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Blackboard Learn

Although there is no specific tool in Blackboard for tracking and managing attendance in face-to-face courses,
instructors may use a Blackboard course’s Grade Center. Creating attendance columns gives students a record
of their attendance and allows you to compile total hours of attendance data in a downloadable Excel file.

Step One - Create an “Attendance” Category

In your course’s Grade Center, create a new category called “Attendance”.

Step Two — Create Attendance Columns

For each class session, create a column worth 1 point. Assign the “Attendance” category to the column.
Include this column in Grade Center Calculations.

F
B Last Name First Name Attendance 6/8 Attendance 6/1 Attendance 6/1 Attendance 6/2
|| Asterisk Annie
|| Bracket Brett

If you do not want the Attendance columns to impact your Total column’s grade calculations, edit the Total
column to include the selected columns of your choice in this calculation.
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http://edtechnews.matc.edu/bb_support/bb_9.1_tutorials/grade_center/using-categories.pdf
http://edtechnews.matc.edu/bb_support/bb_9.1_tutorials/grade_center/adding_column_bb9.1.pdf

Step Three — Create an “Attendance Total” Column

Follow these steps to create a Calculated Column that will sum each student’s total attendance based on the
values you enter into the individual Attendance columns.

1. Inthe Full Grade Center, roll your mouse over the CREATE Grade Center : Full Grade Center
CALCULATED COLUMN button. In the menu that appears,
Se|eCt TOTAL COLUMN . Create Column Create Calculated Column + Manage

Average Column

Minimum/Maximum Column

Total Column il

‘Weighted Column

2. Onthe CREATE TOTAL COLUMN page, give the column a name Create Total Column
such as “Total Attendance Hours”.

% Indicates a requ

COLUMN INFORMATION

<& Column Name Tatsl Attendsnce Hours

3. Scroll down to the SELECT COLUMNS section. SELECT COLUMNS
Click SELECTED COLUMNS AND CATEGORIES. In R o
the form that appears, select your Attendance © Selecied Galumns and Categories
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4. The Attendance category will now appear in the Columns fo Select Selected Columns:
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Test 1 ® Drop Grades OR Use anly the
Discussion 1 4 Sren Lowest
Assignment 2 Walue to Caloulate
Test 2 Highest Grades Highest Valus
Discussion 2 - Orop to Celeulste

[Eolumn Information Lewest Grades
Categories fo Select:
Discussion

Test
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Step Four — Log Attendance

Now that the columns have been created, you may log attendance hours by adding grades to each student’s
attendance column. The Total Attendance Hours column will automatically calculate total hours based on the
“Attendance” category.

rs
B Last Name - First Name ~ Afttendance 6/8 . Antendance 6/1 - Afttendance 6/1 . Attendance EJ‘Z. Total Attendam

Asterisk Annie 1.00 1.00 1.00 m 4.00

Bracket Brett 0.50 1.00 0.75 1.00 3.25

Step Five — Download Grade Center to Create Total Attendance Hours Report

Follow these steps to download the Total Attendance Hours column and student data in an Excel spreadsheet
for reporting purposes.

1. Inthe course’s FULL GRADE Grade Center : Full Grade Center
CENTER, roll your mouse over [ o _
the WORK OFFLINE button e - reate Calculated Co : = Discove .U‘.d
and select DOWNLOAD. Dovnioad e

2. You will be taken to the S e [ e

Download Grades page.

In the DATA section, choose
the SELECTED COLUMN
button and select TOTAL
ATTENDANCE HOURS from
the drop-down menu that
appears.

DATA

Select Data to Download Full Grade Center

® Selected Column | Total Attendance Hours v | Include Comments for this Column

3. Leave all other settings at their default values. At the bottom of the page, click the SUBMIT button.

4. Onthe page that appears, click the DOWNLOAD button. An Excel file will download to your computer’s
Downloads area.

B A=
Download Grades e S — |
'\_j' & » Hamilton, Megan L » Downloads v‘ 1|| Search Downleads yel
Organize * Open - Share with * Print E-mail Burn New folder =~ [ @
The data has been saved to a file. To download o B
B Desktop
file.
& Downloads L
"] Recent Places =
DOWHLOAD
gc_FA2017-COM L
4 Libraries 1MB1-713-058_col
| 5 umn_2019%06-20-
1%/ Computer 10:56:51

= gc_FA2017-COMMB1-711-058_column_20... Date modified: 6/20/2017 10:56 AM
IE Microsoft Excel 97-2003 Worksheet
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Viewing the Excel File

1. Locate the Excel file in your computer’s Downloads folder. Double-click on the file to launch Excel.

@vv‘ % » Homiltan, Megan L v Downloads
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gc_FA2017-COM

MB1-711-058_col

umn_2017-06-20-
10-56-51

gc_FA2017-COMMB1-711-058_column_20... Date modified: 6/20/2017 10:56 AM

New folder

m

the YES button to proceed.

The Excel program will launch and the file will begin to load. In the warning message that appears, click

Microsoft Excel

S

A

The file format and extension of 'gc_FA2017-COMMEBL-711-058_column_2017-06-20-10-56-51.xIs" don't match. The file could be corrupted or unsafe. Unless you
trust its source, don't open it. Do you want to open it anyway?

Help

calculations.

The file will load and display each student’s total attendance hours based on your Grade Center’s

H ©- = ge FA2017-COMMEL-T11-058_column_2017-06-20-10-56-51 - Excel ?H - O X
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Harnilton,.. =
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1 |Last Mame First Mame Username Total Attendance Hours [Total Pts: up to 0] | 2071238
2 |Asterisk  Annie testhamiltonl 1
3 |Bracket Brett testhamilton3 3.25
4 |Colon Collin testhamilton2 3
S5 Spacebar Sally testhamilton4
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