Checking AƩendance
To prepare you will need to check the clinical calendar/schedule to correlate appropriate a endance.
Your primary goals will be to check if students have clocked in and out correctly and if clinical instructors
have correctly validated a endance. You may need to view me excep ons students have entered on
occasion as well.
1. From the le ‐side menu choose Reports—> Student A endance.
2. Filter by the rank desired.
3. Select the student whose interac on you’d like to validate. Next,
from the Ac on column, choose “View”.
4. Check the date to
make sure it
correlates with the
date the student was there, and that the hours the student entered for that date are correct. In
looking at the two samples here, you can see that each student was there on the same days.
5. Then check to see
if the clinical
instructor has
approved and validated the entry. In the first case, there are no entries in either the “Approved” or
“Approved By” columns, so no a endance has been validated, but in the second case, all three days
have been validated.
6. Con nue on and check a endance and valida on for all the students in current clinical rota ons.
You can also see the first student has entered three me excep ons, because under the “Hours” column,
there is an “E” for each entry. You may want to check details of the excepƟons as well:
1. From the le ‐side menu choose Students—> Time Clock.
2. Filter by the rank desired.
3. Select the student whose interac on you’d like to validate. Next, from the Ac on column, choose
“View”.
4. Choose the red “Time Excep on” icon in the Ac on column.
5. Choose the date you’d like to check, and select the “View” icon in the Ac on column.
6. Choose the 2nd blue bar tled
“Student Time Excep on Log” to
view the entry details.

