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Using the Attendance Tracker Spreadsheet
The Attendance Tracker Spreadsheet allows you to track attendance for up to 5 students for a single year.  You 
will use a calendar to mark each day that your student attends school.  At the end of the year you will be able to 
print a nice looking attendance report for each student's records.

The spreadsheet provides the following features:

● Easy entry of your school and student information

● Record attendance for up to 5 students in one spreadsheet

● Easily define when your school year, quarters, and semesters begin

● Record school days, vacation days, holidays, sick days and more

● Automatic calculation of attendance days by Quarter, Semester, and entire Year

● Use the same spreadsheet for any year

● Printable report for each student is automatically created for you

The resulting attendance report will resemble the one pictured below:

The following pages will show how the Attendance Tracker Spreadsheet works.



When you open the spreadsheet, the first page is where you enter your school and student information:

Notice the tabs at the bottom of the spreadsheet, circled in this picture...

The sheet we have been entering information on is the Info sheet.

There is a sheet called Calendar which you will use to record attendance, and 5 Report tabs which contain the 
attendance reports for each student.

Enter school name, 
address, and school 
year information in 

this section.

Enter students 
in this table.

Instructions at 
the bottom of 

the sheet.



Click on the Calendar tab and you will see a sheet like the one shown below (without any of the letters filled 
in).  Note that the months and years on the left side will reflect what you entered on the Info tab, so this 
calendar spreadsheet can be used for any school year.  Your student names will also be automatically filled in 
based on your entries on the Info tab.

On this calendar, you must designate the beginning of each Quarter of the school year, by typing Q1 into the 
correct date that begins the first Quarter, Q2 on the date to begin the second Quarter, and so on.  In the example 
shown above, the first quarter of the school year began on Monday, August 18th.  Thus Q1 was placed into the 
cells on the Saturday before that date.  (It would work just as well to place it in the Sunday cell.)  The second 
quarter began on October 27, so Q2 was placed into the cells for Saturday, October 25th.

NOTE:  the Attendance Tracker spreadsheet understands a full year made up of 4 quarters.  Semester 1 is the 
totals of Quarter 1 and Quarter 2, while Semester 2 is the totals of Quarter 3 and Quarter 4.  So even if you 
record grades on a semester basis, you must enter all 4 quarters on this calendar.  The attendance reports will 
show both Quarter and Semester totals.

On the calendar, enter the appropriate letter for each day on each student's row.  (The calendar tracks up to 5 
students at once.)  Enter an 'a' for “attended school,” an 's' for a “sick day,” etc.  The definitions of each letter 
are listed at the top of the calendar.

If you don't want to keep track of holidays, sick days, or vacation days, you can just enter the days of 
attendance.  You may use the “other” days (by entering an 'o') for anything you wish, such as field trips.  Make 
sure you indicate on the Info sheet whether to count “other” days as school attendance or not.

Make sure to save your spreadsheet after recording days in the calendar.  Each Report tab will 
automatically calculate the total number of days for the student, and can be printed at the end of the 
school year for your files.
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