
Attendance User Guide 

 After clicking on Attendance Form this page will appear where you can: 
 

1- First click on the date and then it will fetch the student names to take attendance, if 
you want to review past date’s you have that option as well. 
 

2- After that there are four options; Choose depending on the situation. 

 Present. 

 Late. 

 Absent with an excuse. 

 Absent without an excuse.   
 

3- After applying click the Update Attendance to save. 
4-  

 
 

 

 

 

Click on the date to recover the Attendance sheet. 

Click the Update Attendance button to save. 

Fill the Excuse Note’s here. 

Here you will be able to only view the date and time of the classes. 

Course Details. 

Click here to view full screen. 



5- If you click on the calendar button it will open a drop down list where you will be able to choose 
the desired date either for the present or past classes. 

 

 

 

 

 

Click Here 



6- If you click on the report section four options will appear: 

 Student list. 

 Attendance Sheet - Order by SSN. 

 Attendance Sheet - Order by Name. 

 Attendance Detail. 
 

 

 

 

 

 

 

 

 

 

Click Here 


