How To Take Attendance in Gradebook

When you log into your gradebook, you will see a change in how it looks. Your periods
will be converted to A days (1, 2, 3, 4) and B days (1, 2, 3, 4). So you will see it listed in
multiples 1, 1, 2, 2, 3, 3, etc. DO NOT PANIC. It will take time to get used to the look.
Follow the steps listed in order to access your Attendance:

1. Log into your Gradebook.
2. There are 2 ways to get into your Attendance.
e Click on the Attendance in blue next to the period you want to take
Attendance in or
e Click on the Attendance icon in your navigation bar. A drop down menu will
appear with your periods listed, then click on the period you need.

L CLGELTH-R Reports . Option

. CHEMISTRY 1-2 HONORS - (058301-01)
CHEMISTRY 1-2 HONORS - (058301-02)
. CHEMISTRY 1-2 - (058200-01)
CHEMISTRY - STANDARD LEVEL(IB) - (058560-01)
CHEMISTRY 3-4 ADV PLACEMENT - {058400-01)
CHEMISTRY 1-2 HONORS - (058301-03)
CHEMISTRY 1-2 HONORS - (058301-04) u
1 CHEMISTRY 1-2 HOMORS - (058301-01) CHEMISTRY 1-2 HONORS - {058302-01)
2 CHEMISTRY 1-2 HOMORS - (0158301-02) CHEMISTRY 1-2 HONORS - (058302-02) i

ER ) CHEMISTRY 1-2 - (058200-01) c
4 CHEMISTRY 12 - (0S8200-0) . CHEMISTRY - STANDARD LEVEL(IB) - (D58560-01)
& CHEMISTRY - STANDARD LEVEL(B) - (0586, CHEMISTRY 3-4 ADY PLACEMENT - {(058400-01)
& CHEMISTRY 3-4 ADY FLACEMENT - (0584m 7. CHEMISTRY 1-2 HONORS - (058302-03)

8. CHEMISTRY 1-2 HONORS - (058302-04)

Current Class Schedule

Semester 1 - HUNTER SENIOR HIGH

DRNEOND RN

7 CHEMISTRY 1-2 HONORS - (058301-03) 1 AUEUUUR AUENUSIILE
8 CHEMISTRY 1-2 HONORS - (058301-04) Gradebook Atendance
Semester 2 - HUNTER SENIOR HIGH

1 CHEMIETRY 1-2 HOMORS - (058302-01) Gradebook Attendance
2 CHEMISTRY 1-2 HOMORS - (058302-02) Gradebook Attendance
4 CHEMISTRY 1-2 - (058200-01) Gradebook Attendance

b CHEMISTRY - STANDARD LEVEL(IB) - (088560-01) Gradebook Attendance
b CHEMISTRY 3-4 ADW PLACEMENT - (058400-01)  Gradebook Attendance
T CHEMISTRY 1-2 HONORS - (058302-03) Gradebook Atendance
8 CHEMISTRY 1-2 HONORE - (058302-04) Gradebook Attendance

This screen will pop up and the default code will say “present.” Use the drop down arrow
to choose if a student is absent or tardy. Use your TAB key to go down the list. You can
also type in “T” (Tardy)or “A” (Absent).When you are done click SUBMIT. You may
change the date to the right if you need to go ahead or back a day to change your data.
The words “Taking attendance for February 11” or whatever day you are on will
highlight if you change the date so you know you are not on the current date.

Attendance « List £ Submit
Student Name Student ID YIS Code Taking attendance for February 1¢
AFFLECK, ANDREW SHELDON 9356886 10 Ahzent =

To take aftendance for another date, change the
ANGELL, BENJAMIN E 9368341 10 U- UNEXCUSED
IANSLEYIFROMMEL, JACKIE 3486471 10 [apsent o February [pw)] [ 16 || 2006 |

Jurnp to this day
AUSTIN, DANIELLE 9365376 10
Absent

BEMNETT, JAMELYN DIANE 9395212 1o [Tardy
BRONSON, WHITNEY LYNNE 8357091 10 ™
BROVWH, ANDREYW 85143@1 10 =
BURGESS, NATHAN C 9369218 10 =
CENICEROS, PEDRO MTZ 8497603 10 8- SUSPENDED

If you have any problems, see your Gradebook Administrator.



