SENDING ATTENDANCE and ABSENCES TO ADMIN PLUS

 QUICK GUIDE
· How to send your Absences to Admin Plus?

1. Select your gradebook for which you want to enter the ABSENCES.

2. Click on the Attendance icon in the corner of the toolbar
3. And the screen below will appear

4. Select the student  and Date for which you want to enter the Absence 
5. Select the A letter for each student you need to mark Absence and the T letter for each student you need to mark Tardy.  

6. Then go to File option in the Menu 
7. Select  the Send  option

8. And Send it to Admin Plus
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9. Then you will see the next screen, which is basically the subject period code you are sending to the Data Base, Do not change it please,
10.  Click the Ok button.
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Then the next File name is automatically generated for the system and will be send to the Data Base:  Please do not change this name and click over the OK button.
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12. You will be asked later the date you want to send.  For today only the default date is needed.  For an interval of dates enter the date interval in the following format 08/22/07-11/21/07.
13. Finally you will have an information message telling you that your data has been sent to the Data Base.
· How to delete a Column with the Zap Function:

1. Right Click over the top of the column you need to delete, like in the screen below…
2. Select the Zap Current Column option

3. Your column will be removed from the gradebook.
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