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F.  CHANGING YOUR ATTENDANCE CLAIM  
 
Attendance claims can be changed by a teacher: 
 
1.  If the roster has not yet been printed by the teacher, s/he can go in at anytime and change 
the claim.  Change the attendance and click Save. 

 
 
 
2.  If the student attendance roster has been printed by the teacher, it is considered to be 
“locked”.  The teacher can still change the attendance claim but s/he will have to call the office 
for a “Change Claim Authorization” code.   
 

�  The teacher calls the attendance clerk and gives his/her Authorization Request Number 
shown in the bottom left of the screen.   

�  The attendance clerk then gives a Change Claim Code back to the teacher.   
�  The teacher enters the change claim code into the white box and the attendance can be 

changed.   
�  The attendance report must then be re-saved, and re-printed - signed, dated, and sent to 

the office.  


