Taking and Tracking Attendance in Moodle
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1. Inyour course, click on “Create learning activity”:

Create learning activity

2. Choose “Attendance”:
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3. Fill in the name, description and settings. Then “Save and return to course”.

& Adding a new Attendance to Topic 6

Name g Visibility Show on course page #
Attendance
Description Grade h
Paragraph ~+

Legacy outcomes v
Common module settings v
Restrict access v
Activity completion v
Tags v

Path: p
Competencies v

[ Display description on course page
Extra restrictions v

Expand all

4. Click on the Attendance link:

ATTENDANCE

) Attendance

U

5. Choose the “Add session” tab, then fill in all the necessary session information.

Attendance for the course :: Amy's Sandbox 2

Sessions Add session Report Export Status set Temporary users
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6. Once the sessions are successfully created, you can start taking attendance for each session:

Attendance for the course :: Amy's Sandbox 2

. One session was successfully generated x

Sessions Add session Report Export Status set Temporary users

All |All past| Months |Weeks | Days

i Date Time Type Description Actions []
1  Fri8Jan2021 8AM-9AM  All students Regular class session \ O
O
Choose... $ | OK ‘

*You can also view the attendance reports or export reports too.

Sessions Add session Report Export Status set Temporary users

7. There are four options when taking attendance:
Present / Late / Excused / Absent

Don’t forget to hit the “Save attendance” button when you are done.

#  First name / Last name P L E A Remarks
Set status for unselected # O O O O
1 Moodlerooms Test User O O O O ‘

Save attendance

Present = 0
Late=o0
Excused =0
Absent = 0
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