How to Submit Week-One Attendance

There are two ways to enter attendance depending on the modality of the course. Please be sure to follow
the instructions below for the type of course(s) you are offering this term.

Synchronous courses (scheduled meeting days and times):

Click on the “Gradebook” under “My Classes” and select the course you are entering attendance on:
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Classes that have already occurred are marked in orange; these are available to select for entering
attendance. Click on the date.
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Once you have selected the date, your roster will open up. Make sure to uncheck the “only show active
students” box in the upper left corner. Verify you are not missing any students on your roster. Then click
on the edit button in the lower right corner.
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Enter the attendance. Please note that you are entering the amount of time the student was absent
from the class. If the student was present and/or participated in class, please mark 0. If the student
was absent, record the time absent.

If a student is absent, it is important that you enter the correct number of minutes for the class. Entering
a partial time for synchronous courses will record the student as present and they will not be dropped for
non-attendance. If your class is 110 minutes, be sure to enter 110 for absent students.

If your class is offered more than once a week and the student missed one class but was present for the
other, make sure to mark them present in week one or they will be dropped for non-attendance. If the
student had an excused absence, please mark them present. The excused absence registers as an
absence in the system and students sometimes get dropped by mistake.

Once you have entered attendance for all students click on the “update” button in the lower right corner.
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Asynchronous Courses (no scheduled meeting days and times):

Click on the “Gradebook” under “My Classes” and select the course you are entering attendance on:
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You will need to select a time and class length before choosing your date. To keep things simple, you can
select“1:00 PM” and 1 minute:
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After you have entered the time and length, select the date you are entering attendance for. This will open
up your roster. Make sure to uncheck the “only show active students” box.

Enter attendance. Please remember that you are marking time absent. If students participated in
your course in week one, record a 0. If a student was absent, enter a 1 (the number of minutes
entered for length).

If a student had an excused absence in week one, please mark them present, otherwise they will be
dropped for non-attendance by mistake.

Once you have entered attendance for all students, click on the “update” button in the lower right corner.
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