
Online Tutorial: Quick Lookup

Quick Lookup offers you commonly used information, including the student’s 
schedule, teachers, grades, and attendance.  You can also email teachers via this 
page.

Step 1: On the start page, search or browse 
students.
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Step 3: In the left navigation bar, click the “Quick Lookup” link.

Step 4: In the center of your screen, you will now be able to see 
basic information about the student, including name, grade, ID, 
date of birth, school, course schedule, grades and attendance.

Quick Lookup

Quick Lookup offers you commonly used information, including the student’s 
schedule, teachers, grades, and attendance.  You can also email teachers via this 

On the start page, search or browse 

Step 2: If necessary, narrow your 
search to one student by clicking on 
his/her name.
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In the left navigation bar, click the “Quick Lookup” link.

In the center of your screen, you will now be able to see 
basic information about the student, including name, grade, ID, 
date of birth, school, course schedule, grades and attendance.



Step 5: If necessary, click the teacher’s name to send him/her an e

Step 6: Additionally, if you’d like to view specific information about the student’s 
absences or tardies, click the number.
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Step 7: Or, to get a quick glimpse into attendance data the last two weeks, scroll 
down for a snapshot of attendance totals.  This also includes YTD data.

Step 8: Finally, if you’d like to switch students, you can toggle 
through the list of students in your original search by clicking the 
arrow keys.  

Of if you’d prefer, you can click the “Switch Student” link, and 
search for a new student.
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