How to use the Late –Tardy code for a specific Period
The LT code (LATE – TARDY) provides a convenient way to insert attendance records for students that are late to a certain period, but are not marked absent or tardy by the teacher in STI Classroom.  
Students that are already marked absent would show the @ code (Skip Code) for the period.  These can be identified and changed quickly via the Maintain Attendance interface.
For students that are not marked absent or tardy, there is no record to change.  In these cases, a record can be created and assigned with the specific period involved using the Enter Attendance feature.  This does not work for the L (Late), LE (Late Excused), 
TE (Tardy Excused), and TU (Tardy Unexcused) codes.  The LT code (Late - Tardy) code was created in order to accommodate for this limitation.   
There is a concern over this situation:
Enter Attendance can be used to create lots of absence records very quickly.  If not done correctly, significant problems with attendance records will result.  Careful attention is required that the proper absent Type and Code are used as this is not always evident.   Users must explicitly select the LATE - TARDY (LT) code from the drop-down list.
The following example demonstrates the proper procedure:
1) From STI Office, go to the menu and select Daily ►Attendance ► Enter Attendance (see Screen Image 1):
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Screen Image 1
2) For the Type, select “*Other-Period”, then input the appropriate Period number and then choose “LATE – TARDY” as the Code(s) to Use selection (see Screen Image 2).
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Screen Image 2
3) On the Enter Attendance Records dialog, notice the code displayed next to the Code(s) label indicates a “LT” for LATE TARDY (see Screen Image 3 with the exploded view of the codes).  This will post attendance correctly.  To select the students, click the Quick Enter button.
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Screen Image 3

4) On the Quick Entry dialog, put a check in the Lookup checkbox (see Screen Image 4).
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Screen Image 4
5) The Select Student dialog will be presented (see Screen Image 5).  Highlight the desired student and click the Select button.  Repeat for each student to receive the attendance record.  When all desired students have been selected, click the Exit door button.
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Screen Image 5

6) The focus will return to the Quick Entry screen with the selected students listed (See Screen Image 6).  Click the Post button to continue with the creation of the attendance records.
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Screen Image 6

7) The Period Range dialog will display (See Screen Image 7).  Click the OK button to post the attendance and complete the process.
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Screen Image 7
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