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Taking Attendance in Skyward for GSRP Teachers 

This tutorial will show the steps to take daily attendance in Skyward for GSRP teachers. 

1. Log into Skyward, click the “Teacher Access” tab at the top of the screen, then click 

“Post Daily Attendance”.    

 

2. In the next screen, you should see your classes.  Find the appropriate one (AM 

attendance will be Period 1, PM attendance will be Period 2), and click on either “By 

Name” or “By Seating Chart” under the Attendance Options column to the right. 
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3. If you selected “By Name”, students will be listed in rows alphabetically by last name.  

By default, all students are presumed to be Present unless you mark them otherwise.  

You need to click the appropriate choice for all students who are not present.  In the 

screen shot below, Speedy is marked Absent for the AM class.  When you are done, click 

the “Save” button on the top right.  *Note:  If all students are present, you still need to 

click the “Save” button to tell Skyward that you have verified the attendance is 

correct.  

 

4. If you selected “By Seating Chart”, students will be displayed as shown below.  All the 

same options and rules apply to this screen.  One notable difference is that instead of 

radio buttons, you now have a drop-down list of choices for attendance.   
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5. Once you have taken attendance and hit the “Save” button, you will see that the screen 

has changed and shows that attendance was taken and at what time.  Please note that 

if you take attendance in the morning and nothing changes in the afternoon (i.e., no 

additional students leave or arrive for the afternoon class), you do not have to take 

attendance again – what you did in the morning will carry over to afternoon.  

However, if something changes in the afternoon for any student, you will need to take 

attendance for the PM (Period 2) class the same way that you did for the AM class.  
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