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Creating an Attendance Scheme — D2L Tutorial

This tutorial is designed for faculty who have previous experience using the Attendance tool in D2L. For
further information or assistance, go to our Team Dynamix Support portal and click the appropriate
Category to submit a ticket.

Scenario

This tutorial will cover the steps involved in creating an Attendance Scheme for your attendance registers.
See the tutorial Creating an Attendance Register for further information on creating attendance registers.

Steps

1. Go to your course homepage, and click Edit Course.
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2. Click Attendance.
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3. Click Attendance Schemes.

Training Course 03 Course Home My Tools ~  Edit Course

Attendance Registers Attendance Schemes

What are attendance registers?

Register Name Cause for Concern (%)
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# of Sessions
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4. Click New Scheme.

Training Course 03 Course Home My Tools ~  Edit Course

Attendance Registers Attendance Schemes

s

‘What are attendance schemes?
Scheme Name Default Scheme

Organization Schemes

System Scheme (Organization Default) ~ Current Default

System Scheme ~ Set

5. Give your new scheme a Name, then create your Statuses, including each status’ Symbol, Full
Name, and Assigned %. The statuses are how you are assessing attendance, for example

“Present”, “Absent” or “Full attendance”, “Partial attendance”, etc. Use the Add Statuses option
at the bottom to add more to the list. When you are finished (you can come back later and add
more to the list if you need to) click Save. Then click Close.

New Scheme

General
Name *

Lab Attendance Scheme

Attendance Statuses

If ‘Assigned %' is left blank, then the attendance status does not count toward the percent attendance calculation,
# Symbol® Status Full Name™ Assigned % Order Delete
1 FP Fully Present 100 1 v a
2 PP Partially Present (no participation) 50 2 v a

+ Add Statuses

n—

Things to Remember

Once you have created your Attendance Register and your custom Scheme (if you have created one),
see the tutorial Using your Attendance Scheme to find out how to enter attendance data, and how to
export the attendance register to your computer.
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