Attendance: Minutes Late & Comments

There are two ways to enter attendance and CLASS
comments for a late or absent student; by class or by Homerocoms
student. Classes
By CI—ASS' Class Search h'd
1. Log into Chancery. From /
your home page click on Classes A
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3. On the class attendance Ojart2-1 Osborn, Barbara |FY # a2 A,
page you can Change the ] Art3-1 Osborn, Barbara FY ) =Y afl,
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type in a number for  monday, october 08, 2007 [Z] 9:00 AM - 9:55 am
‘Min Abs’, you can l /
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also type comments. _
I ] Student Name Code Min %] Comment
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4. Be sure to click
‘Save’ when you are done.
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1. From your home page do a search for
the student. Click on their name to open
their record, then click on ‘Attendance’
on the left side of the screen.

2. You will see attendance for the past
week and next week for that student.
You can change the attendance code for
the class that you need, to add comments
and Min Abs click on the comments
icon on the right side.

3. The comments window opens, here you
can type comments and enter the
Min Abs in the box.
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4. After typing comments, be sure to 01 type your comments here - */—‘
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click OK and then ‘Save’.
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