
ASAP Attendance Instructions 
 

www.jeffersonadulted.net 

1. Scroll down  and click on the link 

 

 

2. Our organization number is 4839. You will only need to enter this the first time you log in.  Log in 

with your district username and password. 

 

3. Once you are in, you will see your classes.  

 

http://www.jeffersonadulted.net/


 

4. Select a class: You will see the class roster as below.  

 

 

5. Select Attendance Options drop down menu. 

 

 

 



6. Enter the date- first day of the week and then select the Search button. Once you have done 

that, click on the pink arrow to see you class attendance sheet.  

 

 

 

 

 

 

 

 

7. You can select the box next to Present to select all students and then click on enrolled for those 

that are absent to uncheck them. Alternatively, you can click on individual students to select 

them. The time in time out will be the time the class meets which you can edit if you want.  

 

Change the date to the first day you need 

to take attendance (9/13/17) 
Then click (Search) 

Lastly select the pink arrow 



8. When finished, scroll to the bottom to save your report. Then select Print Attendance report. 

 

 

 

 

 

 

 

 

 

9. To print out a sign in sheet for your students to sign:  

Go back to Attendance Options and choose: Take hourly attendance. This sheet is the easiest one to use 

for sign-in purposes 

Select:  Print Weekly Report and change the date for the 

week you want the report for. Sign the report and submit 

to Anita in the office.  

Print 



 

 


