
How to Complete Attendance in ChildPlus: 

***Please remember that accurate attendance is mandatory for your participation in our program 

Step 1:  

 

 

 

 

 

 

 

 

 

 

1. Click on the “Attendance” tab 



 

Step 2-3: 

 
Step 3:  Please do not select more then 1 classroom to take attendance for at a time. Selecting more then 

one classroom may cause a system error 

 

 

 

 

 

 

 

 

 

 

 

 

2. Click here to change the date 

you would like to enter 

attendance. 

3. Click on Classroom to select 

your center and the classroom 

at your center which you would 

like to take attendance for 



 

 

 

Step 4: 

 

 

 

 

 

 

 

 

 

4. Click the arrow to the left of your center 

name. This will make your classrooms 

appear. 

4. Click on the classroom that you would 

like to enter attendance for. 



Step 5:  

 

 

 

5. Click the drop-down arrow for each 

student and enter their individual 

attendance – either enter “P” for 

Present or “A” for Absence  

*** Special Attendance Codes Note*** 

The only attendance codes that you will use are “P” and “A”.  

You may notice attendance codes on certain dates that are either a “B”, “E”, or “N”. Please 

disregard these codes and please don’t change them. These are internal markers we must use 

for various reasons in order to pay tuition correctly. They are for our purposes only and don’t 

reflect your true school calendar.  

If any of the attendance codes “B”, “E”, or “N” come up as an option for you to choose when 

taking attendance, please do not use them.  

 


