Center Activity Attendance Tuesday, July 20, 2010
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Slide 3

Text Captions: Go to Center Activities > Attendance
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The Activity List for Attendance page opens
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Text Captions: The Activity List for Attendance page opens

Click the Update button
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Motice that this activity is
intended to be offered to
siudents weekly, every
Wednesday from January 11
through May 28, 2010
begirning at 3:00 p.m. and
ending at 4:30 p.m

Slide 7

Text Captions: Notice that this activity is intended to be offered to students

weekly, every Wednesday from January 11 through May 28, 2010

beginning at 3:00 p.m. and ending at 4:30 p.m..
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Slide 8
Text Captions: Select the date you are recording attendance for
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for a scheduled activity, the
intended timeslot will appear.
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Text Captions: If you are taking attendance for a scheduled activity, the

intended timeslot will appear. If this activity occurred on an unscheduled
date, then you have the option of adding a timeslot.
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Text Captions: Select the After option if this activity occurs after school
Adult activities have the added option of "During" for the Period Selection.
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Slide 11
Text Captions: Click the Attendance button
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Text Captions: The Add Participant button appears.
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Slide 14
Text Captions: Click the Add Participant button

Click the Add Participant button
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Slide 16

Text Captions: The validated participants who are currently enrolled in this
activity are shown in this window.
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Slide 17

Text Captions: Select the participants who attended this activity on this day.
Use the CTRL key to select more than one at a time.
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Text Captions: Click the Add Participants button
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Slide 21
Text Captions: Click the Close button
The Attendance List is updated.

@C.—u:b the Close button
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Text Captions: Click the Save button
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Text Captions: Helpful Tips:

If a class is held at a different time for a scheduled date, then update the

existing timeslot start and end time.

If the class is rescheduled for another day, be sure to cancel the

"scheduled" class and add a reason in the comments section. You can then
just add a new timeslot for a selected day.
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Slide 24
Text Captions: Select the date for the canceled class.
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Slide 25

Text Captions: Select the Period Selection and Cancel option
Enter a reason for canceling this timeslot.

Be sure to Click Save to complete the class cancellation.
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Slide 27
Text Captions: Click the OK button
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Text Captions: Select the Unscheduled date and click on Add Timeslot
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Select the Unscheduled date
and click on Add Timeslot
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Click the Add Timeslot button

Slide 29
Text Captions: Click the Add Timeslot button
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Text Captions: Select the time period and enter the Start and End times
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Slide 36
Text Captions: Click the Attendance button
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Click the Add Participant button

Text Captions: Click the Add Participant button
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Text Captions: The Add Participants page appears
Select the students who attended on this date.
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Click the Add Participants button

Slide 43
Text Captions: Click the Add Participants button
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Slide 46
Text Captions: Click the Close button

Page 16 of 17



Center Activity Attendance

Tuesday, July 20, 2010

Cooen
oo v

s
coonenz "
s "

sy - s Click the Save button "

GRARER Goosiew
'

Slide 47
Text Captions: Click the Save button
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Text Captions: A confirmation that the attendance was successfully saved

appears.
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