
Taking Attendance – Updated Version 

Do not report attendance on the “Roster” tab. This tab is strictly for use by the Professional Learning 
Department only. 

1. Click on “Activities” 
 
 
 
 
 
 
 
 
 

 

2. Click on “Add/Edit Activities” 

 

 

 

 

 

 

 

 

3. On the Activities page, you will see a list of activities. Activities are organized by status: Published 
and Archived. Select an activity from the appropriate tab to begin.  
If you do not see any options or a specific activity listed, review the date range and filters and update, as needed, or 
reach out to Melissa Hernandez for assistance.  
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4. Taking Attendance: After selecting the activity, you will be directed to the Roster tab. To review and 
update attendance, click on the “Attendance” tab. If you need to modify a participant's details, 
select their name and adjust their hours as necessary. 
 
 
 

 

 

 

 

 

 

 

 

 

 

5. To make bulk adjustments, click the checkbox to the left of the participants, or select all users by 
clicking the checkbox beside the Name column. Then, select “Bulk Mark Attendance”. 
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6. By default, the Meeting Date(s) dropdown is set to All meeting dates; select specific dates, if 
needed. Enter the meeting duration; then, click “Apply Changes” to save. 
 

 
 
 

7. Once attendance has been reviewed and adjusted (if needed), select the “Review Complete” 
button to confirm. 
The Review Complete button will not appear until the day after the meeting date(s). For activities with multiple 
meetings, only select this option once attendance has been reviewed and updated for all meetings. 
 

 


