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Blackboard Gradebook: Keeping Attendance
They are two ways tha youmay use the Gradebook feature to keep attendance.

Option 1:
This optionwill allow you to enter an attendance item for each day. If you have atotal of
20 class days, then you will have to create 20 items.
1. Select andloginto your course.
2. Navigdeto the Control Panel button on theleft side of the screen to view the
Assessment option and click on Gradebook.

Test Manager Course Statistics
Survey Manager Gradebook
Pool Manager Gradebook Views

3. Click on Add Item.
4. Typethe Item Name
5. Undea Category choo® Attendance.
6. Insert theattendance dae unde Date.
7. Insert thePoints Possible sectionas 1.
8. Unde Display As select Complete/Incomplete.
- Item Name 'Fall 2007 Daily Attendance
Category Attendance & |
Description Fall 2007 Daily Attendance
Date sep o) [1473) (2007 %)

" Points Possible

Display As Complete/Incomplete 5 |

9. Complete the Options section. Click Yes to make item available to users.
NOTE: Click Yes to indudeitem in Gradebook score calculationsor
click No to omit item in Gradebook score calculations

Click Submit to complete.
10. To enter astudent® attendance, click on the entry on the attendance item column.

Attendance Fall 2007
Attendance
Pts Possible 20
Weight 0%

(]

Insert 1 pointin the Override Manual Grade box Click Submit to complete.
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Option 2:

This optionalows youto insert al the attendance points for the entire semester in one
item. Each day astudent comesto class, you can go in and give tha studentapoint. If a

student misses a class, then you don'tgive apoint.
1. Select andloginto your course.

2. Navigdeto the Control Panel button on theleft side of the screen to view the

Assessment option and click on Gradebook.

Test Manager
Survey Manager
Pool Manager

Course Statistics

Gradebook

Gradebook Views

3. Click on Add Item.
4. Typethe Item Name
5. Undea Category choo® Attendance.
6. Insert thedae unde Date.
7. Insert theattendance pointsfor theentire semester.
8. Unde Display As select Complete/Incomplete.
- Item Name 'Fall 2007 Daily Attendance
Category Attendance
Description "Fall 2007 Daily Attendance
Date sep 3! 14 3) (2007 %)

" Points Possible g

Display As Complete/Incomplete 5

9. Complete the Options section. Click Yes to make item available to users.
NOTE: Click Yes to indudeitem in Gradebook score calculationsor

click No to omit item in Gradebook score calculations

Click Submit to complete.

10. To enter astudent® attendance, click on the entry on the attendance item column.

Attendance Fall 2007
Attendance
F1s Possiole 20
Weight 0%

(]

Insert 1 pointin the Override Manual Grade box. Click Submit to complete.
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