
AATTENDANCEE INSTRUCTIONSS 

Substitutes are required to take attendance both electronically and
on the class roster form (ATT400), which must be signed, dated,
and submitted to the Attendance Clerk by the end of day.

o Entryy andd accuracyy off attendancee iss veryy importantt too thee District.
o Onlyy classess wheree attendancee willl bee takenn aree displayedd too you.
o You will use your EPISD credentials to log in.

1. Goo too episd.org,, scrolll downn too thee bottomm andd clickk on
Substitutee Resourcee Center.

2. Clickk too proceedd too Frontlinee Mainn Logg -In.

Substitutes are required to take attendance both electronically andq y
on the class roster form (ATTTTTTT400), which must be signed, dated,( ) g
and submitted to the Attendance Clerk by the end of day.



33. Enter your EPISD credentials userID (example: jrodrig2) and
password.

4. Attendance is displayed by classes.
o You will select the class you are taking attendance for.
o A roster for all students in the class period will be

displayed on your screen.
o Only mark those students who are absent or tardy.
o To mark a student ABSENT, select “A”.
o To mark a student TARDY, select “T”.
o Click the “Post” button.



EExample screen of class roster list 
 
 
 

 
 
 
 
 
 
 
 

 



 
55. This is an example of the confirmation screen. Click “ok”. 

 

 
 

o If your entries are not correct select “Cancel” and begin 
the process again.  

o Sign in sheets are not acceptable forms of taking 
attendance. 

o If you use a seating chart, call out the student’s name 
to ensure the student is absent and do a head count to 
ensure that the number of students on the roster and 
in class are matching. 

o If a student is not in your class, mark the student 
absent. The attendance clerk will provide the correct 
absence reason if the student is present and in another 
campus location. 

o It is always best to call out the student’s name several 
times to ensure that you have not missed the student.  

o Student data is confidential information. 


