TRACKING ATTENDANCE THROUGH INSIDECBU

Editing Attendance
	
1. Navigate to the Attendance section of InsideCBU, under Academics. (refer to the Recording Attendance training document for details)
2. Click on the class date (See Below).
[image: A screenshot of a computer

Description automatically generated with medium confidence]
3. Scroll to the lower half of the page and find the student that you wish to edit attendance for. Simply click the preferred selection to change the type of absence.
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NOTE:  See Attendance – Getting Started training document to learn how to navigate to the Attendance features in InsideCBU.
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