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To take attendance using the web app:

. Click on the “Attendance” button on the main dashboard.

- The current date will auto-populate or select the date (note that you cannot take attendance for future dates).

«  Select the Roster for which you want to take attendance.

- Notes to Sponsor: centers now have the ability to write a note to the sponsor on their attendance page. These
notes feed into a sponsor-level report that lists the notes submitted by the sites.

- When the participant arrives, use the time-picker function to enter the Time In, or simply click the button that
says “Now” from within the time-picker to auto-fill the current time.

- You can also click the “Use Typical Times” button to pre-fill the arrival or departure time from the enroliment
form participant schedule.

- Click “Done” to save the time and then click the green “Save” button to record the time entry.

- When the participant departs, use the time-picker function to record the Time Out.

- Ifa participant is attending outside of their normal schedule, select the “Meal Outside of Normal Schedule” box
and provide a reason.

«  Click “Save”.

- If a participant arrives and departs more than once in a day (for example, a participant attends the center before
and then again after an appointment), click the blue plus sign on the far right and enter another set of arrival
and departure times using the time picker.

Attendance
Date 01/14/2021
Roster Infant j
Choose Time
Notes to Sponsor
“ Time 08:30 am
D Name Time In Time Out -
22 Benjamin Cubbage Hour 08 am v
Meal Outside of Normal e e
Schedule S -
Minute 30 v
Reason...
38 Carter Hoffman
Meal Outside of Normal
Schedule s e NOW Done
Reason...
Current Total 0
Notes:

- If you do not enter an arrival time and a participant is checked in for a meal, the “Time In” will automatically be set to
the time at which the first meal or snack for the day was recorded.
. If you do not enter a departure time, the system will record the departure at 11:59pm.




