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Expand the Attendance module, and click 
Attendance Wizard to get started. 

Marking Absences 

To mark a student as excused or unexcused absent, first ensure that the 
Attendance Date is the correct date you are working in.   

Second, choose Batch Edit under Mode. 

Under Students, to search for students who have been marked absent by their 
teacher, select in the drop downs at Status/Excuse: Absent and Unknown.  This 
will filter only students who have been marked absent in the classroom. 

Click Search. 

Select students that you 
would like to add to 
your list (i.e., all 
students whose parents 
have called in to excuse 
them) by clicking on 
their names.  

Check under Batch Edit that the date 
range is correct. 

For an all day absence, start with the 
first period; click on the drop down 
for the codes, and select the 
corresponding code. 

Click the Fill Down button to put 
the same code in all of the periods, 
then click Save Attendance. 
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When a student arrives after 
school begins, you must use 
the Check In mode of 
Attendance Wizard to mark 
their arrival. 

In the Attendance Wizard, 
ensure the date is correct, then 
choose Check In for the mode. 

Index the student by entering a 
few letters of both their first 
and last names, then click 
Search. 

As with the previous section, 
click on the student’s name to 
select them. In the Check In section at the 

bottom, select the Attendance 
Code, such as Excused Tardy. 

If you are entering this student’s 
attendance after they have arrived, 
make sure to change the Current 
Time to the time of arrival. 

Click Save Attendance. 

Remember to consult your Attendance Cheat Sheet for the 
Check In time & status equivalents! 
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The Classroom Monitor is used 
by front office staff to ensure 
that attendance has been taken by 
classroom teachers. 

To access the Classroom 
Monitor, click to expand the 
Attendance module, and click to 
select Classroom Monitor. 

To view other 
dates, change the 
date and click the 
Refresh button. 

To print the 
Incomplete Teacher 
Attendance report, 
click the Print button. 

To view only Primary Teachers, click 
to select the checkbox.  Note: there are 
very few instances of team teaching, and so 
this feature may not be used often. 

In the Classroom Monitor’s grid, the cells representing each class are color-coded.  If a 
teacher has taken attendance, the cell is green, but if a teacher has not taken attendance, 
the cell will remain red.  
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Anatomy of a cell: The first row shows the course 
and section.  The second row shows the number 
of students marked present or tardy out of the 
total number of students enrolled in the class. 

Clicking on a cell will launch you to the teacher attendance 
screen.  If you have a substitute teacher, you can mark 
attendance for the absent teacher here. 

If you want to 
access another 
date, simply 
change the date 
and click the 
Change Date 
button. 
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The Daily Attendance feature allows you to view and 
edit attendance marks per day in Infinite Campus. 

To begin, click to expand 
the Attendance module, 
then click to select Daily 
Attendance. 

You have the ability to generate a 
Summary Report or a Caller Report by 
clicking the corresponding button. 

To select a 
different date 
than the 
current, enter 
the date in the 
Date field. 

To view only a 
specific group of 
students, you can 
apply an Ad Hoc 
Filter.  To view all 
students with an 
attendance mark for 
the specified day, 
leave the Ad Hoc 
Filter field blank. 

If you click on the 
Details link for a 
student, you will 
generate a Person 
Summary Report. 

You can view attendance 
marks per period in the 
grid.  Clicking on a cell 
with an attendance mark 
will open the student’s 
attendance, allowing you 
to mark an excuse code. 
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Be sure to click 
the Save button 
to save any 
changes made. 

The Fill Down button can be used to copy the 
excuse code from the first box in all subsequent 
boxes. 

The Clear button can be used to clear all boxes of 
excuse codes. 

To enter an excuse code for attendance marks, simply 
choose the corresponding excuse from the drop-down 
menu in the Code column for the period(s) the student 
has an attendance mark. 
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