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Create a custom session: programs, practices, field trips, labs, ete.

Automatically send email wannings to yowwelf & students
Add make-up time
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Attendance Portlet

A link in the sidebar.

Use this portlet to track
attendance by session [both
official (sessions brought over
from the course catalog) &
custom (sessions added by an
instructor)], by hour, or by
minute.

Because attendance &
coursework are the two main
components of a student's
grade, attendance info &
coursework grades are
automatically imported from
the Attendance & Coursework
portlets to Gradebook.
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Attendance Portlet
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The Navigation Calendar is the

current month view with the
following functions:

Each day is a link to the Add/Edit
a Session screen or the View a
Session screen, depending on
whether sessions have been
defined for that day.

The Add/Edit a Session screen
allows you to add a custom
session for that day.

The View a Session screen
allows you to mark attendance
for that day.
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Attendance Portlet
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Settings

* The Settings link allows ¢
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Settings

 There are two sets of |=====—=—==—
settings:

— Attendance Marking
Method, Attendance
Display, & Notification
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Settings

— And, Manage Sessions
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Attendance Marking Method,
Attendance Display & Notification

1. From the Attendance screen, click the Settings
link.
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Settings
Attendance Marking Method

2. Set the following Attendance & et page 80

configurations;

e Attendance Method
allows you to track how
you want to mark/track

— 1> Attendance Marking Method

attendance in each ~ @ Vihol Sessions
session for thIS course. Use this methed if yeu want to simply mark each student who was present at a session as "Present’ or "Tardy',
e Whole Sessions — track a Oty o

student as Present or o |
Use thiz method if you want to track the amount of time each student was present for, Time is tracked to the quarte
Absent. (eg. .50, 1.00, 1.75).

08y Minute

Use this method if you want to track the amount of time each student was present for, Time is tracked to the minute
60, 105).




Settings
Attendance Marking Method

* By Hour—use hours to track  attendance
the amount of time a student
was in class. Time is tracked
to the quarter hour. If you
select this check box, an — 1> Attendance Marking Method
additional Hours column is
available for you to enter the
number of hours (to the
qguarter hour) the student
was present in the session. .

2]
B Edit Dage @ Printer Friend|

Attendance - Notification and Attendance Method

(® Whale Sessions

Use this method if you want to simply mark each student who was present at a session as ‘Present’ or 'Tardy',

= Oby Hour
Using By Hours removes the
. _ Use this method if you want to track the amount of time each student was present for, Time is tracked to the quarter hour
Tardy option from the drop (60, 50, 100, 175),
down list box to select
individual attendance. OBy Minute

Use this method if you want to track the amount of time each student was present for, Time is tracked to the minute (e.g.
60, 105).




Settings
Attendance Marking Method

* ByMinute—use minutesto  Attendance it vage & printer Friend
track the amount of time a
student was in class. Time is
tracked to the minute (no
seconds). Using By Minutes
also removes the Tardy
option from the drop-down
list box to select individual
attendance.

Attendance - Notification and Attendance Method

> Attendance Marking Method

(® Whale Sessions

Use this method if you want to simply mark each student who was present at a session as ‘Present’ or 'Tardy',

OBy Hour

Use this method if you want to track the amount of time each student was present for, Time is tracked to the quarter hour
(e.g. .50, 1.00, 1.75).

— Oy Mnute

Use this method if you want to track the amount of time each student was present for, Time is tracked to the minute (e.g.
60, 105).




Settings
Attendance Display

e Determines if you want to use the current sessions to date or all sessions
when the ratio is computed to display current attendance data on the
View a Student screen.

B— Attendance Display

* To the current date

Current attendance data i= shown as a ratio out of the number of ses=zions to date. A student who was present for 5 of 5 sessions
=0 far out of a 20 session course would show 5/5 (100%).

_—
) Full Course

Current attendance data is shown as a ratio out of the number of sessions in the entire course. & student who was present for 5
of 5 sessions =o far out of @ 20 =ession course would show 5/20 (25%).




Settings
Attendance Display
to the Current Date

e Use the number of sessions to date. For example, if 10 of the scheduled 20
sessions have been held & the student attended all 10 sessions, the ratio
would display 10/10 or 100%.

B— Attendance Display

* To the current date

Current attendance data i= shown as a ratio out of the number of ses=zions to date. A student who was present for 5 of 5 sessions
=0 far out of a 20 session course would show 5/5 (100%).

) Full Course

Current attendance data is shown as a ratio out of the number of sessions in the entire course. & student who was present for 5
of 5 sessions =o far out of @ 20 =ession course would show 5/20 (25%).




Settings
Attendance Display
Full Course

e Use the total number of sessions in the course. For example, if 20 sessions
are scheduled and the student has attended 10 sessions, the ratio would
display 10/20 or 50%.

B— Attendance Display

* To the current date

Current attendance data i= shown as a ratio out of the number of ses=zions to date. A student who was present for 5 of 5 sessions
=0 far out of a 20 session course would show 5/5 (100%).

_—
) Full Course

Current attendance data is shown as a ratio out of the number of sessions in the entire course. & student who was present for 5
of 5 sessions =o far out of @ 20 =ession course would show 5/20 (25%).




Settings
Notification
Send a Warning After
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* Notifications go to the
student and/or the
instructor and/or others
(names manually
entered) for each ——
session a student is
absent (unexcused)
after the set number of |....
percentage you enter is
reached. E




Settings
Notification
Send a Warmng After

* If you select Unexcused
Absences, the

~Zoy, My 1
| EWWHH—HW

Consecutive check box ==

is available for you to

indicate that the e : .
warning is to be sent .

only if the student
misses the classes
successively. If you
select Percent Missed,
the Consecutive check
box is not available.
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Settings
Notification
Send the Warnmg To
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 Warning notifications go to
the Message Centers of
both student & faculty. A
warning notification can be
sent to an email address, if
one is entered in the Other |-—-
text box. To enter multiple
Other text box, separate the
addresses with a semicolon. jes o =




Settings
Notification

Resend All Warnmgs
e If you click the Send
button, notification
emails will be sent to
those recipients who
meet the warning
condition you entered = |=—
in the Send the warning
after option, even
though they might have
received a warning
previously.

~doy, Moy 18 3500
| EWWHH—HW
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Settings
Notification
Warning Highlight

e Select this check box if you

Notification

want to highlight students
on the Weekly View screen it st
who meet the warning Send e Ciseuget

warning to:

COFaculty

conditions set in the Send a Tother
Warn ing after O pt i O n . To enter more than one address, separate them with semicolons (;).
Resend all

e WARNING: selecting this
option will increase the
amount of time it takes the
Weekly View screen to load
& display.

e (Click Save.

This will send notification emails (to the indicated recipients) for students who currently meet the "warning”
condition set above.

Hf\;‘“ﬁl'm:-.ntg [on the weekly View screen, highlight students who meet the "warning" condition set above.
ighlight:

Thiz is a useful indicator, but it will make your Weekly View noticeably slower to load and dizsplay.



Most Recent Session
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Navigation Links
Weekly View

e The Weekly View
link shows
attendance for the
current week.

e This view includes
useful summary
info for each
student.
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Navigation Links
Add a Session

e The Add a Session link
allows you to add custom
sessions to the Add/Edit a
Session screen.

 For example, if you
schedule a review, field trip,
program, etc. that is not
included in the official
course schedule, you would
define this custom session
on the Add/Edit a Session
screen.




Navigation Links
Add a Session
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Navigation Links
Add a Session

2. Select the appropriate
Start date from the
calendar & time of the
session from the drop- [—

downs.

3. Select the appropriate ==
End date from the e
calendar & time of the I —

session from the drop-
downs.



Navigation Links

Add a Session

4. If you selected the By Minutes check box as
the Attendance Method on the Notification &
Attendance Method screen, a Minutes field
displays. This field is used to enter more or
fewer minutes than the actual clock duration
selected in the start & end dates & times. In
other words, the value entered in this field
overrides the actual clock duration.



Navigation Links
Add a Session

5. Enter a note, if desirec
click Save.

Attendance

Collaboration

, in the Note field &

Course Information

Coursewnork

Gradebook

Main Page

Syllabus

Attendance
Attendance - Add/Edita

Start |5/11/2010 ﬁ 5 . ooselams
End: [5/11/2010 B 3 . [oo0%|[ame
Minutes:

A4



Navigation Links
Edit Sessions

Altendance Attendance
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Navigation Links
Cancel Sessions

From the Attendance
screen, click the Manage
Sessions link.

The Manage Sessions L
screen displays.

Locate the session you
want to cancel.

In the Status drop-down
beside the session, select
the appropriate option:
Cancelled, Cancelled
(School Holiday), Cancelled
(Instructor Out), or
Cancelled (Rescheduled).




Navigation Links

Cancel Sessions
. Click the Save button.

6. The View a Session screen displays the

attendance roster. The Attendance column is
populated with the selected Cancelled status.



Navigation Links
Delete Sessions

1. Note: Official sessions cannot be deleted;
however, you can delete custom sessions
(sessions that you have added).

2. From the Attendance screen, click the
Manage Sessions link.

3. The Manage Sessions screen displays.



Navigation Links
Delete Sessions

4. Locate the session you want to delete, and
click its Delete icon at the far right of the
screen. (The Delete icon is available for
custom sessions only.)

5. The following message appears: “Are you
sure you want to delete this item?”

6. Click the OK button to complete the deletion
process.



View Weekly Attendance

= ENG 1440 AAD4 - Public Speaking - Attendance | My MAC - Windows Internet Explorer

Session attendance can be
displayed in a weekly view. Also,
you can view current, previous,
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and future weeks’ attendance.

If attendance has been marked
for any sessions for that week,
the status (& minutes or hours, if
applicable) is displayed;
otherwise, fields are available for
making session attendance. To
edit this week’s saved entries,
click on the day you wish to
change in the Navigation
Calendar.

Attendance for: Sunday 5/2 -- Saturday 5/8 Edit saved entries

Mame Tardy Present Program Monday 5/3 Wednesday 5/% Friday 5/7




(Current) Weekly View

e On the main Attendance
screen, click on the Weekly
View link below the e
Navigation Calendar to view
the current week’s session
attendance data on the
Weekly View screen.

e |f for some reason, you
navigated to other weeks,
return to the current week
by clicking the Current Week
link at the top of the Weekly

View screen.




Previous Week View

On the main Attendance
screen, click on the Weekly
View link below the
Navigation Calendar to
open the Weekly View link
below the Navigation
Calendar to open the
Weekly View screen.

On the Weekly View screen,
click the Previous Week link
at the top of the screen.

@ycomvert + [ select
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Next Week View

On the main Attendance
screen, click on the Weekly
View link below the
Navigation Calendar to
open the Weekly View link
below the Navigation
Calendar to open the
Weekly View screen.

On the Weekly View screen,
click the Next Week link at
the top of the screen.
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Marking Session Attendance

 The following five options are available.

 Note: If you are marking attendance using
minutes, the Tardy option is not available.

Status

Present

Absent, Excused
Tardy

Absent, Unexcused

Late Start

Font Display
Black, Italic
Black, Regular
Red, Regular
Red, Bold

Maroon, Regular

Example

Present

Absent, Excused
Tardy

Absent, Unexcused

Late Start



Marking Attendance for
Most Recent Session

e Use the Most Recent Session  [ws

Course Information

rrrrrrrrrr

table on the main Attendance =

Main Page

Minutes

ssssssss

screen to mark attendance for 7.
the most recent session: B

50 /50

1. Inthe Most Recent Session
table, locate the name of the
student for which you want to
mark attendance.

2. Select the appropriate
attendance option from the
drop-down.

3. Enter the number of minutes (if
applicable) the student was in
class.

4. Click the Save button.




Marking Attendance for
Other Sessions, by Student

From the main Attendance Top
screen, click the appropriate e e P
student’s name in the Most b o

Recent Session table.

The View a Student screen
opens & displays all sessions for
that student.

You can mark attendance and
optionally enter minutes for all
sessions up to today. No
attendance can be marked for
future sessions.

Click the Save button.
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Editing Session Attendance
Most Recent Session

From the Attendance e —

screen, click the Edit B B it
saved entries link at
the Most Recent
Session table.

All rows for that
session are reopened
for editing.

Edit as necessary.
Click the Save button.



View/Mark/Edit
Individual Student Attendance
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From the Attendance screen, I

click the name of the student T
whose attendance you want to -
view, mark, or edit in the Most = o
Recent Session table. -
The View a Student screen =
opens & displays attendance —
statistics & attendance for all o ) ) |

sessions for the student. <:|
Attendance for sessions with a e seensance: 171 100

Absences {Unexcused): 0/1 (0%)
Absences (Excused): 0/1 (0%)

Statu S Of Future Date & Total Missed Sessions: 0/1 (0%)

Minutes Attended/Total Minutes: 0/50 (D%)

Cancelled cannot be Atenance ecord s s
Date Attendance Minutes

m a rked/ed ited . Monday, January 11 (9:00 AM) Present 0/50
Wednesday, January 12 {9:00 AM) Present b 50 /50
Eriday, January 15 {9:00 AM) Presen t v 50 /50
Monday. Januar y 18 (9:00 AM) Present v 50 |f50
Wednesday, January 20 {9:00 AM) Present b 50 /50
Friday, January 22 {9:00 AM) Present = 50 /50
Monday, January 25 (9:00 AM) Presen t v 50 /50
Wednesday, January 27 (9:00 AM} Present v 50 /50




View/Mark/Edit
Individual Student Attendance

3. For those sessions for which attendance has
not been marked, mark attendance by
selecting the appropriate status from the
Attendance drop-down. The default for the
drop-down is Select One.

4. To edit attendance for those sessions for
which attendance has been marked, click the
Edit saved entries link, which reopens the
Attendance column for editing.



View/Mark/Edit
Individual Student Attendance

. If you are using Minutes, you can Add make-
up times for individuals by using that option
at the bottom of the View a Student screen.

. Click the Save button.



View/Mark/Edit
Add Make-up Time

From any linked student
name, click the name link.

In the Make-Up Time
table, click the Add make-

up time link.

Enter or select from the
calendar the Start date for =
the make-up time.

Select the Start times from
the drop-downs.



View/Mark/Edit
Add Make-up Time
. Click the Save button.

6. The make-up time appears in the Make-Up

Time table for the student.

. Make-up time can be edited & deleted by
clicking the appropriate icon beside the
make-up session.
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