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Using Attendance for Today 
 
Purpose: Administration – Instructions for using the Attendance for Today pages loaded on 
Grant Wood AEA supported sites. 
 
The Attendance for Today module provides you with a launching point to accomplish all your 
daily attendance functions.  From this one page you can view all students counted absent 
for the day; link to their demographic page; see quick link, which opens a new window to 
change their attendance; phone number, mother and father information for making calls to 
verify absence; link to a new window to enter attendance for a student you just found out is 
absent. 
 
To use Attendance Today for taking DAILY attendance: 
 

1. Click on Attendance Today on your Start Page (under Functions in left menu) 
2. The Attendance Today appears 
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This part of the page is where you enter search 
criteria to bring up students who are absent, or 
who match another attendance code you 
request. 

This section of the 
page is where data is 
listed for the search 
you have done in the 
above section 

Use this link to open the 
meeting attendance page for 
the selected student 

Use this link to open a new daily 
attendance window where you can 
enter daily attendance for any 
student. 
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A typical scenario for taking Daily attendance follows: 
 

1. Teachers mark students absent using PowerTeacher. 
2. Secretary opens Attendance Today and starts a search. 
3. Use the drop down to find the “A” code for absent. 
4. Click “Hide Meeting” to hide any meeting attendance information from results. 
5. Click Submit 

6. All students that have been marked absent, “A”, today will appear in a list. 

7. If you do not know why a student is absent, use the listed phone number to call the 
mother or father to determine the reason for the absence. 
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8. If you know that a student has an excuse for his/her absence, click the “A”. 
9. An Edit Daily Attendance page will come up where you can chance the attendance code 

and enter a comment for that student. 
 
 

10.Click Submit. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

11.Click the refresh 
button on your 
browser (Explorer or Firefox or Safari)   

 
 

12.If you get a confirm 
page, click OK  

13.The student you just 
updated will disappear 
from your list. 

14.Repeat the process for all 
students listed. 
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If you are notified that a student not on your list will not be attending school today, click the 
New Daily Attendance link at the bottom of the page. This link will bring up a new 
window where you 
can input attendance 
information for the 
student. 
 
Click Submit. 
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To use the Attendance for Today when using Meeting or Period attendance: 
 
1. Open the Attendance Daily page 
2. Enter the code, period and days 
3. Check Hide Daily 

4. Click Submit 
5. A list of students absent for period 1 (in this example) will show including the Teacher, 

Mother, Father and Home phone number. 

 
6. To modify a code click on the code. 
 
7. A new window will open with the change meeting page 

where you can modify the code for the student 
 
Remember to refresh your screen after you change a student’s 
information to update your list. 
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8. To set attendance for someone not on the list,click on Open 
meeting for this student. 


