Sending Attendance 2009

The attendance codes that are available are

T, SDC, CD, E, HB, SUS, U, SA, Pre—they are alilabie so that when the OFFICE
ATTENDANCE is exported back to your books youhaWe correct information, but as

a teacher you ONLY use T and U (PRE- if you maskageone absent and already sent
the attendance—then you would need to mark theseprend RESEND it)

Select the Attendance Icon form the Toolbar atdpeof the page. Once on the
Attendance Chart- Mark students not in class wittr U — no need to do anything with
those who are present.
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Then from the Attendance Chart select File>Sendertince
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The Attendance Date box should appear- make susssithe correct date and select OK

Attendance Date

For which date would you like to send attendance

|3.r1 8/08

" OK X Cancel

The File Name box will appear which will have thass course code ( if you ever want
to send just a few students then Select Studerdgort)

x|

Enter the file name for the data to send.

43500C_1_0

Select Students To Export

X Cancel |

Once you select OK you will get a message that $3gsding Data” then you will get
and information box that says:



i ) Your data has been sent!

I***If you ever have to RESEND your data — follovl the above steps- after you select
the ok on the File Name box you will be promptathwhe following screen
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The file you have chozen already
existz. Would you like to
overwrite it, append to it, or
cancel thiz operation’?

Overwnte Append

Overwrite — is if you are changing a student yoevmusly marked--- for example you
marked a student U but they are really present

Append- is if you are adding information to thefi-for example you forgot to mark
someone absent-U but all of your other marks areect—so you are only adding to the
information you've already sent.



