How do I print sign-in and attendance
sheets?

Go to Attendance.

k4 Messages
'ﬁ' Roster

B Rubrics

a Artendance

© Help

Select an Attendance Item by clicking on the name link.

©) ATTENDANCE [ % Link || 2 Help ]

Add Attendance Attendance By Student  Grading Settings  Import/Export

Take Attendance

Click on the Take Attendance Now button to immediately take attendance. Click on a link below to take attendance for an existing event.

Take Attendance Now

Attendance Item . Actions Date . Present ., Absent , Excused , Late s LeftEarly .
[ actions | 4/27/202:49 PM 2 0 1 0 0
Attendance Test [ Actions = | 4/25/204:17 PM 2 0 0 0 0
Class 01 [ Actions « | 4/24/209:00 AM 2 0 0 0 0
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From the Take Attendance landing page, click on the
printer icon.

&) ATTENDANCE [ % Link H 2 Help |

Add Atendance Attendance By Student Grading  Settings  Import/Export

Attendance 4/27/20 2:49 PM E.i

Take Attendance

View | Entire Site ¥

Mark displayed students as| Choose One |+

Student
Photo Student Name Present Absent Excused Late Left Early Comments

Benton, Kirk
KB (demostudent08) Q
m Hart, Vanessa
u (demostudent02) Q

In the pop-up box, select the group that you would like to
print.

Print Sign-In or Attendance Sheet
Item Name Attendance

Item Date 4/27/20 2:49 PM

Group ¥ Entire Site w

Eormat Entire Site

Group-1

Group-2

Group-3
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Select whether you'd like to print a Sign-In or Attendance
Sheet.

Print Sign-In or Attendance Sheet
Item Name Attendance

Item Date 4/27/20 2:45 PM

Group | Eptire Site w

Format @Sign-In Sheet

Attendance Sheet

Click the Print button.

Print Sign-In or Attendance Sheet
Item Name Attendance

ltem Date 4/27/20 2:49 PM

Group | entire site ¥

Format (@Sign-In Sheet
Attendance Sheet
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Select the document.

#& Home v % Demo12312F20 v % Oceanography v % TTT0010

= Overview {) ATTENDANCE

Lessons Add  Attendance  Attendance By Student  Grading  Settings  Imp

Calendar Attendance 4/27/202:49PM (&' &

Ei

5]

+! Announcements
Take Attendance

[

™)

Resources

View Entire Site |
Forums

B Assignments Mark displayed students as  Choose One | w

& Tests & Quizzes Student
Photo Student Name _

Benton, Kirk
« (Gl (cemostudentos)

Present
& Gradebook

01 F20

ort/Expart

Absent

Excused

N vevsiers——~)

Late

S

Left Early Com

o

»

Show all X

4
& Attendance-signin.pdf F a0
) Attendance-signin.pdf

The PDF will appear at the bottom of your web browser. It can also be found in your Downloads

folder.

View the Attendance Sign-In Sheet.

Sign-In Sheet - Demo 123 12 F20

Attendance (Mon, Apr 27, 2020 2:49 PM)

Student Name

Signature

Benton, Kirk

Hart, Vanessa

Hemmings, Jack

Mackenzie, Nathan

North, Theresa

Peterson, Cameron

Stevens, Blake

Sutherland, Ella
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Or view the Attendance Sheet.

Attendance-attendance.pdf

Attendance Sheet - Demo 123 12 F20

Attendance (Mon, Apr 27, 2020 2:49 PM)

Student Name

Benton, Kirk (demostudent08)

Hart, Vanessa (demostudent02)

Hemmings, Jack (demostudent06)

Mackenzie, Nathan (demostudent(5)

Nerth, Theresa (demostudent04)

Peterson, Cameron (demostudent07)

Stevens, Blake (demostudent03)

Sutherland, Ella (demostudent03)
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