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Steps  

1) In Team field query for the appropriate team. 

Check Period of Absences area 
allows you to indicate All periods or 
select the appropriate period/s 

Team Group field allows you to query 
for the team you would like to record 
attendance for. 

The Reason field allows you to 
indicate the appropriate code for this 
activity. 

Check only those students who will 
NOT be absent. Example shows 
O’Keefe, Sahel will not be attending 
this trip 

2) From the Assumed Reason field select the code for this activity. 
3) Select the period/s the student will be absent for. 
4) Check those students Not attending this trip. 
5) Click the Save button. 
 

 
NOTES: 
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