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To take headcount attendance using the web app:

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

- Select the Date (note that you cannot take attendance for future dates).
. Select the Roster for which you want to take attendance.

- Enter the attendance count.

. Click “Save”.
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To take headcount attendance using using the mobile app:

«  Click on the “Daily Attendance” button.

«  Select the roster for which you are taking attendance.

- Enter the attendance count.

«  Click “Submit”. It will synchronize in real time with the web app.
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