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Quick Guide: Daily Billing Using Attendance  
 

Enter Attendance Data 
 

Please follow the steps below to enter attendance data:  
 

1. Click on the New link beside the Attendance section under the Attendance area on the Billing 

tab on your Dashboard. 

 

  
 

2.  Select all the parameters (as appropriate) and click on the ͚ SearĐh͛ button to view the Attendance Grid. 

 To eŶter atteŶdaŶĐe data for oŶe day, the ͚Start Date͛ aŶd ͚EŶd Date͛ ŵust ďe saŵe.  
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 Clicking on the ‘Search’ button displays the Attendance Grid. 

 

 
 

3. New Attendance Data can only be entered from the New section under the ‘Input’ tab of the Attendance Grid. 
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4. On the Attendance page, select the Attendance Option (Present, Absent etc), Time In/Time Out and  

select the Individuals for whom you require to enter data. 

 

 

 

5.  Once you have selected all the fields as appropriate, click on the ‘Submit’ button to submit the entries. 
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 Once the   attendance  entries have been submitted, these  entries will  be  in ͚ In Prep͛ status. 
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  Approve Attendance Data 
 

 On the Approve tab select the appropriate attendance entries that needs to be approved and click 

on the ͚ Approve͛ button. 

 

 
 

 Once an  Attendance Data is approved, a success message will appear at the top of the 

Attendance page and the data is shown in Green color. Approved Attendance Data can be 

updated by users having Attendance Data Update Role. 
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Generate Billing Data 

 

You can only generate Billing Data from Approved Attendance Data. Once Billing Data is 

generated from Attendance Data, it will be shown in Orange color. 
 

 On  the Generate Billing Data tab select the Individuals for whom you require to generate billing 
data. 

 

 
 

 A success message will appear on generating the Billing Data. Click on the ‘Ok’ button to get back to 
the Attendance page. The Attendance data box will be marked orange to indicate that it has been 
submitted for Billing. 
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 Changing Attendance Data status from “Submitted for Billing” to “In-Prep” 
 

 Attendance data that has been submitted for Billing can be changed back to ‘In Prep’ if no 

billing data was generated for that particular day. 

 

 
 

 At the bottom of the Attendance Data Update page, users can click on the Reset Status to In 

Prep button to change the status of the Attendance Data that was Submitted for Billing to In 

Prep. 
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 Once the status of an attendance data has been changed from ‘Submitted for Billing’ to ‘In Prep’, 
the Attendance Grid will display that Attendance Data in ‘In Prep’ status. 

 

 

 

 For Attendance data that has been updated to In Prep status (from ‘Submitted to Billing’ status), 

on the respective Attendance Data Update page users will view the message “Attendance 

Status was changed from Submitted for Billing to In Prep”. 
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