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Creating	and	Maintaining	an	Attendance	Record	
CREATING	A	RECORD:	

• Click	on	the	Attendance	tab.	
• Click	the	“Select”	button.	

	
• Click	the	green	“plus”	button.	
• Complete	all	fields	in	the	row.	You	may	add	any	supporting	documents,	such	as	a	doctor’s	note,	in	the	

“Attached	Documents”	area	at	the	bottom.		
• Click	the	green	“Add”	button	at	the	bottom	of	the	pop-up	window.	
• Click	“Save”	to	save	your	changes	to	the	binder.	

	

	
											

To	ADD	AN	ADDITIONAL	ENTRY,	continue	to	the	next	page.	
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ADDING	AN	ADDITIONAL	ENTRY:	
• Click	on	the	previous	submission’s	link	on	the	Attendance	tab.	

	
	

• Click	the	green	“plus”	button	to	create	an	additional	row.	Enter	your	information	and	complete	the	entry.	
• Click	the	green	“Update”	button	at	the	bottom	of	the	pop-up	window.	
• Click	“Save”	to	save	your	changes	to	the	binder.		

	


