
How to change your attendance for SCC Minutes: (steps 1-6 one time only) 

 

1. Go to https://www.canyonsdistrict.org/scc/ 
2. Select “Resouces” drop down menu and “SCC Meeting Minutes Standard Recording of Attendance and Voting” 

 

3. Select “Make a copy” 
4. Edit your copy by adding your current roster to the template 

https://www.canyonsdistrict.org/scc/


5.  
6. Save your changes 

a. This is what you will use to track your attendance for each meeting 

b.  



7. Becomes step 1 for each meeting 
a. (1.) Go to your saved template for this year and select the appropriate boxes for this meeting 

b.  
 

8. (2.) Open your Minutes doc (Word) 
9. (3.) Place your cursor 
10. (4.) Go to “Insert”, select the “Screenshot” icon and “Screen clipping” while both are open on your screen 

a.  

 

 

 



 
11. (5.) Select the attendance portion of your template 

a. It will drop into your Word doc where your cursor was placed 

b.  
 

12. (6.) Save your minutes 
a. Use the same process for logging every vote taken 

13. (7.) Continue adding notes until complete and re-save 
14. (8.) Add minutes to your SCC Webpage as “DRAFT” until approved at the next meeting 


