
Web	A&endance	Tracking	in	WebAdvisor	

To	access	the	module,	log-in	to	WebAdvisor	and	click	on	Web	A9endanceTracking.	

You	will	get	a	submenu	with	three	op>ons:		A9endance	Tracking	,	Div/Dept	A9endance	Search	and	A9endance	Tracking	
Export.	

Click	on	A&endance	Tracking.			You	will	get	a	screen	that	has	a	“From	Start	Date”	box	and	a	list	of	all	the	classes	you	
currently	teach.		To	begin,	enter	the	date	(MM/DD/YY)	you	want	to	start	recording	a9endance.		Ini>ally	this	will	be	the	
first	day	of	the	semester.		That	date	will	be	the	start	date	listed	in	the	6th	column.		Type	this	date	in	the	box	and	choose	
the	first	class	to	record	a9endance.		Click	SUBMIT	



The	next	screen	will	show	the	selected	class	and	all	the	currently	enrolled	students.		For	each	student	you	will	
see	a	status	column	with	a	date	and	a	row	of	ten	a9endance	dates.			Currently	enrolled	students	have	a	status	
of	“New”	or	“Add”	and	the	date	of	registra>on.			The	date	of	each	class	is	indicated	by	a	four	digit	code	of	
MMDD.		For	example,	0114	=	January	14th.		For	each	student	you	need	to	put	an	“E”	on	the	date	he	or	she	first	

a9ended	the	class.		For	sta?s?cal	purposes	we	only	want	to	use	the	three	a&endance	codes:			

E	=	Students	first	day;		A	=	Absent;	T	=	Tardy			(Please	DO	NOT	USE	the	other	codes.)	

			

BE	SURE	TO	CHECK	THE	FIRST	BOX	THAT	SAYS	“I	hearby	cer?fy	that	I	am	submiWng	the	a&endance	
informa?on	via.	electronic	transmission	in	lieu	of	a	signature.”				When	you	are	finished,	click	SUBMIT.	

A&endance	must	be	updated	every	week.		At	the	end	of	the	semester	you	will	check	the	second	box	that	
says	“This	is	my	final	submission.		All	a&endance	has	been	entered	for	the	sec?on.	“			PLEASE	do	not	click	
this	box	un?l	the	last	day	of	the	term	a\er	you	have	updated	ALL	a&endance	for	the	semester.		Call	or	e-mail	
Andrea	Carter-Fisher	or	Carlton	Bryan		



Example	of	how	to	handle	a	“Never	A&end”	
If	a	student	never	a&ended	class,	please	click	the	“No	Show”	box	in	the	third	column.			

A\er	clicking	Submit	and	then	go	back	to	this	sec?on	the	student	will	NOT	show	anymore!	
Don’t	forget	to	submit	a	drop	form	with	your	No	Shows	(Never	A&ends)!	
	



Examples	of	regular	a&endance.	


