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Attendance Function

Step 1̇Drop down ñAdd an activityò

Step 2̇Select ñAttendanceò
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Attendance Function

Step 1̇ Given a name for new attendance activity

Step 2̇Simply click ñSave and return to courseò
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Attendance Function

Step 1̇To confirm óAttendance activity ô on the central column

Step 2̇Simply click ñAttendanceò and continue the setting
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Attendance Function

Step 1̇ Setting page of attendance activity

Step 2̇Simply click the ñSettingò tab
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Attendance Function

Step 1̇ Letters, descriptions, and grade (points) to assign for the four 

attendance options
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Attendance Function

Step 1̇Add a single session

Step 2̇This single session is 

self-explanatory as 

well as time
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Attendance Function

Step 1̇ Add multiple session

Step 2̇ If the course  have 

many class  sessions

Step 3̇ Choose the date for 

the first session 

Step 4̇ Choose the date for 

the last session

Step 5̇ Select the days of the 

week on which the 

class meets

Step 6̇Click the ñAdd multiple 

sessionsò and create 

the sessions
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Attendance Function

Step 1̇ Simply click the Attendance tab

Step 2̇ And see the list of all attendance sessions you have added

Step 3̇Delete a session by clicking the óxô button to the right of it

Step 4̇ Take attendance for a session by clicking the green radio button
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Attendance Function

Step 1̇ Give a status to student

Step 1̇ Remarks as appropriate



www.newera.edu.my

Attendance Function

Step 1̇ Sessions where attendance has already been taken do not have 

the green radio button

Step 2̇Instead the ódescriptionô is a link that takes you to the screen to 

modify the attendance record for that session
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Attendance Function

Step 3̇ Screen to modify the attendance record 
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Attendance Function

Step 1̇ You can easily modify the session date by clicking     icon


