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Attendance on 
Customer IEP 
Find the customer in the 
customer list for the agency. 
Click the last name to access the 
customer profile in ISETS 

1. Click on IEP/Case 
Management tab 

2. Click on 3. Add 
Activities/Services 

3. Open purple box 
4. Click on pencil for CW 

or TJU 

 

 

 

 

 

 

 

 

 

 

5. Click on Attendance tab 
6. Click on week to which 

attendance is to be 
added. 

 

 

 

Featuring the hours remaining for CW and TJ at 
the top of the attendance tab so that agencies 
stay within budgeted hours. 
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7. Enter time. 
a. If lunch is paid, do not enter 

lunch start or end 
i. Check the box that 

paid lunch is 
included. 

b. If lunch is not paid, enter 
lunch start and end. 

8. Save. Best practice is to Save before 
verifying. 

 

 

 

 

9. Verify attendance.  
a. On the payroll entry, 

click Submit and 
Verify. 

b. On the Attendance 
tab, spot check that 
the hours are entered 
correctly, then check 
the box to verify the 
attendance. 

c. If a mistake was made 
on verified 
attendance, submit a 
help request to have 
it unverified. 

10.  Click Add Activities/Services 
to complete the other 
activity. Repeat steps 3-9. 

 

 

 

Attendance must be verified for the 2606/2610 report to show the attendance in Section III – Daily Sign In/Out 
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