
Apricot
Entering Attendance via 

Classes & Terms Webinar
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Meet Your Trainer

First Name Last Name

Training & Development Associate
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Learning Objective

Introduce standard users to the purpose of and best practices for 
entering data in Attendance Tracker feature in Apricot so that users can 
confidently use the tool as needed. 
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Agenda
What is Attendance Tracker

Creating a Class Roster

Editing Class Roster

Tracking Attendance

What is Attendance Tracker

Creating a Class Roster 

Editing Class Roster

Tracking Attendance
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What is Attendance 
Tracker
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What is Attendance Tracker

• Saves time tracking attendance

• Instead of one - by - one data entry
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What is Attendance Tracker

• Saves time tracking attendance

• Instead of one – by - one data entry

• Create set class roster 

• Enter attendance for all enrollees 

simultaneously
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What is Attendance Tracker

Terminology

Class – course or meeting that recurs 

over  time. 
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What is Attendance Tracker

Terminology

Class – course or meeting that recurs  

over  time. 

Term - specific iteration of a class. 
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What is Attendance Tracker

• Accessed via Classes & Terms

• Classes & Terms are set up by Administrators

• Must have at least 1 Class & Term set up to use 
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What is Attendance Tracker

• Accessed via Classes & Terms

• Classes & Terms are set up by 

Administrators

• Must have at least 1 Class & Term set 

up to use 

• Contact Administrator if not set up
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What is Attendance Tracker

• Accessed via Classes & Terms

• Classes & Terms are set up by Administrators

• Must have at least 1 Class & Term set up to use 

• Class Rosters & Attendance entered by Standard Users
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What is Attendance Tracker

2 Steps for Tracking Attendance:

1. Create Class Roster
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What is Attendance Tracker

2 Steps for Tracking Attendance:

1. Create Class Roster

2. Track Attendance



15

Creating a Class Roster
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Creating a Class Roster

Steps to Create Class Roster

1. Click Classes & Terms 

2. Open the desired Class in the edit view
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Creating a Class Roster

Steps to Create Class Roster

1. Click Classes & Terms 

2. Open the desired Class in the edit view

3. Open the desired Term in the edit view
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Creating a Class Roster

Steps to Create Class Roster

1. Click Classes & Terms 

2. Open the desired Class in the edit view

3. Open the desired Term in the edit view

4. Click the Enroll Participant(s) button
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Creating a Class Roster

Steps to Create Class Roster

1. Click Classes & Terms 

2. Open the desired Class in the edit view

3. Open the desired Term in the edit view

4. Click the Enroll Participant(s) button

5. Search for and select desired participant(s)

6. Click Save 
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Editing a Class Roster
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Editing a Class Roster

• Class Roster is flexible

• Add or Remove participants any time
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Editing a Class Roster

• Class Roster is flexible

• Add or Remove participants any time

• Client moves or has schedule 

conflict
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Editing a Class Roster

Steps to Edit Class Roster

1. Open the desired Class in the edit view
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Editing a Class Roster

Steps to Edit Class Roster

1. Open the desired Class in the edit view

2. Open the desired Term in the edit view
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Editing a Class Roster

Steps to Edit Class Roster

1. Open the desired Class in the edit view

2. Open the desired Term in the edit view

3. Click the kebab icon next to the desired 

participant

4. Click the Unenroll option from the menu
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Editing a Class Roster

Steps to Edit Class Roster

1. Open the desired Class in the edit view

2. Open the desired Term in the edit view

3. Click the kebab icon next to the desired 

participant

4. Click the Unenroll option from the menu

5. Select the appropriate reason

6. Click Unenroll 
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Editing a Class Roster

Steps to Edit Class Roster

1. Open the desired Class in the edit view

2. Open the desired Term in the edit view

3. Click the kebab icon next to the desired 

participant

4. Click the Unenroll option from the menu

5. Select the appropriate reason

6. Click Unenroll 

*Note: Unenrolled members show on 

roster due to show unenrolled setting. 
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Tracking Attendance
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Tracking Attendance 

• Done from Edit Term View
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Tracking Attendance 

• Done from Edit Term View

• Week view by default

• Arrows to view previous weeks

• Tracking available according to set 

Term Schedule 
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Tracking Attendance 

• Done from Edit Term View

• Week view by default

• Arrows to view previous weeks

• Tracking available according to set 

Term Schedule 

• Mark All saves time

• Data autosaves 
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Tracking Attendance 

Steps:

1. Open Term in the Edit View
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Tracking Attendance 

Steps:

1. Open Term in the Edit View

2. Select the appropriate week 

3. Click Check to mark individuals 

present

4. Click X to mark individuals absent



34

Tracking Attendance 

Steps:

1. Open Term in the Edit View

2. Select the appropriate week 

3. Click Check to mark individuals 

present

4. Click X to mark individuals absent

5. Enter notes (optional)

6. Repeat for additional weeks
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Additional Resources
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Additional Training Opportunities

• Knowledge Base – How-To Articles (Search Chat or Visit Online)

• Bonterra Academy – Free Webinars & Recordings

• Foundations – Intensive, Multiday Courses to Cover Admin Basics

• Admin Labs – 2 Hour Live Trainings on Specific Capabilities

• Private Training – 1:1 Sessions with Training Expert in Your Apricot 
(End User & Admin Topics Available)

Build confidence & knowledge in 

our software!

https://apricot-articles.socialsolutions.com/en/
https://www.bonterratech.com/training
https://bonterraacademy.bonterratech.com/self-signup/index
https://bonterraacademy.bonterratech.com/self-signup/index
https://apricot-articles.socialsolutions.com/en/articles/8952258-apricot-private-training-menu
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Customer Support

Reach out to our Customer Support Team with 

Questions or Concerns.

Weekdays 7am – 7pm CST via chat or through email: apricot@bonterratech.com

mailto:apricot@bonterratech.com?subject=Case%20Management%20-%20Support%20Request
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Q & A

• Ask questions about functionality covered in this training

• Ask trainer to redo a demo

• Ask real-life application questions

• Or sign off and we will see you in the next training!

We value your feedback!



Thank you for attending!

We hope to see you
 in future trainings.
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