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Log onto the System

1. TypeUser ID
2. TypePassword
3. Click onthe L og On button
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Switching Roles (Attendance Tech - School)

1. Click onthe Actions menu and Select Switch Role
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2. elect the Attendance Tech - School role and Click on the OK button

Class Search

1. Clickonthe ClassesLink
f:? 'ﬂ;? [ Z003-2010: Mar Wiska High School l l

(OLET TG CR Quick Search

Actions = Help «=

STUDENT Last name or ID: First or preferred name:
Student Search |

| Search |

Basic
Detailed Quick Search ~
Inactive Past Years
Family Search All Students 9101112 13
CLASS
Homoraoms Predefined Searches L
Classes = Recently Enrolled Students
SCHOOL = Withdrawn Students This Year
Awards
Student Behavior . .
school Info Sawved Lists Edit
School Transfers... Mo list has been saved. To add a list, perform a search, select the
Manage Programs students you want, and select Save to List under the Actiocns menu.
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2. Click onthe Arrow to expand the Class Search panel.

Classms
Actions = Edit v Help = Home | Liog
Class Search @
Classas s
Ligk: |- Selact & saarch chtera - |
Salactad; j 1 - 30 of 470 o | Mext
[] Class Teachar Term Meeting  Rogm Roster Attendance Grading
Fattam
] ACADEMIC Peterson, 51 P7 Room 401 &4 = .
DECATHLON ACCEL- Robert
1
[] ACADEMIC Patarson, 52 P7 Room 401 b =\ A
DECATHLON ACCEL- Robert
2
(] ACADEMIC ENGLISH Wilson, Matt 51 P4 Community g = .
EPTS- Facilitator
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3. Select the search criteria (i.€) Teacher last name. Enter the Teacher last name
and click on Sear ch.

Classes

Actions = Edit + Help -

Home | Log

Class Search Y
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Teacher l&ast name @Ldrl.s with W Petersnd

festing pattem = gquals W W

Class name | sfarts with bt

Desplay Al Records (| Search [

Clacgas .n

Updated by Application Support 09/21/09 6
Ver. 2.0



Taking Student Attendance

1. Click onthe Attendance I con for the class that you want to input attendance for

Classns

Actions = Edit v Help =

Harm Lo

Class Search i

Basic Dsakal

Search by:

Teachear last nams | gtarts with | |Patarson

Mesbing pattarm = | aguals w -

Class nama || starts with i

Display A Records
Classes o

List: | Teachear last nama starts with "Fatarson™

Selectad: d Takal: 9
[] Class Teacher Tarm Meating Foom  Rostefyattendance Grading
Fattarm
[] ACADEMIC DECATHLON Peterson, |S1 P7 Room o @ i
ACCEL-1 Rohart 401
[] ACADEMIC DECATHLON Peterson, |52 P7 Room o | i
ACCEL-Z Riclbert 401
[/ &P US HISTORY-1 Peterson, YR P2 Room T o .
Robart 401

2. Click the Submit for teacher check box

Clagges = Class Attendance

Actions =+ Edif = Halp « Homee | Loy Ot
ACADEMIC EMGLIEH-1 Mot submitted
Monday, Seprtember 21, 20090 E 10236 &AM - 11:33 &AM Swbmit for teacher
Selactad: _'l Tatal: 1
O Student Hams Coda Min | Comment
Abs
O & T |G EOMNSECA BENNETT V p |0
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3. Click on the attendance code for that student
A = Absent
T =Tardy
P = Present

ACADEMIC ENGLISH-1 Mot suibmitbed

Monday, Septembaer 21, 2000 ] 10:36 AM - 11:33 AM ¥ submit for teacher

jT-:ntaI: 1

Selected:
a Code Min %] Comment
Al

Csave D[ Reser

4. Click on the Save button to Submit attendance
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Monday, September 21, 2000 [ 10:36 AM - 11:33 AM
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‘s

| save || Reset |
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