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CONFIRM Attendance Status using INSTRUCTOR TOOLS

Instructor Tools are different than Enrollment Tools. The selection to CONFIRM
attendances status is only available in the Instructor Tools. We ask that you do not use
Enrollment Tools when updating attendance status. Confirm is not an option in the
Enrollment tools and attendance status must be CONFIRMED by the instructor or course
Owner.
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Search the Activity the same as you would in the Enrollment Tools. From the Activity
Details page select Activity Attendance (under the "Actions" dropdown).

= Instructor Tools

= Activity Details

Test Course for Missed Registration Form 21113001

District Catalog

wmer/Manager INGRID STAFFORD - IStafford@everettsd org
972021 to 12/142021
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= Activity Functions

Team Room (Commens: 01 e 0 0 °
; o

Click Change Settings to modify the roster columns and activity settings.
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Click the dropdown boxes to select which roster columns should appear.

Roster Column Options

Choose The Columns To Display In The Roster
Column 1 Participant Last Name, First Name (Preset)
Column 2 Approval Status (Preset)
Column 3 [Employee 1D ~]
Column 4 [ Credits ~]

Column 5 [Hours v

Column 6 | Evaluation Status hd

Email Options
Send Automatic Email Notification To Users When Their Approval Status: Hours
Is Changed to IN PROGRE Credits
Is Changed to WAIT LIT | Eyajyation Status

Miscellaneous Options Team Room Forms Status
Show Building Name in Roser Email Address

Include Drops in Rostd? Job Title

Date Submitted

Date Completed
Employee ID

Show [Edit Form] Link
Show Purposes

Active Employee (yes/no)

-- Click to Select --

~ Manage Activities

= Details

Test Course for Missed Registration Form 21113001
Program: District Catalog
Activity Own Vanager: INGRID STAFFORD - IStafford@everettsd org

110 1211472021

Credits: 3 Hours: 3 Enrolled: 3/20)

» Add Registrants to Roster
« Roster Click the roster column to sort the order from ascending to descending on the header

#Selact Name' Building Approval Employee 1pHours#1 Hours#2Hours#3 Awarded Evale

Status Dec 9 Dec 10 Dec 14 Hours
1 Operator Professional Development System Operator
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Reminder — Complete attendance within three workdays after each meeting date.

Need assistance? Contact Professional Growth x 4127 / 4114
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