
Entering Attendance in Infinite Campus 

Entering Attendance in Infinite Campus is a 2 step process.  The first step simply marks 

a student as present or absent.  The second step takes place after you have made your 

attendance phone calls to determine why the student is absent. The second step is 

where you mark the reason for the student absence. If all students are present on a 

given day then there is not need to complete Step 2 on that day. 

Step 1:  Marking Daily Attendance 

Once you have logged in, click on the Index Tab found in Upper left of the screen. 

 

After clicking the Index tab, Click on Instruction and then click on Attendance.  This will 

bring up the screen which allows you to mark students ‘Present’ or ‘Absent’. Infinite 

Campus will default to ‘Present’, so if all your students are in attendance that simply 

scroll to the bottom of the page and click “SAVE”. 

 

 

On this screen you may also note any comments.  Once you have marked students 

“’Absent’ and clicked the “SAVE” button at the bottom of the screen you are finished 

with Step 1. 

 



Step 2: Marking Attendance Excuse for Absent Students in Step 1. 

To mark attendance excuses you need to search for and find the student. 

Click on the Search Tab found in the Upper left of the screen.  Type in students last 

name and click the “GO” button. Select the student and this screen will appear in the 

right hand frame. 

 

On this screen you can either click on the date, i.e. 8/5/09, or click on the yellow ‘A’.   

This will open the screen where you can select the absense reason code. 

 

 

Select the appropriate absence reason code from the drop down and click the “SAVE” 

button. 

 

Repeat this step for the other students who are absent. 

Congratulations!!  You are finished taking attendance. 


