window. 
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