
How to view your attendance in Student Portal: 
 
1) When you log in to the student portal, click on “Reporting” on the left side of the screen 

 

2) Click on “Select Reports” drop down list and choose “Attendance Report Student” 

3) Choose the Section that you want to check its attendance from the “Section” drop down 
list 

4) click on “Preview Report” 

 

 

 

 

 

 

 

 



5) the report will show up and you can check it and you can export it by clicking on “Export” 
then choose the report format you want  

 

In the report, it has two parts, first part is about the general information of the section like 
the total amount of sessions scheduled through the whole term, also how many are 
conducted, and how many the student attended from the conducted sessions and at the 
end it gives the absence percentage. All this information will help you calculate the 
absence percentage yourself if you want. 

The second part will give you the detailed attendance per session; so, each session will be 
in a separate row and show if the session was conducted, did the student attend or not, 
and comments if there is an excuse of absence  


