
Instructions for Taking Activity Attendance
Taking Attendance in Kids Care has now changed.  For 21CCLC Recipients you must take attendance for reading, math and science activities (Yes!  This means you may be taking attendance at least 3 times!).  For SAC grantees you must take attendance for a single activity—preferably an activity in which every student participates such as snack.  For both grantees, you must take attendance for an activity in the AM if you have a morning component to your program and attendance for an activity in the PM if you have an afternoon activity.  System changes will allow you take attendance for multiple activities at the same time thus saving you all time.  

1. From Left Menu:   Select AfterSchool Program 
2. Select the Site where you want to take attendance

3. From Left Menu :  Select Attendance 

In the center of the page you will see a dialogue box that has dropdown choices for the school year, the program and the activity.  You can control taking the attendance here for a single activity by choosing the activity and clicking on the blue Attend link on the right.  BUT and this is preferred…..You may also choose to take attendance for all activities at the same time by clicking the blue ALL ATTEND link to the left of the activity.

4. Select The week for which you wish to enter attendance (note the date range consists of the days of the week)

5. Click on EDIT.

a. A Dialogue box will appear with the names of the students enrolled as of the days of the week you are entering, along with the activities below each student’s name.  You will see a choice for Present or Excused.  If the student is present, check Present.  If it is an excused absence click Excused.  If they are absent, leave the box unchecked 
b. There will be a box for each day of the week that is scheduled in the master schedule.  If an activity is not scheduled for the day, it will show Not Scheduled.  If a student is not enrolled in an activity, the activity will not appear under the student’s name.  If a student is not currently enrolled in the program it will show Not Currently Enrolled in the attendance box.

6. To record attendance: click in the boxes for the days the student attended.  This may be done across the page from left to right (horizontally) for each activity or it may be done from top to bottom (vertically) for each day of the week.  

You may click the all button (horizontally—left to right) if they are there for each day of the week for that activity.  You may also click all and unclick days that they didn’t attend.  You may click the all button (vertically—top to bottom) for a particular day and activities.

Preferred:  left to right for each activity unless: you know that if a student attends a particular day that they attend all of the activities for that day.

7. Click Save and you have taken attendance.

Note well:

If a students name does not appear on the roster, that means he/she is not currently enrolled.   If their name should appear, then you will need to change their enrollment date.  To change the enrollment date:

If they are enrolled in your activity with the wrong date then simply perform the following steps:

1. From the left menu, select Activity 

2. Find the name of the Activity

3. Click roster on the far right

4. Find the name of the student

5. Click edit

6. Select an unenroll date

7. Click in the unenroll box

8. select save 

9. From the left menu, select Activity
10. Find the name of the Activity

11. Click roster on the far right

12. Click Enter/Add to roster

13. Find Student

14. Change enrollment date at the top to the correct enrollment date

15. click in the enroll box

16. Select save

If they are not on the Activity roster you need to enroll them in the activity first.  If they have previously attended programs at your site do the following:

1. From the left menu, select Activity
2. Find the name of the Activity

3. Click roster on the far right

4. Click Enter/Add to roster

5. Find Student

6. Change enrollment date at the top to the correct enrollment date

7. click in the enroll box

8. Select save

If they are not on the Enter/Add roster you need to enroll them in the program first.  If they have previously attended programs at your site do the following:

1. From the left menu, select Roster
2. Click Enroll Student

3. Find Student

4. Change enrollment date at the top to the correct enrollment date

5. click in the enroll box

6. Select save

If they have not previously attended programs at your site do the following:

Complete the enrollment for you use to enter brand new students.

NOTE WELL!!!  The Enrollment Date defaults to the current day.  Make sure you change enrollment date for students to the day before you want to take attendance, other wise you will not be able to take attendance until the default date.  Make sure you check the date again before you save because if you have the wrong date you have to individually un-enroll and re-enroll each student before you can take attendance

If the day you wish to take attendance is not available, either no box, or it is grayed and you cannot click on it, you need to look at the following:

If it is grayed and you cannot click on it, you are probably trying to take attendance for a day that has not occurred yet (future date).  In this case you simply have to wait until that day passes.  You cannot take attendance prospectively (unless you have a crystal ball and can predict the future—if that’s the case we need to talk about future sporting events so I can go to Vegas and win big!

If no box appears, then that day is not scheduled on the master calendar.  You simply have to change the master calendar to add that particular day.  To alter the master calendar:

1. From the left menu select Schedule

2. Click edit
3. Click on the box of the day you need entered

4. Click save
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