
Attendance Processing 

Class Teacher 

 
As St Margaret’s College is now approved for electronic attendance the hard 
copy attendance registers and roll books are no longer necessary.  However 
the entering of attendance for each class is COMPULSORY.  
 
NB - Period 1 attendance must be completed by 9.25am daily as it will be 
used to determine if a student has arrived safely at school.  Any teacher who 
has not entered their Period 1 attendance will be phoned and emailed by the 
School Office. 
 
All other Periods must have their attendance entered by the end of every 
lesson.  Any teacher who fails to enter their attendance will be contacted and 
the Deputy Principal Staff will be informed. 
 
If you are absent, your reliever will complete your attendance either 
electronically or using a “Relief Teachers Attendance Form” which will be 
processed by the School Office. 
 
 
1) Process attendance for your Class 
 

a) Main Menu  Teachers  Attendance  Enter Daily Attendance 
b) Click on the Period button to get today’s view 
 

     
c) If your Teacher code does not appear or you are relieving for another teacher click 

on the Teacher code button  
d) Enter your Teacher code or the Teacher code of the teacher you are providing 

relief for.  Click the ‘View’ Button on the screen that appears. 
e) Click on class button for the class you are teaching.   The class list will appear. 
f) Click the appropriate box for any student who was not in class.  (You do not have 

to click those who were present.)    If the School Office has already marked the 
attendance for a student please do not change it.   

g) If you have no idea where your student is then click on ‘Not in Class’.  This will 
enter the text ‘Absent/Unknown Reason’ 

h) If you know the reason for your student’s absence click on ‘Other’.  Clicking 
on ‘Other’ will result in the Reasons box being displayed.   Please only select from 
the reasons not crossed out.  Those that have been crossed out are not being 
used by our school. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
i) If your student arrives late then you will need to adjust her status to ‘Late to 

Class’.   On doing this you will be asked for the reason for the change.  Either 
enter the reason in the top field or select from the drop down list below. 

 

  
 
j) Once all absences are entered double click on the Finished button to set all 

other students as Present. 
 
 
2) If you are going on a class outing please let the School Office know who is 

attending and for how long.  They will mark the attendance for the whole class 
on the day. 


