
From: Evelti, Kim kevelti@williston.com
Subject: Attendance

Date: September 8, 2014 at 7:58 AM
To: Faculty and Administration FacultyandAdministration@williston.com

Hello%All!

When%you%log%into%your%portals%today%you’ll%see%red%no6fica6ons%for%a:endance%that%will%be%quick%links

into%your%class’%a:endance%pages.%Here’s%what%you’ll%do:

%

1.       Click%the%red%a:endance%link%–%any%one%will%do!

%

%

2.       Change%the%status%of%the%students%who%are%absent%or%late%to%“Absent”%or%“Late.”%Present,
Absent,*or*Late*are*the*only*statuses*for*faculty*–*THE*REST*ARE*FOR*THE*DEANS*OFFICE
ONLY.%The%ones%for%faculty%are%the%top%three%in%the%list.

3.       Click%on%“Save%Class%A:endance.”%You’ll%get%a%message%that%a:endance%was%saved%and%the

status%will%change%to%green%“Taken.”%Done!%You%can%go%back%and%update%and%reOsave%a:endance

aPer%the%first%save%if%you%%need%to.
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aPer%the%first%save%if%you%%need%to.

%

%

Let%me%know%if%you%have%ques6ons.%Have%a%wonderful%first%day%of%classes!!!

Kim

%

%

%

Kimberly Zern Evelti
Associate Academic Dean
The Williston Northampton School
19 Payson Avenue
Easthampton, MA  01027
(413) 529-3071
kevelti@williston.com
www.williston.com
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