How to Verify if Your Attendance Has Been Completed for a Month:
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1. When you first open Child Plus,
you will see the Dashboard tab
- Click on the “Reports” tab
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Quick Tip. You
can click on this
star to favorite
this report
making it easier
to find!
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2. Use the search bar and type
2305. This will pull up the 2305
Monthly Attendance report

3. Click on report “2305 -
Monthly Attendance”




Step 4-6:

2305 - Monthly Attendance
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6. Make sure that you are
running the report for the

All

4. Make sure that the

month and year you want to
5. Make sure that the “Site” is “Program Term” is on the look at attendance for
listed as All. You only have correct school year
access to your center so this :
will ensure the report is run for | Individuals
all of your classrooms
Step 7:
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Filter Participants by... Other Filters and Options
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Step 8-9:
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11 Participants 1/2/3 45/ 6728 910111213 141516 17 12 19 20 21 2223 24 25 26 T 8 B8 =  ADA  Enrol Drop
Belgrave, Joshua Jr 4 PP P PP F PP PP H PP PP F PP FRPF 19 100 | 8139
Bennett, Gaiyah 4 PP PFFP F P PP A HI P P A A PP FFPPF 16719 | 84%  B/2018
Chatman, Nylah 4 PP AAFP PPPPP HPFPF P PPPF 17719 | 89%  Bi2019
Harris, Houston 4 P PPPFP PPPPP HPFPF PPPPF 18 100 Brens
Harrison, Landon 4 P AP F A PlA AP A HPFPF PP PP A 13719 | 88%  2/3/20
Johnson, Preston 4 PP PPP PPPPP HPPPP PP PPFP 19 | 100 | 819418
Leysath, Amya 4 A A A A A A A AP A HPFAF P PPPF B/18 47% 211020
Quattlebaum, Zariyah 4 P PPPFPFP PPPPP HPFPF PP FFPPF 19 | 100 | gramMa
Ransom, Legend 4 PP P A P PP PP HIP P P P P PP PP 177418 | 84% @ 2420
Strickland Hough, Rose 4 A AP A A A 146 17% 1/3020 | 2M020
Tabor, Journes 4 AP PRPPP PPPPP HPFPF P PPPF 18719 | 98%  B1919
Present T8 |8 | &8|T 5 & |8 (107 0|10 | & |9 010 |1D|10| 9 Classroom: 2
Pct. Present 0TI |2 T3 G4 82 | 8D | B0 |100| TO 100 (100| 80 | 20 100|100 (100|100 50 259
Mot Present 203234 oz z 3 2 1

8. Review attendance, make sure it is accurate. Please complete any missing attendance that your
center may have. Your center will not be paid for any missing attendance.




