Taking Attendance in PowerTeacher

1. Click on the single Chair icon next to the class in which attendance will be taken
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For schools taking Daily attendance the class will contain the word “Homeroom” in the class name. 

2. In order for attendance to be taken for a specific class the single Chair icon should not be grayed out. If the Chair icon is grayed out then this means that attendance is either not taken on the current date for that or the class is not setup for attendance to be taken.
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3. Once an active single chair has been clicked a screen similar to the following should display
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4. Select the appropriate attendance code from the “Attendance status codes dropdown” next to Current attendance code: Once the attendance code is selected then click on the “fields to record attendance” next to each student that the selected “attendance code” relates to.

[image: image4.png]Record MultiMeeting Attendance for
Multiple Sections

Grade 04 HOMEROOM - HR(M.F)

Current attendance code: | (Present)






5. After clicking on each attendance field next to the student’s name the selected attendance code should appear in the attendance field box.
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6. Any additional attendance codes can be added by repeating the above process with any specified attendance code. (Note: If you mark attendance in error for any student you can select the “Present” attendance code and then select on the attendance field box next to the student with the error to correct.) Once all attendance has been updated on the screen then the “Submit” or “Submit w/Comments” must be clicked for the changes to become effective. 
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These are the students from this school who are listed on the Daily Attendance Bulletin.
© The Daily Attendance Bulletin for this class is at the top of this page.
© If a student was changed from Absent to Present their name will show up as Present on this list.

Student Name Grade Level Daily Attendance Daily Attendance Code




*** NOTE: IF ALL STUDENTS ARE PRESENT YOU MUST STILL CLICK THE SUBMIT BUTTON TO COMPLETE THE ATTENDANCE PROCESS. THIS WILL SHOW THE MAIN OFFICE THAT ATTENDANCE HAS BEEN TAKEN.
7. Once the “Submit” button has been clicked and you return to the start page you should see the following green light indicated that attendance has been taken. 
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8. After you have submitted attendance, if you return to the attendance page by clicking on the single chair icon you will see this yellow confirmation message that your attendance report has been received.
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9. On the right side of the screen you will see a list of all the students from this class who will be on the Daily Attendance Bulletin. It will be blank if all students are present. Below that list on the right is the Year to Date tardies and absences for this class.
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10. And on the bottom of the screen will be a list of all students who will be on the Daily Attendance Bulletin for the entire school.
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