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How to Take Meeting (Period) Attendance for an
Extended Number of Days/Periods

Purpose: Administrators - Use this procedure to take Meeting (Period) attendance for the select
student for extended absences. You can mark or change a student's attendance records for
blocks of time. This is particularly useful when the student has been or will be out for an
extended period. To change a student's attendance record for an extended period, it is easiest to
use this method.

Note: Any modification recorded for meeting attendance modifies daily attendance if the
following conditions are met: daily attendance is enabled and the period associated with the
meeting attendance being modified is the bridge period for that day.

1. On the Start Page, search for and select the student.

2. Choose Attendance from the student pages menu. The default attendance page appears.
The default attendance page that appears is based on the “Default Attendance Recording
Page” setting on the Attendance Preferences page. If no default is specified, the first
enabled attendance recording method is used.

Note: To go directly to the Edit Meeting Attendance page, click Enter Attendance instead
of Attendance. The Edit Meeting Attendance page appears. To continue, skip to Step 6.

3. If the Meeting Attendance page does not display by default, click Meeting. The Meeting
Attendance page appears.

Note: A dash (-) appears to indicate that school is not in session and/or the student is not
enrolled on that date.
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4. Click "Show dropped classes also” if you want to view or change attendance records for
dropped classes. The dropped classes appear on the page with the other classes.

5. Click Change Meeting Attendance. The Change Meeting Attendance page appears.
Attendance Change ¥ ¢ $

Anderson, Jane 5 AGHS
Option Value
Change attendance for Anderson, Jane S
From this date 42772007
To this date 4272007
A B
11 ga
=100
Meetings to scan =0 O
4+ 0O10O
(SelectAll ) Clear
® an
O These codes
Present ~
HD - Half Day
A-Absent
Code(s) to scan for T-Tardy

P - Parent Excused
U-Unexcused

S -School Excused

I -In School Suspension

QO - OQut of School Suspension
X~ Truant v

Attendance code to set (Present) hd

If other than a default present (default presents @ Crwerwrite

will be overwritten regardless) O Don't Overarite

Comment

f Submit 3
6. Use the following table to enter information in the fields:
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Field

Change attendance
for

From this date

To this date

Meetings to scan

Code(s) to scan for

Attendance code to
set

If other than a
default present

Comment

Description

The selected student(s) appear.

Enter the first day of the date range using the format
mm/dd/yyyy or mm-dd-yyyy. If you do not use this format, an
alert appears. If you submit the date with an incorrect format,
the date field will be submitted as a blank entry.

Enter the last day of the date range using the format
mm/dd/yyyy or mm-dd-yyyy. If you do not use this format, an
alert appears. If you submit the date with an incorrect format,
the date field will be submitted as a blank entry.

Select the checkbox(es) to indicate the period(s) to change. To
mark attendance for the entire day, click Select All.

Either choose all by selecting the "All" button or select the
"These Codes" option and then choose the attendance code(s)
for which you want to scan

Choose the attendance code to apply to the date range from the
pop-up menu.

Select the option to either overwrite or not overwrite any
existing attendance codes.

Enter comments that are relevant to this attendance record.

7. Click Submit. The Changes Recorded page appears.
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