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Canvas Roll Call Attendance Quick Reference Guide



Canvas Roll Call Attendance can be used to conveniently and easily track and monitor attendance and participation of students. How to Get Started - Login to Canvas through the Mesa Community College home page, mesacc.edu Additional Resources – Visit the CTL web site, http://ctl.mesacc.edu/resources/canvas/



   



Activating Roll Call Attendance To begin recording attendance or participation in your course open the course from the Courses Menu and select Attendance from the left-hand navigation options. Note: The first time you activate attendance for your course you will be directed to an authorization dialog to connect Roll Call to your course.



Marking a Student’s Attendance in Class View 1. From the Edit Seating Chart tab drag and drop students onto the Seating Chart. 2. Click the Take Attendance Tab. 3. To mark a student as “present,” click the student’s name. The green ✔ checkmark appears to the left of the student’s name. 4. To mark a student as “absent,” click the student’s name again. The red ✖ symbol appears to the left of the student’s name. 5. To mark a student as “late,” click the student’s name a third time. The yellow-orange º late clock appears to the left of the student’s name.



Click Log-in to continue to the Roll Call tool. Roll Call Attendance Views There are two methods to use Roll Call: LIST - record using a simple vertical list of students CLASS - record using a seating chart you create. Note: marking attendance in one method will mark it in the other method. Marking a Student’s Attendance in List View 1. Select a calendar date from the date picker. 2. To mark a student as “present,” click the student’s name. The green ✔ checkmark appears to the left of the student’s name. 3. To mark a student as “absent,” click the student’s name again. The red ✖ symbol appears to the left of the student’s name. 4. To mark a student as “late,” click the student’s name a third time. The yellow-orange º late clock appears to the left of the student’s name.



Editing the Seating Chart In the Class View select the Edit Seating Chart tab and drag and drop students on the chart to adjust the seating arrangement.



Changing the Date to Record Attendance In the List or Class View select the arrow keys  to advance or reverse dates on the calendar.



Note: Select the calendar icon  to pick a date from a monthly calendar.
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Using Roll Call Attendance Badges Badges are tools to help you annotate a student’s attendance or participation. These annotations can be customized to include behavior, participation performance descriptions and other qualities. Note: Students cannot see badges you assign to their attendance.



Grading Attendance/Participation When Attendance is enabled in Canvas a single Roll Call Attendance column will appear in the Gradebook as an assignment. By default this column will be worth 100 points. The grade is always expressed in percentage.



To access badges for a student, from the List View select the More option to the right of a student’s name OR from the Class View click on the student’s name on the seating chart. This will open the badge interface. Adding Badges 1. Open the badge interface from any student and select Add Badge. 2. Enter a name to call the badge. 3. Choose an icon to represent the badge. 4. Select a color for the badge. 5. Select Save Badge.



Note: Roll Call Attendance is treated as an assignment in Canvas, however certain guidelines and limitations apply: - You can adjust the total number of points (including 0) for the column by clicking on the assignment and editing the details. - DO NOT change any other aspect of the assignment like the name. -Do not delete the assignment unless you no longer want to take attendance. -You can use the muting feature so students cannot see their grade for the attendance column until unmuted. - Students only see their total percentage as it evolves, they cannot see daily attendance or badges. Lateness Settings for Grading By default a late attendance is graded at 80% of a total attendance. To change the lateness cost, select the Gear Tool in the Roll Call Attendance application and click Roll Call Settings. Use the slider to adjust the percent.



Applying Badges Access the badge interface for a selected student. Click a badge to apply and then close the window. Note: Open and click again to un-award a badge.



       



Attendance Reporting Generate reports to monitor attendance for the class or for an individual student. Select the Gear Tool in the Roll Call Attendance application and click Attendance Report. From the Report dialog box enter the optional filtering data (dates and/or student ID) and enter an email address to receive the report. Select Run Report. Note: Reports are available by link in email for 24-hours.



Managing Badges Select the Manage badges option to remove or edit badges. Click on the name of the badge to access the settings.
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