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SchoolTool Attendance Module 

Quick Entry Screen 
 

The Attendance > Quick Entry area provides users with a simplified workflow to quickly enter daily attendance 

records. This screen is extremely helpful when entering Tardy students each morning. 

 

1. Navigate to Attendance > Quick Entry 

2. Enter the student’s last name in the Student field and select the appropriate student from the list. 

3. Select the appropriate radio 

button for Absence, In or Out 

4. Date/Time: automatically defaults 

to the current date/time (only 

applies to In/Out records). 

5. Reason: select appropriate reason 

from drop-down menu. 

6. Excused by: select from drop-

down menu (optional).  

7. Comments: enter free text 

(optional). 

8. In top right corner, check box to 

Remember Selections between 

Students. This will retain your selections between students during the session. 

9. Click on green save disk to save record and search for next student. 

10. After saving, a confirmation message will appear in green.  

11. To enter attendance for another student, locate the next student and repeat this process 

 

 

 

 


