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Signing In To DayMap - Web Attendance 
 
Open DayMap - Web Attendance in your web browser and enter your login details to personalise the 
display. Your name appears at the top of the page and will also be recorded against attendance 
records during your roll marking activities. You will have access to various menu options, depending 
on whether you have Administrator, Teacher or School Staff permissions. 
 

 
 
 

FEATURE WHAT YOU NEED TO KNOW 

 

School is the specified DayMap Web Attendance 
code name for the school's database.  
 
Name is the specified user name code of the 
person logging into the database. 
 
The Password is allocated by the Administrator 
and can be changed once you are logged in to 
DayMap Web Attendance.  

 

OPTIONAL FEATURE 
For ease of logging in, click the Save my login 
details and password on this computer checkbox 
and Save your details. 
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Administrator Default Page 
 
When you log in to Web Attendance, the Find Students page automatically displays as your default 
page. The headlines for current "High Priority" bulletins scroll across the top of the page. 
 
Administrator functions available from the main menu include: 

¶ Communications - writing and viewing bulletin items 
¶ Find - searching tool for individual students, groups of students, staff, subjects, rooms and contacts 
¶ Attendance - recording, monitoring, managing and reporting attendance and absences 
¶ Tools - used for managing user accounts and Web Attendance configuration; importing timetables 

and adjusting parameters; importing student contacts; and signing out. 

¶ Help ï current Web Attendance Help is available for each Web Attendance Role; Online Help is 
searchable, with the topics indexed according to key Web Attendance functions. 
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Web Attendance > Communications > Bulletin 
 

The Communications Menu 
 
The Bulletin feature is designed for communicating important information throughout the school. All 
current bulletins are displayed when you select Bulletin from the Communications menu. The 
Headline of a High Priority bulletin item scrolls across the top of each page and the whole bulletin item 
will display when you click this Headline. 
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Web Attendance > Communications > Bulletin 
 

Writing A New Bulletin Item 
 
Administrators and School Staff have permissions to author Bulletin items and generally these cannot 
be edited by teachers. However nominated teachers may be assigned permissions to write bulletins. 
 

 
 
 
 

FEATURE WHAT YOU NEED TO KNOW 

 

Click the Write a new bulletin button to open 
the New Bulletin page and write your new 
Bulletin item (Maximum 100 characters). 

 

For the Bulletin Headline, enter a brief 
description of the Bulletin item contents. 

 

Click the High Priority checkbox to flag the 
Bulletin item if you want the Bulletin Headline 
to scroll across the top of each Web 
Attendance page. View your saved changes 
to the scrolling headline immediately by 
pressing the <F5> function key. 

 

Use the Date Pickers and choose the Start 
and End dates for when this bulletin item will 
be displayed on Web Attendance pages. 
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FEATURE WHAT YOU NEED TO KNOW 

 

Click the Staff and/or Students check boxes to 
make bulletins available for viewing. When 
Staff is checked, bulletin items can be read in 
the Bulletin menu and bulletin headlines show 
in the teacher's Day Planner. 

 
 

Enter the Bulletin item content using the 
available text editing and formatting features.  
 
Hint: Although it is possible to enter a large 
quantity of text, Bulletin items which are 
informative but brief will assist readability on 
the computer screen. 

 

 
 

 
 

 

Editing features available include 
Spellchecker, Find And Replace, Undo and 
Redo. Clipboard features include Copy and 
Paste. 
 
Typescript features include Font, Font Colour, 
Font Size, Bold, Italics and Underline. 
 
Formatting features include Decrease Indent, 
Increase Indent, Numbered List and Bullet 
List. 

 

Click the Refresh page button if you wish to 
return to your last saved changes. 

 

Click the Save changes to bulletin button 
regularly to save your changes. 

 

Click the Delete bulletin button to delete an 
open bulletin item. 

 

Click the Preview changes to bulletin button to 
view how the bulletin item will display. 

 

From within the Preview Bulletin page, click 
the Create a new bulletin button to write 
another item without going back to the main 
Bulletin page. 
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Web Attendance > Communications > Bulletin 
 

Adding And Editing Bulletin Items 
 
Existing Bulletin items can be opened to edit the display settings and/or the content. In addition to 
making changes to these items, you can also add new bulletin items and delete from within the 
Bulletin editing page.  
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Editing An Existing Bulletin Item 

 

FEATURE WHAT YOU NEED TO KNOW 

 

Click the headline of an existing bulletin item to 
open the item for editing.  

 

Adjust display settings and use the text editing 
and formatting features to make content 
changes. Save your changes and click the 
Preview changes to bulletin button to preview 
how the bulletin item will now display. 

 

Click the Edit bulletin button to edit the current 
bulletin item, then Save your changes and 
Preview your bulletin item again. 

 
 
NOTE: Additional bulletin items can be created without leaving the Preview Bulletin page, so it is not 
necessary to return to the main menu. 
 
 
 

Adding More Bulletin Items 

 

FEATURE WHAT YOU NEED TO KNOW 

 

From within the Preview Bulletin page, 
additional bulletin items can be created without 
returning to the main Bulletin page. Click the 
Create a new bulletin button and write another 
bulletin item.  

 

Repeat this process of adding and editing until 
all new bulletin items have been written.  
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The Find Menu 
 
The Find menu enables database searches for typical timetabled information about Students, Staff, 
Rooms, Forms, Subjects and Years. Searches can also be made for specific purpose, school defined 
Groups and for important Contacts such as parents and doctors. 
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Web Attendance > Find > Student  
 

Searching For Students 
 
Searching for students in the database is initiated by entering Student Name or Student ID search 
criteria.  
 

 
 
 
 

FEATURE WHAT YOU NEED TO KNOW 

 

Type just a few letters of the Student Name or 
enter the WHOLE FIRST NAME or WHOLE 
LAST NAME. Note that the Finder search 
function is not designed to search on the 
student's full name. 

 
When searching by Student ID, type in the 
FULL ID CODE. 

 

Any Student matching the search criteria will 
be listed with ID, Student Name and Form. If 
the student is in class, the search results also 
indicate Current Location. 

 
 

Click on the View Timetable, View Details or 
Open DayMap for this student links to display 
the required student's classes, attendance 
details and notes. 

 






































































































































































































































































































































