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Attendance

You are here:  Academics > Canter Instructions! Tec - CIT > Oniine Registration Tutors! > 999952 (UG06) 01 - Onfine Registration Tutords! > Main Peoe

Accessing the Attendance Page

ABOUT THIS COURSE Uk CALENDAR Rl 7
. . There is no content in this purtiet. < October 2006 - Sadd an Event

From your course Main Page, click on Vol can acd content in the fallowing way(a): Sun  Mon e Wed T Fi Sa
cn fe = 1 2 4 4 2 L3 4
the “Attendance” link in the left hand §g 2 9w u  u u
. . ANNOUNCEMENTS Al ? 15 16 P 1a 12 20 2l
nav1gat10n menu bar. T 5 FH 2 24 5 F P

‘au have na incaming annauncements,

bl TR T 3 14

Show All Annduncements
Full Size Colendar
HANDOUTS Rl 7
s » Haroul

There are no Handouts for this portiet

BOOKMARKS _i

dhacd o Bookmark

There are no Aookmarks for this partie:

G9 to Main Scresn

Columbia College Chicega
Myasis Bmall Login

Marking Attendance

ATTENDANCE el 7

The Attendance portlet will open by

< October 2006 > Most Recent Session

default to your most recent class ses- s mTwT Fos "
1 2 3 4 5[6]7 |Columbia, Joec®
sion. Use the pull down menu to e Tae[az] 18 [1a] 20 2t || [ Bave] Coreel Select One

Absent (Excused)
Absent (Unexcused)

ke
¥
i
=
-
v
.
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choose Present, Absent (Excused), Ab-
sent (Unexcused), Tardy or Late Start

Weekly View

59 Add 2 Session

(for students who add your course £ Manase Sessions

late). Your class sessions are shown Seings
Export Full View to Exce|

with a blue background in the calen-
dar inset within the portlet. Be sure too
click save when you are done.

NOTE: This example shows one ficti-

ATTENDANCE - VIEW A SESSION % 7
tious student whereas an actual class

Main Screen > Manage Sessions = Previous Session Day | Next Session Day >

would list all of your students. ey T OE

. Student Attendance
Edit Class Attendance Records Name e
Columbia, Joe Present

If you wish to edit attendance records

Edit saved entries ’

for a particular session, simply click on

Cancel this Session
the class session you wish to edit and
click on “Edit Saved Entries” at the

bottom of the portlet window.
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ATTENDANCE - VIEW A SESSION 7

Main Screen > Manage Sessions < Previous Session Day | Next Session Day >

Thursday, October 5, 2006

Student Attendance

Edit Student Attendance Records

" w Attendance
‘ Present
You can edit an individual student’s Edit saved entries
attendance records by clicking on their
. . Cancel this Session
name when in the Attendance - View a
Session portlet (wWhen you are either
marking or editing attendance for a specific class
. ATTENDANCE - VIEW A STUDENT el 7
seSSIOH)' Main Screen > View a Student
Joe Columbia
Attendanee Stats:
Tatal Attendance: 9/10 (90%)
. Total Times Tardy: 2
The Attendance - View a Student portlet allows you Absences (Unexcused): 1/10 (10%)
Absences (Excused): 1/10 (10%)
. , . Total Missed Sessions: 2/10 (20%)
to view one student’s entire attendance record and
Attendance Record
to Edit Saved Entries if you need to make changes. oute Attendance
Tuesday, September 5 (8:00 AM Present
Thursday, September 7 (8:00 AM Tardy
Tuesday, September 12 (8:00 AM Present
SN NN NN SN E NN NSNS EEEEEEEEEEEEEEEEER Thursday, September 14 (8:00 AM) Abssnti(Unexchssd))
.“ .0‘ Tuesday, September 19 (8:00 AM Present
3 @ Qasis Tip . Thursday, September 21 (8:00 AM) Present
: : Tuesday, September 26 (8:00 AM Tardy
" . . : Thursdey, September 28 (8:00 AM) Absent (Excused)
: Keeping accurate attendance recordsis  : PR — e
L . : Thursday, October 5 (8:00 AM) Present
: not only a useful tool for tracking a stu- = Tuesder, October 10 (8.00 AM) Future Date
3 , L. . . L. . Thursday, October 12 (8:00 AM) Future Date
= dent’s participation in your course, itis Tuesday, October 17 (8:00 AM) Future Date
: : Thursday, October 19 (8:00 AM Future Date
= often used to evaluate whether a student = Tuesday, October 24 (3:00 AM) Future Date
- : Thursday, October 26 (8:00 AM Future Date
: qualiﬁes fOl' ﬁnancial ald YOU may be : Tuesday, October 31 (8:00 AM) Future Date
o - Thursday, November 2 (8:00 AM Future Date
- b : Tuesday, November 7 (8:00 AM Future Date
: asked to provide attendance records for : Tuesdny fembe (LM pure ove
- . " Tuesday, November 14 (8:00 AM) Future Date
k- students gomg back a year or more. Us- = Thursday, November 16 (8:00 AM) Future Date
- . . . = Tuesday, November 21 (8:00 AM) Future Date
: ing this tool, you can simply go into your : Thursdoy, November 23 (8:00 AM) Future Date
- : Tuesday, November 28 (8:00 AM Future Date
:  Past Courses, locate the course and see - Thursday, November 30 (8:00 AM) Future Date
: : Tuesday, December 5 (8:00 AM Future Date
«, when the student last attended class. Thursday, December 7 (8:00 AM) Future Date
b Tuesday, December 12 (8:00 AM) Future Datz
Thursday, December 14 (8:00 AM Future Date
Edit saved entries
ATTENDANCE B
= October 2006 > Most Recent Session
s M T w T F s Name Thursday 10/5
1 2 3 4 5[6]7Z |Columbie, Joe Present
1§5 LEE % ﬁ % ;—g ﬁ Edit saved entries
Managing Sessions 22 23 24 25 26 27 28

[
8
=
-
N
w
I’

To manage class sessions, click on Weekly View
b pad

Manage Sessions for the main Atten-

& Manage Sessions
dance portlet window.

Export Full View to Excel
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PROCEED WITH CAUTION: Cancelled Sessions cannot
be reinstated. While Sessions can be added to compensate,
a cancelled session will remain in the course attendance

record.

From the Attendance - Manage Sessions portlet you can
manage sessions for your entire semester. Use the “Add a
Session” link to add a session to your course. You can leave
your class sessions as scheduled or cancel sessions that will
not be held and will adversely affect your record keeping.
To cancel a session, select the correct day and use the pull

ATTERDANCE - MANAGE SESSIONS

Main Scregn » Manape Sessions.

P A% Seszion

Session Record
Bata

Tussidi. Scolmber 50800 AM)

Thur % g0 AN
Tussdax. Scolember 12 08:00.8M)
Thuredas, Soptember 14 (8:00 AM}
Tuesdax. Scolembes 19 (800 AMY
Thyr Geptembar 21 (8:00 M)
Tuesday. Scotember 25 08:00 AM)
Thur A e 2 (8:00 AM

Tuesday, Ociobor 3 (8:00 AM)

s Schedulod

Langaliad

Canceiied (Schoct Hasday)
i out)

down menu to choose the reason for canceling.

Attendance Settings

From the main Attendance portlet window, click on
the link that says “Settings”. The window to the right
will appear. You can record attendance by Whole Ses-
sion, By Hour or, By Minute. Attendance records can
also be shown To the Current Date or, in relation to the
the Full Course.

Attendance Warnings

Notification settings allow you to Send a warning to
students after X number of Unexcused Absences or a
percentage of sessions missed. Warning messages are
sent to the student’s Message Center and may be sent
to additional addresses. The Warning simply states

that “Name of Student has 3 unexcused absences”.

Be sure to Save your settings when done.

Center for Instructional Technology

Thue £ § A
Tussdoy. Ocicber 10 (5:00 4M) -
Thursd. Beigker 12 (6:00 AMY =
Tussdny, Detaber 17 (100 AMY [z Scheduled =
Tussday, Dstesssr 24 (3:00 AM) [ASchedues =
Thucsday. Cclober 26 (H:00 AM) [ -
ey :
Thursday, Nevember 2 (800 AM) -
. iy =
Thursday. Navember 2 (H:00 AM) = rd
Thursdax, Bovember 16 (300 AH] -l e

Tuge mper 31 (G:00 Ak ]
Thursdaz. Bovember 230800 44) [ Schedulcd r
1 miber L300 Ad I 3 4

Thursday. Nowember 30,0500 AH]

) D  § (8100 An = g
Thursdax. December 74800 AHY [#2 Schcautes =l &
Tussday. Dscemher 13 (600 AM) M = 4
Thursdny. December 18.05:00 AM) [ Schoduicd - v

S| conel]

ATTENOANCE - NOTIFICATION ANO ATTENDANCE METHOO Y

Atiendance Marking Mathod
el Sessions

Use this methad If yeu want o simply mark each student wha wos presont at a sessian as *Present” ar “Tardy”
By Haur

Use this method |f 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, 1.73).

by Minute

thed iF yiu wank b brack the ameunt ef bme sach cudent wae precent lar. Time in bracked to the minuts

Attendance Bis play

o the current dale

Currant attendancn dats (s shown o5 & ratio out of the namber of 30551603 10 date. & shsdent who ws present for § of &
susaion 5o far oul of a 20 session course would show S5 (100%),

T Ful Course
Current atiendance data is shown as a ratio out of the rumber of sessions in he enfire course, A student who was present
far & of 5 s¢s3ions 50 for cut of & 20 3ession course would show 5720 (25%)

Motification
Senda warning[3 [Unexeused Absence: =]
after:
[ Consecutive
Seend e[~ Stisdent
rming ta:

[ Facuity
[“arhar: |

To enter more than one address, separate them with semiceions (]

Resend oll gend
warnings:

This will send notification e mails (2o the indicated recipients) for students who currently meet the
warning” condilion sel shove.

Warning[~ On the Weekly View sereen, highSght students wha mert the “warning” condifian set ahave.
Highlight:

This Is & useful indleator, but it wil make your Weekly Viow noliceably siawer in lead and display.
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