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Changing A Student's Daily Attendance Schedule
in ChildPlus Online
This guide provides a step-by-step process for modifying a student's attendance
schedule if they will regularly not attend specific days of the week

1 Navigate to https://app.childplus.com/MiamiValley

Then select the student whose schedule needs to be adjusted.

https://app.childplus.com/MiamiValley/services/12357/enrollment/participation-records
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2 Click into the "Attendance" module

3 Click on the "Current Year" line
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4 In the pop-up box, click on the MORE icon (tri-dots or ellipses)

5 Click on the "Attendance Defaults" line in the drop-down menu
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6 Uncheck the specific "Days this Person Normally Attends" for each day this
student will regularly not be attending each week. For example, if the student will
not be attending on Tuesdays and Thursdays, you would uncheck the boxes next
to those days.

7 Click the "Save" button
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8 Click the "Close" button

9 To add a note, click into the "Enrollment" module
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10 Click on the "Current Year" line

11 Click the "Add Notes" box
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12 Here you can add a note explaining why this student will regularly not be
attending class on specific days of the week.

For example:

"Pebbles will not be attending class on Tuesdays and Wednesdays as she has
physical therapy on those days. I have updated the Attendance schedule."

13 When you have finished adding your message, click the "OK" button

14 Now, this student will only appear in the ATTENDANCE roster for the specific days
of the week they are scheduled to attend.

Tip! If attendance has been taken for prior days before adjusting the schedule,
you will need to go back and ensure that this student is marked "NO CLASS" for
the days they are not scheduled to attend.


