Daily Attendance

1. Click on Menu --> Attendance --> Daily Attendance
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2. Click on the course that you wish to take attendance.
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3. Attendance automatically defaults to Present. If you need to record a student as Absent or Tardy click on the radio button that
corresponds to the proper choice.
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4. Click on the Save and Back option at the top of the screen once each student is marked appropriately. Also, make sure that you are in
the selection for today’s classes.
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5. To add a Live Tile to your dashboard, click on the More Option on the right side of the screen. There is an option to create Add Daily
Attendance Tile to Dashboard.
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6. To Create a Live Tile (short cut) change the Display Title if wanted, size, and color options if wanted. Make sure to be on the Live Data
option on the Dashboard Item Preview. Click Save when complete.
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7. Example of what the Live Tile looks like on the Dashboard.
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