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Santa Ana College Distance Education, Cesar Chavez Building Room A-101, (714) 564-6725, DistEd @sac.edu

RECORDING ATTENDANCE IN BLACKBOARD

Attendance can be recorded in Blackboard, and an attendance report can be downloaded to Excel at
the end of the semester. The Excel report can be submitted to Admissions & Records as the official
attendance record for the course.

Access the Attendance Tool
To access the attendance tool, open the course in Blackboard. Under the Course Management
Menu, click on Course Tools to expand the section. Select Online Attendance from the menu.

COURSE MANAGEMENT

¥ Control Panel

» Content Collection
¥ Course Tools ‘

Click to ‘

Achievements expand menu

Online Attendance

SafeAssign

Self and Peer Assessment
Send Email

Tasks

Tests, Surveys, and Pools

Attendance Home Page

The Attendance Home page will list the class roster and will default to the current date. There are
buttons on the top tool bar for Dates Setup — allows the instructor to enter the class meeting dates,
Seating Setup — allows the instructor to configure a seating chart to use when taking attendance,
Attendance by Seat — to take attendance using the seating chart, Report — displays the attendance
report on the screen, Export — downloads the attendance report for the course to Excel, and
Instructions — provides instructions on using the Online Attendance tool.

Online Attendance

m Dates Setup H Seating Setup H Attendance by Seat || Report || Export || Instructions Tool Bar
"Dates ap-o ta g date for your class has not yet occured.

Student 41412016~
Cottrell_SACadmin, Tammy \
Cottrell_SACfac, Tammy Current Date &

Cottrell_SACstu, Tammy
Kushida_SACadmin, Cherylee

Kushida_SACfac, Cherylee I Course Roster I
Kushida_SACstu, Cherylee
Ward, Michael

Ward, Michael

Course Meeting List

Click to save
attendance

| Save Attendance ‘
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Enter Class Meeting Dates
Each semester, the class meeting dates will need to be entered into Blackboard prior to using the

Online Attendance tool. To enter the class meeting dates, click the Dates Setup button on the top
tool bar.

Online Attendance

I Dates Setup I Seating Setup H Attendance by Seat H Report || Export H Instructions ‘
Either your class dates have not been configured in "Dates Setup" or the starting date for your class has not yet occured.

Save Altendance
Student 4/4/2016 ~
Cottrell_SACadmin, Tammy
Cottrell_SACfac, Tammy
Cottrell_SACstu, Tammy
Kushida_SACadmin, Cherylee
Kushida_SACfac, Cherylee
Kushida_SACstu, Cherylee
Ward, Michael
Ward, Michael
Save Attendance

On the Date Setup page, use the pull down menus to select the Start and End Dates for the
course. Inthe Class Meets on section, click the check box next to the day(s) of the week that the
class meets to select it. To hide non-students (e.g. Instructional Assistants, Guests, Observers, etc.),
click the check box to select it. Once the dates have been entered, click the Save Settings button to
create the attendance log.

Online Attendance - Date Setup

| Return to Menu H Add Individual Days H Remove Individual Days |
WARNING: Making changes to these settings could cause you to lose previously entered attendance records for this course.

Course Begins on 2 «/l8 -/ 2016
Course Ends on: & /3 -/ 2006 ~
Class Meets on Sun Mon [7] Tues [|Wed [¢] Thur Fri Sat

Hide non-students:

The classroom dimension must be set, if you plan to use the "Attendance By Seating Chart” feature.

Save Settings

The Online Attendance tool will create an attendance record for every date within the range provided.
If there are certain days that class will not be held (e.g. Spring Break, holidays, etc.), those individual

dates can be removed from the attendance record by clicking the Remove Individual Days button on
the top tool bar.

Online Attendance - Date Setup

| Return to Menu || Add Individual Days Remove Individual Days

A list of all the class meeting dates will be displayed on the screen. Click the check box next to the
date(s) that class will not be held, to select it. Once all of the dates have been selected, click the
Remove Selected button at the bottom of the screen. The selected dates will be removed from the
class meeting list.
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Please check the dates you want to REMOVE. Please note that removing dates
will irretrievably delete attendance data (if any) for that date!

| SelectAll || De-select Al
[2/912016
1211112016
[]2/16/2016
[]2118/2016
[]2/23/2016

: [[]2125/2016
Click check box []3/1/2016

to select date(s) =N 332016

to be removed [15/17/2016
[[]5/19/2016
[]5/24/2016
[]5/26/2016
[]9/31/2016
- [C]6/2/2016

I Remove Selected I

Class meeting days can also be added individually to the attendance record (e.g. field trip or special
class meeting, etc.) by clicking the Add Individual Days button on the top tool bar. Use the pull
down menus to complete the Date to be Added field. Once the date is selected, click the Add
Selected button at the bottom of the screen. The selected date will be added to the attendance
schedule. Repeat the process for any additional class meeting dates.

Online Attendance - Date Setup

I Return to Menu IJ Add Individual Days H Remove Individual Days J

Date to be added: 1 w1 w2016 ~° Select date to be
added to
Add Selected attendance record

To Record Attendance

Access the Attendance Tools. The date will automatically default to the current date. If attendance is
being taken for a previous date, select that date from the pull down menu. The default selection is P
(present) for all students. To mark a student absent, find the student in the roster, and click the check
box next to A (Absent) to select it. Other attendance choices are L (Late), E (Excused Absence), and
U (Unexcused Absence). Repeat the process for all absent students. When the attendance has
been completed, click the Save Attendance button to record the attendance. If no students were

absent, simply click the Save Attendance button. If attendance is being taken by a seating chart, click
Attendance by Seat.
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Online Attendance

[ Dates Setup “ Seating Setup “ A e by Seat ” Report ” Export H Instructions ]
Save Attendance
Student — 312016 v 3729 324 322 3T 315
Cottrell_SAGadmin, Tammy Select Date ©P OA OL OF qU ; ; ;
Cottrell_SACfac, Tammy 3 ®A ®L ®E U
Cottrell_SACstu, Tammy @A OL 9E U . .
Kushida_SACadmin, Cherylee ®A ®L ®E U CIICk approprlate ChECk
Kushida_SACfac, Cherylee ®A @L ®E U
Kushida_SACstu, Cherylee @A @@L @E U bOX for eaCh StUdent
Ward, Michael ®A ®L ®E U
Ward, Michael ®A ®L ®E @V

Save Attendance

Add an Attendance Link on the Course Menu

A direct link to the Attendance Tool can be added to the Course Menu in Blackboard. Adding a direct
link can provide faster access to the tool for instructors. Click the + icon located at the top left of the
course menu. Select Tool Link from the menu. Complete the Name field, and select Online
Attendance from the pulldown menu. If students should be able to view their attendance record,
click the check box next to Available to Users to allow student access. Then click the Submit button
to create the tool link on the course menu.

Content Area

Module Page + -G N Maulina AH

Blank Page

Add Tool Link
Tool Link > <& Name: Class Attendance
Web Link Type: Online Attendance h
Course Link Select to display \ Available to Users

to students

Subheader
Divider

The new tool link will be added to the bottom of the course menu and may need to be reordered.

CMPR104 #12960 (Spring #
2016)

Announcements

Calendar

Course Information

Class Attendance
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Run an Attendance Report

While the Attendance Home Page will show the attendance for the previous five class meetings,
Instructors can also run an attendance report for the course. To run an attendance report, click the
Report button on the top tool bar. The Attendance report will display on the screen.

Online Attendance

‘ Dates Setup || Seating Setup H Attendance by Seat Report Export Instructions

| Save Attendance |
Student 3/31/2016 ~ 3/29 3/24 3/22 317 3/15
Cottrell_SACadmin, Tammy @P oA oL 9E @V P P p P P
Cottrell_SACfac, Tammy aP A L E U A P P P P
Cottrell_SACstu, Tammy @P oA oL 9E aU P P p p p

The attendance report will show the student names, and the total recorded attendance for each
category (P, A, L, E, U). To see the specific attendance record for a particular student, click on the
student’s name in the report. A detailed attendance record will be displayed for the selected student.
If a dash (-) is displayed for any date, it indicates that no attendance was recorded for that student on
that date.

Online Attendance - Report

Return to Menu
Student P A L E U
Cottrell_SACadmin, Tammy 12 1 1 0 0
Cottrell_SACfac, Tammy 12 2 0 0 0
Cottrell_SACstu, Tammy . 12 1 1 0 0
Support Admin, Ellucian ILP Click on name 1 2 1 0 0
Vanch_admin, Asha for details 0 0 0 0 0
Ward, Michael 1 1 2 0 0
Ward, Michael 13 0 1 0 0

Click on the student’s name to see attendance details.

!

Cottrell SACfac, Tammy

PALEU
122000

2/9 B

2/11
2/16
2/18
2/23
2/25

3n

3/3

3/8
310
315
317
3/22
3/24
3/29
3/31

A dash (-) means no
attendance was entered

\

VR TR Y Y R
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Student Attendance View

Students can also view their own attendance record in the course, if the Attendance Tool link was
made available to users on the course menu. Students will only be able to view their own attendance
record, which will include the detailed attendance by class meeting.

Tools > Online Attendance

Dashes indicate that attendance has not been recorded for that day.

(P=Present, A=Absent, L=Late. E=Excused, U=Unexcused)

CMPR104 #12960 (Spring

2016) PALEU
652000

Announcements
15 A
Calendar P
12 p
Course Information 14 P
119 p
i P
126 -
128 -
22 -
24 -
219 -

Export Attendance to Excel
Instructors can export the class attendance record to Excel. Click the Export button on the top tool
bar.

Online Attendance

{ Dates Setup “ Seating Setup H Attendance by Seat “ Repnnl Export i Instructions

| Save Attendance |
Student 3/31/2016 ~ 329 324 322 317 3115
Cottrell_SACadmin, Tammy @P ®A oL §E @V =] P p P p
Cottrell_SACfac, Tammy @P ®A ®L ®E @V A P p P p
Cottrell_SACstu, Tammy @P OA L E U =] P p P p

A dialog box will ask the instructor to select an action. Click the check box next to Open with
Microsoft Excel to select it, then click OK to continue. The file can also be saved directly to the
computer.

Opening onlineAttendance.xls ﬁ

You have chosen to open:

[=[f| onlineAttendance.xls

which is: Microsoft Excel 97-2003 Worksheet (538 bytes)
from: https.//rsccdtest.blackboard.com

What should Firefox do with this file?

\Microsoft Excel (default) e

() Save File

[ Do this automatically for files like this from now on.

o]
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If any system message boxes appear while the report is opening in Excel, click Yes to continue
through the process. The report will open in Excel and will contain the student names, the class
meeting dates, and the attendance record for each student. It may require some formatting, to
achieve the desired appearance. Any cell with “Null” indicates that no attendance was recorded for
the student on that date. Admissions & Records requests that the instructor’s name, course
name and section number be added to the Excel report, as well as the attendance code key.
The file can be saved and submitted to Admissions & Records as the official attendance record, once
the course has ended.

Microsoft Excel ﬁ

! The file format and extension of "onlineAttendance.xls’ don't match. The file could be corrupted or unsafe. Unless you trust its source, don't open it. Do you want to open it anyway?

o] oo ] [ ]

Was this information helpful?

[ |
| |
H ©- s * onlineAttendancexls [Read-Only] - Excel
HOME = INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  ACROBAT

db Cut Calibri 11 AN T== - BwapText General - F # | Normal Bad Good
Pasie 2O c d' | Format as| Neutral Il
aste . [ A === &= 3= - .o «0 o  Conditional Formatas| Neutra

- ¥ Format Painter B IU = & - =z Merge & Center $ % e Formatting~ Table -

Clipboard [ Font 1 Alignment [ Number 1 Styles

H21 - fi
A B C R d d H I J K L M N O P Q
1 |Course: Music 101 ecommenae
o ’ .

2 |Section: 92503 Add’l Information
3 |Instructor: Tammy Cottrell
4
5 |Student 31-Mar ~ 29-Mar  24-Mar  22-Mar  17-Mar  15-Mar  10-Mar 8-Mar 3-Mar 1-Mar ~ 25-Feb 23-Feb 18-Feb 16-Feb 11-Feb 9-Feb
6 |Cottrell_SACad null p P P P P P L A P P P P P null P
7 |Cottrell_SACfacnull A P P P P P P P P P P P P null A
8 |Cottrell_SACst null p P P P P L P P P A P P P null P
9 |Support Admin, null p p p p p L p p p p A p p null A
10 |Vanch_admin, ; null null null null null null null null null null null null null null null null
11 |ward, Michael null p p p p p p p p p p L A p null L
12 |Ward, Michael null p P P L P P P P P P P P P null P

14 |Attendance Key:

15 p Present

16 A Absent /- Recommended

17 L Late ) .

18 E Excused Absence Add I |nf0rmat|0n
U Unexcused Absence
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