
Changing the Date for Attendance in TAC 
 

1.​ Sign into TAC. 
 

2.​ Click on the Attendance menu at the top and select “List.” 
 

 
 

3.​ Click on Change 
 

 
 

4.​ Choose the correct date (e.g. yesterday) and click OK. 
 

 
 

5.​ For any students not on the check-in report, check the Absent box.  
 

6.​ When finished, click on the Save button in the upper right corner. 
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