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Step by step guide to Digital Attendance

1) The teacher clicks the link below to the Attendance site, enters the username and password
and hits the Login button.

https://cte.inters-dwd.com/AE_Attendance
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2) Click the Course Name pull down menu and select the course. Date is by default set to the
current date. Change it, if needed.

Click the Select button.
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3) Attendance Roster opens with the list of students. To Clock in, the student should hit Clocked
out.
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Student Status

Harris, Chris Clocked Out
Heist, Thomas Clocked Out
Kidd, Olivia Clocked Out
Kingsley, Julie Clocked Out
Loos, Jessica Clocked Out
Rogers, Ann Clocked Out
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4) The following screen appears when Clocked out is clicked.
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5) Now, when student clicks the Clock In button, the student will be prompted to enter the PIN,
which is the last 4 of SSN/student ID. The teacher needs to verify the PIN to the student.
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6) The teacher can pull the student’s PIN by going to Reports—>Local->Student PIN by Class—>
Enter the Course.
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7) The student enters the PIN and gets Clocked In.
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Harris, Chris
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Kidd, Olivia
Kingsley, Julie
Loos, Jessica

Rogers, Ann

H AL Type here to search

v X

Q% 0@ :

11:55 AM
2/1/2023

b0

Every time the student needs Clock in or Clock Out, would need to enter the PIN.
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8) To Clock out, the student needs to already have clicked Clocked In, which then leads to Clock
out button. The student will be prompted to enter the PIN and gets clocked out.
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Please enter your 4 digit pin # to confirm.
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9) The student gets clocked out.
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10) The teacher will login to Inters. Click the Attend Sync button to pull the attendance in.
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11) The next screen will be Attendance Sync Screen on the teacher’s Inters .

The teacher will then

e Select the Course.

e Click the Search button.

e Accept the attendance for the whole class using Accept All button / Use Action column
(which is the very first column in the table on this screen) to accept/reject the individual’s
attendance.

¢ Hit the Save button.

The attendance of the students gets recorded, once accepted by the teacher.
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12) To Log out of the Attendance or to open the Menu, Teacher will be prompted to enter the
PIN, which is the last 4 of teacher’s id.
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Please enter your 4 digit pin # to confirm.
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