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Governed By: Operations Effective Date: 9/2/2015 
Procedure: #13 CAP60 Tracking Attendance & Classroom Features Updated Last: 9/2/2015 
Purpose:  To provide instruction for programs to track attendance within classrooms, input 
classroom notes, & other classroom features. 
 

Tracking Attendance: 

 Log-in 

 Select the “Group activities” tab 

 Click on “CAP Classrooms” to reveal categories underneath 

 

 Now choose “Class Attendance”  

 
 Specify the following: 

o Service 

o Year 

o Classroom 

o Date 

 Choose from the enrolled list that shows up and click “save”  
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Other Classroom Features: 

1. Sign-in Sheets can be printed through the “Student Sign in Sheet” feature 

a. Click on “Student Sign in Sheet” under “CAP Classroom”  

 

 

b. This can be printed or exported to excel using the “Export To” feature here 

2. Use the “Classroom Attendance List” to see individual attendance records 

 

3. Use the “Classroom 

Attendance Time in” and 

“Classroom Attendance Time 

out” to live enter arrival and 

departure of students. 

a. This can help with 

tracking tardiness 


