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Classroom Attendance

• Taking Attendance

• Use of comment field to the benefit of teachers and office staff

• Read only if taken at the office

• Visual indicators if attendance is needed
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Teaching Center Attendance
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Classroom Monitor

• Monitoring what teachers have taken attendance

• Reminder to teachers that they must click ‘save’

• Recording substitute teacher attendance

• Print the Incomplete Teacher Attendance Report
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Classroom Monitor
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Substitute Attendance
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Incomplete Teacher Attendance
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Daily Attendance Processing

• Daily Attendance Processing 

• Overview of student attendance events by day

• On-screen colors

• ‘unknown’ codes should be corrected

• Scheduled Task

• Edit student attendance

• Summary and Caller reports
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Attendance Code Setup

• Absent, unexcused/excused

– Minutes deducted from present

• Absent, exempt

– Minutes not deducted

» e.g., school trip, athletic participation (not in building)

• Present, any excuse

– Minutes not deducted

» e.g., ISS, nurse office (physically in building but not in class)
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Daily Attendance Processing

• Unknown (gold)

– Ensure all are resolved

– Scheduled task available

• Excused (green)

• Unexcused (red)

• Exempt (grey)

– Generally student is not in attendance; minutes not deducted from ADA
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Daily Attendance Processing
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Scheduled Task to Set Unknown

• Campus Community Update Unknown Absences to Unexcused Absences

https://kb.infinitecampus.com/help/task-scheduler#TaskScheduler-UpdateUnknownAbsencestoUnexcusedAbsences
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Edit Student Attendance

1. Click on A

2. Enter Code / Comments

3. Fill Down

4. Code and Comments are filled 
Save

5. Attendance is updated to AEX
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Attendance Summary Report
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Attendance Summary Report
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Attendance Summary Report
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Caller Report

• Helpful in resolving unknown Absences
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Attendance Entry Wizard

• Think of numbers as steps into creating or editing an entry

• Different Modes

• Create attendance entries

• Edit attendance already entered in the system

• Check-in/out Mode: calculates present minutes for accurate reporting

Use of Attendance Entry Wizard to work more efficiently
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Attendance Entry Wizard

1. Date

2. Mode

3. Students - search

4. Based on mode selected
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Attendance Entry Wizard - Mode

• Daily

• Period

• Batch – date range, time span

• Edit – one student at a time

• Batch Edit – could be used to update unknowns

• Check In – assumes student has a record

• Check Out



REPRODUCTION OR QUOTATION, IN WHOLE OR IN PART, IS STRICTLY PROHIBITED.
Copyright ® 2025-2026 Computer Information Concepts, Inc.

Simple II Powerful

Attendance Entry Wizard – Search options

• Last name / First Name

• Grade

• Student #

• Attendance Code (already coded)

• Status/Excuse (already coded)

• Course – Section (Sixth Grade Trip)

• Period

• Ad Hoc
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Attendance Entry Wizard

https://training179.infinitecampus.com/campus/TrainingWY01.jsp
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Attendance Communication

• Create a daily attendance message

• Can specify what qualifies parents to receive a message

• Can save the message as a template to be used when needed

• Attendance Messenger Scheduler

• Schedule messages from saved templates

• Can be used to send out messages in bulk daily

• Acts as reminder to parents to contact school regarding absence
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Attendance Messenger
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Attendance Messenger
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Attendance Messenger
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Attendance Messenger Scheduler

• Looks at current day’s attendance

• Daily –if needed multiple times, 
set two schedules, i.e., AM/PM

• Hourly – does not send more than 
one per student per day
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Attendance Contact Log

• Track communication regarding student attendance

• Works in conjunction with attendance letters
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Attendance Letters

• Create attendance letters with specific qualification criteria

• Run attendance letters against a list of students

• Resulting letters are of students who met the qualification criteria

• Option to print letters and create attendance log entries with one button

• From Campus Forum a workaround to send by Messenger using an ad hoc 
based on ‘printed’ and logged letters

https://community.infinitecampus.com/forums/showthread.php?14570-Emailing-Attendance-Letters/page2
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Attendance Letters
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Attendance Letters
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Attendance Letters – Preview
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Attendance Letters –Print
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Attendance Letters –Print
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Attendance Letters –Print
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Attendance Tips & Tricks

• Student absences

• Add attendance code after confirming with parent/guardian

• Fill down to mark out for remainder of day

• Teachers see code and comments (read only)

• Changes can be made when called for

• Attendance Wizard for clean up

• Make bulk edits with ease using search parameters

• Use of activity courses for attendance purposes
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Reports

• Most commonly used

• Sub Attendance Roster Report

• Lunch Counts

• Attendance Change Tracking Report (only if Auditing Attendance)

• Federal Chronic Absenteeism Report

• Consecutive Absence Report

• Period Count
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Attendance Office Reports

Some reports are specific to Campus Workflow
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Sub Attendance Roster Report
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Sub Attendance Roster Report
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Attendance Change Tracking Report

• Attendance Auditing must be enabled

– System Settings > System Preferences > System Preferences
toward the bottom of the page
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Attendance Change Tracking Report



REPRODUCTION OR QUOTATION, IN WHOLE OR IN PART, IS STRICTLY PROHIBITED.
Copyright ® 2025-2026 Computer Information Concepts, Inc.

Simple II Powerful

Federal Chronic Absenteeism Report
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Federal Chronic Absenteeism Report
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Consecutive Absence Report
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Period Count Report

• Total Count sums all values for all periods and determines if those totals meet 
the values entered in the Having at   Least/Having at Most fields.

• Count by Period sums the attendance marks for each period and reports 
values based on the Having at Least/Having at   Most fields.

• Can specify by either/or both

• Status / Excuse

• Excuse Code
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Period Count Report Total Count
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Period Count Report Count by Period
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Attendance Aggregation

• View and select which attendance views and stored procedures are applied 
to Chronic Absenteeism calculation

• Affects Federal display in Student Attendance Tab

• District, not school, level setting

• Quartz job runs nightly

• Some reports rely on this and are “a day behind”

• Example: Student Information > Attendance > Daily Detail

• Manually run only when calendar changes are made
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Attendance Aggregation Preferences
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Chronic Absenteeism (Federal)
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Attendance Aggregation Refresh Wizard
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Daily Detail Report



REPRODUCTION OR QUOTATION, IN WHOLE OR IN PART, IS STRICTLY PROHIBITED.
Copyright ® 2025-2026 Computer Information Concepts, Inc.

Simple II Powerful

Questions
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Thank you!

• Please contact your account manager for any training needs

• Lori Ratzke

• Shelley Krane
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