Attendance
Creating Multiple Student Records

Aspen allows you to create attendance records for multiple students at the same time for one day or for multiple
consecutive days, in the same way that attendance is entered for individual students. This process would be used when
schools are closed and students are working offsite.

Select Show Popup and click the Multi-Add button.
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Fill in the details as shown below and select the appropriate option in each section.

Students Duplicate Records
() Section - All Students in a selected course section @ Skip - Use Skip option as it will not overwrite lect All
(O  Homeroom - All Students in a selected homeroom O  ReplaceXisting records such as vacation, etc Usle ?e ﬁ(:tt i t(:
O  Query - All Students in a saved query select all stuaents.

(O  Snapshot - All Students in a saved snapshot

O Selecton - Seletspecific students or forschoolcloure  EGEG—_—— s — | Rl

select all students from the school ‘Search on LegalLast o
Selected students: 0

Date [12/0412022 | B Multiple Dates >> - If entering data for more than one date, use
the Multi Dates hyperlink

Portion

Absent? O

Late? O

Dismissed? a

Time In

Time Out

Excused? O

Other codes l" \ v

Reason [Remote Leaming |Q, - Options are: Remote Learning, Covid-Related

School is closed due to........ - Key in the reason for the school closure
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