
Unrecorded Class Attendance – Auto-email setup 
 
This feature will allow you to configure an auto-email to be sent at a time you specify to make the 
recipient aware when classes have not had the attendance submitted.   
 
The email could go to the principal, teacher who did not submit attendance, and/or other designated 
person.  The set up is easy and Skyward has a HOW TO in their Skydoc area to teach you how to set it 
up.  Once configured this will run automatically, eliminating the need to manually run the report on a 
daily or by period basis.   You can have several set ups, one for each period (Elementary should only set 
up 6th period) and/or one for the end of the day.  It is up to you and your administration. 
 
The path to set this up is OFFICE/ ATTENDANCE/ SETUP/ CONFIGURATION—Automated Unrecorded 
Class Attendance Email.  Here is the set up screen.   Once you are here, you can click the Skyward Help 
button (blue circle with the ?) and go to Skydoc if you need assistance.   
 

 
 
There are a few issues that need to be considered.  Please read the information below.   
 
High School:   

 SLC class periods start and stop on a completely different bell schedule than the home 
campuses.  This information is contained in the course master set up.  However, the auto-email 
system only looks at the main bell schedule information in Skyward.   Therefore if you chose to 
send out the emails after each period, the SLC teachers are getting emails for classes that may 
not have even started yet. 

 



 SLC and BCTAL—These classes are Cross Entity Course Enrollment classes.  That means that we 
have tied the classes together across all three high schools.  Haltom HS is considered the HOME 
campus and RHS and BHS are the AWAY campuses.  When the teachers submit attendance for 
these classes it is only registering on the HOME Campus.   When the email goes out for RHS and 
BHS, it maybe that the attendance was submitted. 

 
All: 

 Teachers who are absent:  When the attendance office enters attendance for substitutes, 
Skyward does not remove that teacher’s class from the Unrecorded Class Attendance report.  
Therefore absent teachers are also getting the emails. 

 Special Schedule Days:   On special days when only certain periods are meeting for testing or 
other reasons, the emails will go out for classes that may not have even met. 

 
Elementary: 

 Afternoon PK classes may be notified if you have the emails going out before they have an 
opportunity to input that class attendance. 

 
Because of these concerns, I have put together some suggested messages that you could include in the 
auto-email.  See below.    
 
 Please continue to communicate with your teachers about the need to input attendance on time and to 
know when they can disregard the auto-email.   
 
SUGGESTED AUTO EMAIL FOR UNRECORDED CLASS ATTENDANCE  If you are including the teachers in 
the auto-mail, please consider the following suggestions for the email message. Please adjust as you see 
necessary for your format. 
 
 MIDDLE  SCHOOLS— 

Subject:  Unrecorded Class Attendance at _______________________  (Campus Name) 

Body of Email:   **DO NOT RESPOND TO THIS UNATTENDED EMAIL ACCOUNT.  If you have 
questions or concerns, please contact  ___________________________  (attendance clerk name) in 
the attendance office.  *** 
If you have a substitute today, you may disregard this message.    
Attendance for the class listed below had not been submitted within ___ minutes of the end of 
class period.  If you have not submitted this attendance, please do so.    
Remember to submit attendance for each class within 15 minutes of the class start time. 
Thank you. 

HIGH  SCHOOLS— 
Subject:  Unrecorded Class Attendance at _______________________  (Campus Name) 

Body of Email:   **DO NOT RESPOND TO THIS UNATTENDED EMAIL ACCOUNT.  If you have 
questions or concerns, please contact  ___________________________  (attendance clerk name) in 
the attendance office.  *** 
If you have a substitute today, you may disregard this message.   (RHS and BHS only add:  If you 
are located at the Shannon LC or BCTAL, you may disregard this message.)  (HHS only add:  If you 
are located at the Shannon LC, you may disregard this message.) 
Attendance for the class listed below had not been submitted within ___ minutes of the end of 
class period.  If you have not submitted this attendance, please do so.    
Remember to submit attendance for each class within 15 minutes of the class start time. 



Thank you. 
ELEMENTARY— 

Subject:  Unrecorded Class Attendance at _______________________  (Campus Name) 

Body of Email:   **DO NOT RESPOND TO THIS UNATTENDED EMAIL ACCOUNT.  If you have 
questions or concerns, please contact  ___________________________  (attendance clerk name) in 
the attendance office.  *** 
If you have a substitute today, you may disregard this message.    
Afternoon PK teachers can disregard the message if it concerns the afternoon PK class.  Please 
don’t forget to submit your afternoon class attendance. 
Attendance for the class listed below was not submitted by _____.   Please take a moment to 
submit it now.  Be sure to submit your attendance on time each day.   
Thank you. 

 


