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Staff User Guide
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“Quick Guide”
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Outside of Michlalah:
1. https://vpn.michlalah.edu [pg 4]
2. Security Alert - Advanced, Proceed anyway [pgs 5-7]
3. Login: machalatt     Password: Mima2020 [pg 8]
4. Choose MichlAtt icon [pg 9]
5. Log In with your email and password [pg 14]
6. Take Attendance [pg 15]
7. Uncheck someone to mark absent (Grey) [pg 20]
8. Options to Explore Attendance History [pg 24]
9. Log Out [pg 21]

On a Michlalah computer:
1. www.michlatt.michlalah.edu [pg 3]
2. Log In with your email and password [pg 14]
3. Take Attendance [pg 15]
4. Uncheck someone to mark absent (Grey) [pg 20]
5. Options to Explore Attendance History [pg 24]
6. Log Out [pg 21]

https://vpn.michlalah.edu
http://www.michlatt.michlalah.edu


If on a computer outside of Michlalah, please start from Page 4.
If working on a Michlalah computer, type michlatt.michlalah.edu 
into the browser. Please skip to page 14.
**First Time Users: Please skip to page 10. 
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For a computer off of Michlalah campus:
Please type in exactly the following web address- 
https://vpn.michlalah.edu 
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Some Browsers may show a security page that the 
‘connection is not secure.’

5



Please proceed anyway.
On Safari: Please click ‘Continue’.
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On Chrome: 1. Choose Advanced    
                     2. Click ‘Proceed to vpn.michlalah.edu
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Enter Name: machalatt (all lowercase) and 
          Password: Mima2020 (with the first ‘M’ as capital) 
          and click Login. 
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Double click on MichlATT icon. 
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First Time Users:  Set a New Password
(If you have already done this, please skip to Page 14)
Please note: This part of the process can ONLY be done on a Michlalah computer.

Click “Reset Your Password"
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Enter your email address which is recognized by Michlalah.
Press “Submit.”
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Please check your email for an email from michlatt.michlalah.edu, 
and click on the Reset Password Link.
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Insert your new password in both boxes.
Click Change.
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Enter your MichlAtt username and password and press Login.
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Select “Take Attendance”
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Open the calendar to choose a date. 
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Choose the date of the class to be inputted. 
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Choose the course. 
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The full attendance list will show up, with everyone 
automatically marked as Present. 
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Click on the blue buttons for each student who was marked absent.
Blue = Present Grey = Absent 
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That is all that’s needed for taking attendance! 
There is no need to save any progress. Just log out 
using the button in the top left corner. 
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In addition to Taking Attendance, there is also the option to view Attendance 
History of any courses and students in the courses.

This information can be accessed through clicking on “Attendance History.”
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Attendance History Page

1. A range of dates can be chosen for any given course history. 
2. A specific course can be chosen. 
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3. There are a few options of Summaries.  
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No Summary - by choosing No Summary, one can view the full 
attendance record of the students in a course with every date the 
class was given.
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Summary by Lesson - shows the percentage of students who were 
Present and Absent in any given lesson. 
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Summary by Student - View the Student’s overall 
attendance in the course. 
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