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Saving and submitting Electronic Forms

1. First, retrieve the form from our website. Here’s how:
2. Go to www.sccsc.edu/cce
3. Click on the Instructor Resources tab at the top of the page.
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http://www.sccsc.edu/cce

4. Click once on the link that says Attendance Sheet.
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5. A dialog box will appear that asks you if you want to open or save. Click
SAVE.

File Download
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6. A Save As dialog box will open. Save the document to your desktop, or
wherever you wish such as in My Documents.
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7. You now have a clean copy of the Attendance Form to submit. You can fill
in class information at the top, insert the names of students, and record
your actual attendance. It is a good idea to save the form by using File,
Save as, and then rename to the name of your class and end date. (The
screen shots and steps above are using Word 2003)

8. To email the form, simply open your email browser and create a new email
message. Attach the file and email to appropriate Program Assistant.

Reminder — your original signature is necessary for payroll submission.

Jenny Bond bondj@sccsc.edu (Healthcare)

Tina Upton uptont@sccsc.edu (Community, Professional Development, Computer)
Lynn Camp campl@sccsc.edu (Industrial)
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