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By the end of this session on Daily Attendance, you will have learned how to do
the following:

- Set up the codes in the Attendance Modul e, cu
- Print out manual attendance forms.
- Create Atodayo in the Master School Cal endar .
- Manually enter daily attendance for students and staff.
- Customize and print out the Daily Attendance Bulletin.
- Import daily attendance from teacher grade books.
- Correct daily attendance entries.
- Send corrected daily attendance back to teacher grade books.
- Batch enter attendance codes.
- Print out various reports from the Daily Report Writer program.
- Create User Defined Tasks in the Daily Report Writer program.
- Understand the Report Writer Specifications screen and how to use it to print a report which
has the exact information you want.
- Understand how to use the Duplicate Letter Ch
- Modify Attendance letters in the Daily Report Writer.
- Have a better understanding of some basic Attendance Report Writing codes.

- Learn how to export attendance information to






Daily Attendance Overview

Register Codes vs. Attendance Codes

4 Correcting Attendance - 3]
CALENDAR: MASTER SCHOOL CALENDAR _J ‘
@ Calendar View DAY DAY OF WEEK DATE MEMBER CODE 1 TIME 1 CODE 2 TIME 2 LETTER -
[~ Reg. Code View 43 Monday 11-08-2010 1.00 D 10:36 H
™ Att. Code View 44 Tuesday 11-09-2010 1.00 TU 10:29
N 45  Wednesday 11-10-2010 1.00 TU 10:12
e 46 Thursd 11-11-2010 1.00
Period [F10] ursaay -
Comments [F12] 47 Friday 11-12-2010 1.00 U 10:37
Previous [F4] 48  Friday 12-03-2010 1.00
Next [F5] 49 Monday 12-06-2010 1.00
Lookup [F6] 50  Tuesday 12-07-2010 1.00
Rpt. Srch. [F7] 51 Wednesday 12-08-2010 1.00 D 11:50 H
Print 52  Thursday 12-09-2010 1.00 TU 11:05 HU
Help [F1] 53 Monday 12-13-2010 1.00 U 11:45 HU
Specs. [Alt+S] 54  Tuesday 12-14-2010 1.00 U 117 HU
Exit [Esc] 55  Thursday 12-16-2010 1.00 U 10:15
56 =
Enter ID / Name
Exit [Esc] ‘ | L 1 ’ & | Done

Register Codes are the overall categories ofwhat a studentis...

Register Code View oo )=
Kesto tary ane Kl ETET

CALENDAR: MASTER SCHOOL CALENDAR J ‘
(" Calendar View CODE AMT DATES
® Reg. Code View ABSENT 8.50 08-09 08-12 08-17 08-23 08-23 09-14 11-08 12-08 12-09
(" Att Code View 12-13 12-14

EdtF3] TARDY 900 08-10 10-05 11-09 11-10 11-12 12-09 12-13 12-14 12-16

g DISMISSED 200 11-08 12-08

Period [F10]
Comments [F12]

Previous [F4]
Next [F5]
Lookup [F6]

Print
Help [F1]
Specs. [Alt+S]
Exit [Esc]

Exit [Esc] ‘

Enter ID / Name

Attendance

Codes are the reasonswhy a

student
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Done




