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Log onto the System 
 

1. Log onto the System. 
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Taking Past Student Attendance 
 

2. Search for a class, then Click on the Attendance icon next to the class you want 
to take attendance for. 

 

 
 
 

3. Click on the Calendar icon. 
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4. Click on, or Type in the date you want to take attendance for the selected class. 
5. Click OK. 

 

 
 
 

6. Make any necessary changes to attendance for the class. 
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7. To submit changes go to Actions >> Submit 
 

  
 
 

8. Note that your changes to attendance have been submitted. 
 

 


