INSTRUCTIONS FOR PRINTING ATTENDANCE VERIFICATIONS
1. Sign into STI Classroom

2. Select 1st Period Only 
3. Click on Student Attendance Roster (2nd Box)

4. Click on Printer Icon

5. Click on Monthly Register

6. Change ID to Print to NONE

7. Select Report Type DETAIL

8. Change Month to the correct Month for Attendance Period (Refer to table below)

9. Check mark (√) Vertical Lines

10. Under Codes To Print select ALL

11. Click on Print

12. After printing, check dates on verification – they should match the dates on the attendance schedule below.

13. Click on 2nd Printer icon to print all pages.

14. Make necessary corrections on your printed page

15. Initial, date and return to Ms. Cooper by the due date and time below.

DUE DATES FOR ATTENDANCE VERIFICATIONS ARE POSTED ON THE SCHOOL’S WEBSITE CALENDAR!!
