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Attendance Function

@Adding a new Attendance @

General

Name* IAttendance I
module Attendance per course.

Common module settings

Visible | Show v

ID number @ | \
Grade category |Uncategorised ¥ |

[ Save and return to course ] I Save and display ] [ Cancel ]
There ol required fields in this form marked®.

Step1 Given a name for new attendance activity

Step2 Simply click nSave and return to ¢
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Attendance Function

(2) | Switch role to...
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¥ | Turn editing off
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Stepl To confirm OAttendance activity 0

Step2 Simply click AAttendanceo and cont
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Attendance Function

Attendance for the course :: Training

I Aftendance T Add 1’ Reportl', Settings | I
ﬁ

No Session exists for this course

Step 1 Setting page of attendance activity
Step2 Simply click the ASettingo tab
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Attendance Function

| Attendance | Add | Report I Settings |

My Variablesa
# Status Acronym Description Grade
1. P P | |Present | 2 |
2. A A | |absent | o |
3. L L |Late | |
4. E E | |Excused | |
[] Restore defaults @

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

attendance options
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Attendance Function

| Aftendance | Add | Report | Seftings |

Step I’ Add asingle session

Create one session for the coursea _ - -
Step 2 This single session is

Session Date: |18 v|| April v || 2008 ¥|
{2 self-explanatory as
Description: |
well as time

Create multiple sessionse

Session start date: |15 v || April v 2009 v/

Session end date: |8 v/ May v || 2009 v|

Session Days: Monday [ Tuesday [ Wednesday
] Thursday ! Friday [ Saturday [ Sunday

Frequency: |1 v week(s)

[ Add multiple sessions ]
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Attendance Function

| Aftendance | Add | Report | Seffings |

Step1 Add multiple session

Step 2 If the course have

Create one session for the coursea .
many class sessions

Session Date: |13 v || April v || 2009 v| Step 3 Choose the date for
Description: |
the first session
Step 4 Choose the date for
Create multiple sessionse the last session
Step 5 Select the days of the
Session start date: |15 v || April v 2009 v/
Session end date: |8 v/ May v | 2008 v/ week on which the

Session Days: Monday [ Tuesday [ Wednesday
] Thursday ! Friday [ Saturday [ Sunday

Frequency: |1 v|week(s) Step6 CIl i ck t he n Ad

[ Add multiple sessions ]

class meets

Ssessionso anc

the sessions
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Attendance Function

| Attendance ‘

Add | Report | Seftings |

Help @

Date Description Actions

20.04 .09 (Mon) | Regular class session | @ £ X
22.04.09 (Wed) | Regular class session | @ & X
24.04.09 (Fri) |Regular class session | @ & X

27.04.09 (Mon) | Regular class session | @ & X
29.04.09 (Wed) | Regular class session | @ £ X
01.05.09 (Fri) |Regular class session |@® £ X

04.05.09 (Mon) | Regular class session | ® & X
06.05.09 (Wed) | Regular class session | @ & X
08.05.09 (Fri) |Regular class session | ® £ X

||~ @™ | B |wW|(MN| =

Step 1 Simply click the Attendance tab
Step 2 And see the list of all attendance sessions you have added
Step3 Del ete a session by clicking the ¢

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

Attendance for the course :: Training®

Session Date: 20 April 2009 "Regular class session”

N

Status:

P - Present
A- Absent
L- Late

E - Excused

Step 1 Give a status to student

Step 1 Remarks as appropriate
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Attendance Function

Attendance for the course :: Training

| Attendance | Add | Report | Seftings |

y Help @

Date I Description I Actions

20.04.09 (Mon) | Regular class session | £ X

22.04 .09 (Wed) | Regular class session | @ & X
240409 (Fri) |Regularclass session | @ £ X
27.04.08 (
(
(

Mon) | Regular class session | @ £ X

29.04 .09 (Wed) | Regular class session | @ £ X
01.05.08 (Fri) |Regular class session | @ & X

04.05.08 (Mon) | Regular class session | @ & X
06.05.09 (Wed) | Regular class session | @ £ X
08.05.09 (Fri) |Regular class session |® & X

OO~ @@ ||~ |wW|MN| =

Step1 Sessions where attendance has already been taken do not have
the green radio button
Step2 I nstead the oO0descriptiond is a |ir

modify the attendance record for that session
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Attendance Function

Update Attendance for the course :: Training@

Session Date: 20 April 2009 "Regular class session”

~

Status:

P - Present
A - Ahsent
L- Late

E - Excused

Step 3 Screen to modify the attendance record
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Attendance Function

Attendance for the course :: Training

| Attendance | Add | Report | Seftings |

Help @)

Date Description Actions
20.04 .09 (Mon) | Regular class session
22.04 .08 (Wed) | Regular class session | @ &£ X
240409 (Fri) |Regularclass session | @ £ X
27.04.08 (
(
(

—

Mon) | Regular class session | @ £ X

29.04 .09 (Wed) | Regular class session | @ £ X
01.05.08 (Fri) |Regular class session | @ & X

04.05.08 (Mon) | Regular class session | @ & X
06.05.09 (Wed) | Regular class session | @ £ X
08.05.09 (Fri) |Regular class session |® & X

O W~ @™ || |wW| K

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