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Select Attendance in Course Tools. If you do not see it, scroll down for information about Tool Availability settings.
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Click in the appropriate cell to mark students, listed on the left, as Present, Late, Absent or Excused.

For each class meeting, you can record whether a st
and use attendance as part of students’ overall grad

or excused. You can apply
1ment grade colummn.
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The gear icon is what to select to assign grades.

Clicking Save after deciding to show the grade as Letter, Points or Percentage will create a grade column. The Late
percentage can be edited.

For each class meeting, you can record whether a student is present, late, absent, or excused. You can apply formulas

Artendance

Settings

Grade Schema
Present 100 %
Late 50 4/ %
Abzent a %
rade using

Points .3

Lezter
Percentage
A\

The next page is the information about how to make the Attendance tool available in your Course Tools menu.

For more information contact bbhelp@uml.edu or schedule a consult.
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Customization: Tool Availability
The attendance tool may not be listed in your Course Tools until you make it available through Customization,
on the course menu and then select Tool Availability.

My Grades
Blackboard Help

My Grades
Elackboard Help

COURSE MANAGEMENT SR E MANAGEMENT

¥ Control Panel

Content Collection L

[* Control Panel

» Content Collection —

I* Course Tools Course Tools

3
»
Achisvements b Evaluation —5
3
3

Announcements

Blackboard Collaborate Uttra b ol

U nd Groups
Attendance does not appear in the list. = {é::,mon

Enrollment Options

Guest and Observer Access
Properties

Quick Setup Guide

Teaching Style
I Tool Availability I

In the next view, make sure the box is checked in front of Attendance, then click Submit
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