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Blackboard Gradebook: Keeping Attendance 
  
They are two ways that you may use the Gradebook feature to keep attendance. 
 
Option 1:   
This option will allow you to enter an attendance item for each day.  If you have a total of 
20 class days, then you will have to create 20 items.   

1. Select and log into your course. 
2. Navigate to the Control Panel button on the left side of the screen to view the 

Assessment option and click on Gradebook. 

 
3. Click on Add Item. 
4. Type the Item Name 
5. Under Category choose Attendance. 
6. Insert the attendance date under Date. 
7. Insert the Points Possible section as 1. 
8. Under Display As select Complete/Incomplete. 

 
9. Complete the Options section.  Click Yes to make item available to users.   

NOTE: Click Yes to include item in Gradebook score calculations or 
click No to omit item in Gradebook score calculations.  

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

 
Insert 1 point in the Override Manual Grade box.  Click Submit to complete. 
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Option 2:   
This option allows you to insert all the attendance points for the entire semester in one 
item.  Each day a student comes to class, you can go in and give that student a point.  If a 
student misses a class, then you don't give a point. 

1. Select and log into your course. 
2. Navigate to the Control Panel button on the left side of the screen to view the 

Assessment option and click on Gradebook. 

 
3. Click on Add Item. 
4. Type the Item Name 
5. Under Category choose Attendance. 
6. Insert the date under Date. 
7. Insert the attendance points for the entire semester. 
8. Under Display As select Complete/Incomplete. 

 
9. Complete the Options section.  Click Yes to make item available to users.   

NOTE: Click Yes to include item in Gradebook score calculations or 
click No to omit item in Gradebook score calculations.  

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

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

 
 


