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Signing In to Day ï Map 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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Teacher Default Page 
 
When you sign in to Web Attendance, the Day Planner page automatically displays your assigned 
classes for today. You can enter Notes or Homework details for a Class, read Bulletin items and open 
a Class List for Roll Marking. From various other menu options, you can view your Timetable, conduct 
searches, monitor Student Absences and produce Attendance Reports. 
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The DayMap Menu 
 
The DayMap menu provides access to your individual Day Planner and Timetable. You can also 
access a summary of the Homework set for your classes for a specific date. Above the Day Planner, 
a Reminder will indicate if you have any unmarked rolls for that day. Headlines for current bulletins 
appear under Day Planner and when flagged as "High Priority", these headlines will also scroll across 
the top of the page. 
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Web Attendance > DayMap > Day Plan 
 

Managing Today's Classes 
 
Click on DayMap in the main menu at any time to view Day Planner, which automatically defaults to 
today's date. Above the Day Planner, a Reminder indicates if you have any unmarked rolls for today. 
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FEATURE WHAT YOU NEED TO KNOW 

 

The Current Date displays by default. Use the 
Date Picker to select another date. Click the 
Forward Arrow to go to the next day or the 
Back Arrow to go to the previous day. 

 

Click the Notes, Staff Notes and Homework 
buttons to show/hide the associated notes for 
the selected day's classes. 

 

Class Notes is an editable field for entering 
your notes about lessons. These notes can 
also be edited in the Class Details page. 

 

Staff Notes is an editable field for entering your 
lesson management notes, either for your own 
purposes or for providing instructions to other 
teachers supervising your classes. These notes 
can also be edited in the Class Details page. 

 

Homework is an editable field for entering 
homework details for your classes. These notes 
can also be edited in the Class Details page. 

 

Notes can also be entered in the blank fields 
associated with non-teaching periods. These 
notes may be used for any useful purpose, 
such as meeting arrangements or marking a 
test. 

 

HINT: Although it is possible to enter a large 
quantity of text for Class Notes, Staff Notes and 
Homework, notes which are informative but 
brief will assist readability on the computer 
screen. 

 

Click the Class link to open your Class List for 
roll marking and Class Details for lesson 
planning or lesson overview. Classes are easily 
identified by the Class, Form and Room codes. 
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Web Attendance > DayMap > Day Plan 
 

Marking Your Class Rolls 
 
Generally the most efficient approach to roll marking is to tick all students Present and then to 
deselect the ticks for any students who are Absent from your class. You will also need to select an 
Absence Reason for each of these absent students. 
 

 
 
 
 

FEATURE WHAT YOU NEED TO KNOW 

 

The Class Date defaults to today's date and the 
day and date both display on the right side of 
the page. Click the Go forward one class for 
this subject arrow to display the next lesson or 
the Go back one class for this subject arrow to 
go to the previous lesson for this class. Click 
the Date Picker to select an alternative date 
when this class has a lesson.  

 

The Period of the day when this class is held is 
displayed for the given date. From the Period 
drop down list, choose another Period and 
Class for roll marking for the selected date. 
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FEATURE WHAT YOU NEED TO KNOW 

 

Prior to the roll being marked, the Roll not 
marked message is shown at the top of the 
Class List, as well as the number of students 
enrolled in that class. 

 

Click the Mark roll / tick all for this class button 
to mark all students present. 

 

For each absent student, click on the checkbox 
to deselect the tick and select an Absence 
Reason from the drop down list. 

 

If you make a mistake marking this class roll, 
you can undo this with a bulk delete operation. 
Click the Delete all attendance records for this 
class button to delete the attendance records 
for this period. 

 

Attendance details for this class, including the 
graphical display of attendance data, can be 
obtained by clicking the View attendance 
records for this class button. See Class 
Absence Report or Attendance Chart for further 
information. 

 

Click the Print class list button to print printed 
version of the class list for the selected class. 

 

Click the Save changes to roll button to save 
your changes. 

 

After the roll has been marked, the roll marking 
status changes to Roll marked and the number 
of absent students is also displayed. 
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Web Attendance > DayMap > Day Plan 
 

Monitoring Attendance For All Students In One Class 
 
The Class Absence Report for a specific Class can be opened by clicking the View attendance 
records for this class button at the top of the Class List.  Attendance details for this class, including 
approved and unapproved absences. 
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FEATURE WHAT YOU NEED TO KNOW 

 

After you click the View attendance records for 
this class button at the top of a Class List, the 
Class Absence Report displays for that class, 
as shown above. 

 

The Class Name is displayed at the top of the 
Class Absence Report by default. Click on the 
Class drop down list to select another of your 
classes. 

 

In the Absent On column, by default the 
Absence Reason Code is shown in brackets 
next to the date. Click the Only show dates in 
the 'Absent On' column for this class checkbox 
to display the dates only, and not show the 
absence reasons. 

 

Use the date pickers to select the required date 
range for displaying approved and unapproved 
absences for this class. 

 

The Hide Approved checkbox is ticked by 
default, which means that approved absences 
are not shown in the Absent On column. 
Deselect the tick to display the approved 
absences. 

 

When you have selected the search criteria, 
click the Go button to display the approved and 
unapproved absences for students in this class. 

 

Click the Print button to obtain a printed version 
of the Class Absence Report. 

 

Click the Show chart of results button to view 
the attendance rates for all your students. See 
Attendance Chart for further details. 
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Web Attendance > DayMap > Day Plan 
 

Monitoring Attendance For All Your Classes 
 

 
 
 


































































































































