Attendance
To take child attendance, click on the Enrollment icon on your user menu. [image: image1.png]Child
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· Next, click on “Child Attendance”  [image: image8.png]Enroliment




· From there, select the center
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· Select the classroom
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· Click on “Go”

· Select the date on the calendar

The attendance form will be displayed. 

· Mark each child absent or present as needed
· Meals and times should fill in automatically for the students that are present by default. If you change a child to absent and then BACK to present, you will need to re-enter that data.

· If a child is absent, select the reason in the reason drop-down to the right. [image: image4.png]Reason
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· Fill out the comment section to the left.  

· To do this: Click on the ellipsis button (three dots)  [image: image5.png]lad | Breakfast



. 
· Next, enter the comment in the pop-up window that displays.  [image: image6.png]‘€ Input Comment -- Webpage Dialog
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· Click on Submit. Your will be saved.

· If you see undefined in the text box, the pop-up window was not properly closed, and your comment will not be saved. [image: image7.png]undefined [ Brea



 

· Click on the SAVE button at the bottom.
