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How to add Attendance Activity to course

You can add the attendance module in any topic/activity

Add attendance activity

1. Open course

2. Turn editing on

3. Choose topic to include "attendance activity"

4. Click Add

5. Edit Attendance activity
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Initial setup

1. Enter name 

2. Select type of Grading (point or scale)

3. Choose from drop down menu

4. Save and display
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Add sessions

1. Click Add tab

2. Select multiple sessions

3. Select Start date and time

4. Duration for each session (enter 2:00) if the session runs for 2 hours

5. Session End date

6. Select session day/s

7. Number of weeks to display

8. Click Add session
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Set Sessions

1. Click Sessios tab

2. Choose how to display ( All, All past, Months, weeks, Day)

3. Under Actions column, Click the Blue botton to start session
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After you turn session ON, list of enroled students will be displayed.

Select which option is appropriate for a student.

Don't forget to Save
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View summary report

Select the Report tab.

You may wish to send a message to student, click the box next to the name then click Send 

message
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Export report

Select Export tab

1. Choose how to identify students

2. Select session options

3. Choose duration period, Start/End

4.Select format

5. Click Ok
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