
 






Note. The courses that an instructor is teaching will automatically appear in the platform if they are appropriately tied to the 
course in your SIS. If you do not see a course that you are teaching or working with, you may need to check if you are officially 
assigned as the instructor in your SIS. Only those classes that you are officially assigned to in your institution’s SIS will appear. 



1. Select Record My Class Attendance on the Professor Home page.

Absence Reporting Workflow

rmbetse
Rectangle

rmbetse
Line



2. Select the course and date you wish to report attendance for.

3. Mark students as Present, Absent, or Tardy. If you mark students either Absent or Tardy, you can also select the Excused
radio button.

4. The Pattern column shows the pattern of attendance for this student for up to the last 5 recorded attendances for this class.
5. You can choose to mark only the students who are Absent or Tardy and then use the check box option below the attendance

grid titled "Mark Remaining Present' to mark the remaining students present.
6. After completing the attendance grid for that course at that date/time, select the Save Attendance button. You can go back

and edit or update absences at any time.

Note - You can view the 'Absences' tracker on the attendance grid which displays the total absences recorded this term 
compared to excused absences (in parenthesis).



Absence Snapshot Details

Users with the appropriate permissions in Navigate can access a Detailed View of a student's attendance. This view 
provides a comprehensive record of attendance for the entire semester, showing the dates the student was present, 
absent, tardy, or excused. It also includes information on who recorded each attendance entry. Additionally, the Detailed 
View features an Absence Snapshot Details grid, which summarizes the student’s overall attendance for the selected 
course.

To access the Detailed View:

1. Click on the pattern icons (red, green, or yellow) next to the student whose attendance you'd like to review. Then, select 
the blue Detailed View tab located at the bottom right of the pattern grid.
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Absence Snapshot Details

After clicking the blue 'Detailed View' tab, the following grid pops up, displaying the student's attendance records 
from class 1 to the last class of the semester.
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