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Attendance Lock Out Setup:

1. Go to Modules > Base Data Information > Period Management

i1 Modules =
B Admin Attendance
B Admin Attendance Options
) Admin Discipline
B Admin Grading
= Base Data Inforrnation
@ City Mairtenance
@ City/State/Zip Code Managem—!
# County Maintenance

# | ocation/Building/Roam Mana
& Period Management
- Sending School Management

# US States Maintenance
B ClassLink Internal Modules
E Coop Education Options
B Curriculurn Management
[ Curriculurn Options

4 Data Imports =
1 I _>l_I

2. Select a Period from the left hand side
1. Example: AM Session

3. Inthe Tardy Time box for each day the period is offered enter the time attendance must be
entered by
1. For example if the AM Session starts at 7:45AM and teachers have until 8:10AM to
enter attendance & is held Monday thru Friday then in the Tardy time box enter
8:10AM for Monday thru Friday.

j07:45 &AM 07 45 AM 07 45 AM 07 25 AM

1035 A 0 45 A 0 45 A 10 26 A

0040 0040

0510 AM 05 10 AM

4. Click Save
5. Repeat process for any additional periods
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6. Go to Modules > System Administrator > ClassMate Custom Control

== Student Registration

= Systemn Administrator

----- P Attendance Condition Infarma

[1 ClassMate Custom Control |
F Classhtate TD Control

----- P ClasshMate Master Control

----- @ Classmate Report Retrisval
@ Classmate User Management
@ DataBase Activity Manager

----- P District Email Administration

----- @ District Email Base Data
P Dynarmic report Menu

7. Click on the Attendance Tab
8. Under Lock Out > select *True radio button > Click Save at top of module
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Attendance Lock Out is now turned on, teachers will receive an error similar to the screenshot below if
they try to enter attendance past the specified time that was entered in Period Management.

Attendance Lock Qut

' : TIME MOT & WaLID ATTEMDANCE PERIOD: Please contact the Attendance Officer to process any further attendance inserts andfor updates.
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