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GUIDE OVERVIEW

These tools are designed to be easy to use, with
minimal inputs from you, and many outputs from us.
Follow each tool guide closely. There are normally
only a few true steps within the guide, but the rest Is
Information to help you along the way.

https://spreadwiseco.com



GUIDE LEGEND

GUIDE FOR THOSE USER
POINTERS READY TO JUMP INPUTS
— e
NEED TO KNOW INPUT BOX

. ) YOU CAN SKIP

’ b K AND COME [ '
NICE TO KNOW ‘5 BACK IE)/lFéiB PDOWN

osk)  DON'T SKIP!

REVISION INFORMATION PASSWORD

| atest Attendance Dashboard e Tabs are locked to prevent accidental
Revision: 4.2 formula errors. Password: "swc

e Use with discretion. Formulas and
setups can be extremely complex.



1-GETTING STARTED

ATTENDANCE INPUTS

4 N
Students :
Mary 5 ATTENDANCE FOR: What type of group are you
THIS JOURNEY BEGINS S Students tracking attendance for?
Named
BY COMPLETING THE Name5
Nameb
DASHBOARD INPUTS Name7
Name8
N:m:9 TRACKER NAME This will show up in each
N / o Freshman English monthly header
Namel2
Namel3
MNameld
e #/LETTER IDENTIFIER Tracking multiple groups?
e Use this as a way identify
Mameld 1 each.
Namel9
Name20

ATTENDANCE CODES (USE SINGLE LETTER)

PRESENT P
ABSENT EXCUSED A
ABSENT NOT EXCUSED N
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2 - ATTENDANCE TRACKER SETUP @

SET WHAT TYPE OF GROUP YOUR
TRACKING ATTENDANCE FOR J\\ T ATTENDANCE FOR:  wyhat type of group are you
Lm:v;r Students tracking attendance for?
4 N T
NAME YOURATTENDANCE TRACKER!
N > \\:ZZSL TRACKER NAME This will show up in each
p y ameld —— 1| Freshman English monthly header
SIfT‘I\'/I—(ﬁg |RS ||\[/)|,Iil|;l)—||;I lijl::E)RBy YOU §§E§; #/ LETTER IDENTIFIER Lf:;'::ss aﬂ;hﬂtﬂz iz:f;:
e THISALLOWS YOU TO 1 esch.
DIFFERENTIATE BETWEEN
MULTIPLE GROUPS
\L J

ATTENDANCE CODES (USE SINGLE LETTER)
PRESENT P

(. CHOOSE UP TO 5 ATTENDANCE ) — ABSENTEXCUSED A

CODES YOU PLAN TO USE / ABSENT NOT EXCUSED N

o MAKE SURE THE CODE IS A
SINGLE LETTER!

COPYRIGHT (© 2023 [SpreadWiseCo LLC]. ALL RIGHTS RESERVED.

e Built With e NOT Optimized For Use With
Microsoft Excel Google Sheets




3 - NAMES

ATTENDANCE INPUTS

( A Students )
Mary s ATTENDANCE FOR: What type of grou
John W tracking attendar
SET YOUR NAMES Name3 Students g
T MNamed
e THIS WILL SUPPORT UP TO 20 I — Names
Mameb
\_ ) Mame7
Mames
Named TRACKER NAME This will show up
Hamald : monthly hea
A Freshman English Y
Namel2
Namel3
Namels
rames #/LETTER IDENTIFIER  Tracking multiple
Namel? 1 Use this as a way
Namel8 each.
Namel9
Name20

ATTENDANCE CODES (USE SINGLE LETT

PRESENT P
ABSENT EXCUSED A
ABSENT NOT EXCUSED N
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4 - ATTENDANCE TABS

CI'H E HEADER AUTO POPULATES WITH THE y

MONTH AND TRACKER DETAILS o FOREACHTAB, YOU WILLNEED TO SET
THIS IS GREAT IF YOU PRINT THE SHEETS THE FIRST DAY OF THE MONTH

AND DONT WANT TO LOSE TRACK OF WHAT o WHY? WE SET IT THIS WAY SO THE FILE
YOU'RE LOOKING AT ACROSS MULTIPLE X WORKS ACROSS DIFFERENT YEARS! )
FROU PS )

Attendance Tracker - August - Freshmon Englistv - 1

FIRST DAY OF MONTH | 8/1/23 7| TRACKER NAME Freshman English IDENTIFIER 1
= 2 3 e e
o gm 4] ] m 4] m ™ m [] e m m
338 8388355888853 88 aRgsgfRs88
August EEEE RS R EER SRR LN
E 8 g v § <« £ 8 8 g~ % & 8 %8 P g~ 5 e g B P g f oo £ B Py
= - 5 = - 5 = - 4 = - - E
. mg‘g 'q:‘ m?g q‘ " g q_ - 9 q_ =
333833533383 3533383 353838335
ERERRRREREREERERERRRRERERERR R
‘- EEEEREEEEEEREEEEEEEREEEEEEREEEEE -
Students Attendance
Mary S &)
lohn'W A
Name3 M
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ADD IN THE LETTER CODE BY DAY AND NAME AS YOU GO THROUGH THE

MONTH. THE DASHBOARD WILL COMPILE THIS INTO YOUR DASHBOARD TABLE.

THE LETTER CODES USED HERE NEED TO MATCH WHAT YOU PROVIDED IN

THE DASHBOARD INPUTS TAB!

EZOZ T Joquandas ‘Aopyd
EZOT ‘TE1snBny ‘Aop sy
EZ0Z ‘0F 3snbny ‘Aopsaupam
EZOZ ‘6 3snbny ‘Aopsan
EZOZ ‘82 1snbny ‘Aopuopy
EZ0Z ‘LZ1snbny ‘Aopung
£Z0Z '9¢ 1snbBny ‘Aopumog
EZOZ ‘sz 3snbny ‘Aopuy
EZOT “bZ1snbny ‘Aop sy
EZOZ “EZ 3snbny ‘Aopsaupa
EZOZ ‘ZZ 3snbny ‘Aopsany
EZOZ ‘TZ 1snbny ‘Aopuoiy
EZ0Z ‘0z 3snbny ‘Aopung
EZOT ‘sT 3snBny ‘Aopumos
EFOZ ‘BT isnbny ‘Aopud
EZOZ ‘LT 3snbmy ‘Aop sy )
EZOZ ‘9T 3snbny ‘Aopsaupam
EZOZ ‘ST 3s5nbny ‘Aopsany
EZDZ 'pT 3snbny ‘Aopuoyy
EZOZ ‘ET1snBny ‘Aopung
EZOT ‘ZT isnbny ‘Aopurmos
EZOZ ‘IT 3snbny “Aopud
EZOZ ‘OT 15nbmy ‘Aop sy |
EZDZ ‘g 15nbny ‘Appsaupamm
EZ0Z ‘g 1snBny ‘Aopsany
EZOZ ‘£ 1snbny ‘Aopuoyy
EZOZ "93snbny ‘Aopung
EZOZ ‘5 1snbny ‘Aopumos

by ‘Aopuy
EZOZ £ 1snbmy ‘Aop sy |
EZOZ ‘7 1snBny ‘Aopsaupam
EZOZ ‘T 3snbny ‘Aopsany

:

Attendarice

Mary 5

John W

Student3

Studentd
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6 - ATTENDANCE TABS - PRINTABLE!

FORMATTED FOR A
LETTER SIZED SHEET! | Print :
i |
' 10f1 Printer: A Canon TS6100 series 8
I Presets: Default Settings -
5
Copies: |1 o Black & White Two-Sided
At
Pages: © All
i From: 1 to: 1
|
i Paper Size: US Letter 8.50 by 11.00 inches o
| = Excel o
I Collate pages
El m Print: Active Sheets B
Margins: Marrow Margins 8
= Orientation:  Portrait a

- Scale to fit:

1 pages wide by 0 pages tall

? Hide Details POF 3 cancel (I
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IMPORTANT

*The contents of your purchase are for informational
purposes only. SpreadWiseCo LLC is not liable to any person
or entity for harm, damages, loss, claims, costs, or any other
liabilities with regards to personal use of the spreadsheet
templates and guides.

*All materials included in this purchase are for personal use
only. The templates, designs, and setups are SpreadWiseCo
LLC Copyright, and cannot be distributed, sold, duplicated,
reproduced, or used in any form without the written consent
of the author.
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