Updated June 2, 2010


Reporting Attendance (Required!)
As a part of your weekly duties in your class, you will now need to report attendance through the faculty portal. This involves two procedures:

1. Taking attendance

2. Reporting it to the portal

This document is to guide online instructors through that process. I have sought to make is as quick and simple as possible.

This reporting is critical to our processes. It is especially critical that you report attendance within 48 hrs. of the end of week two. That data triggers a financial aid function that is time-sensitive.

Taking Attendance in Moodle

The first item of business is to define what it means to attend the online classroom. Here is the definition and policy from the DCC Catalog.

Class attendance is required; therefore, students should plan to attend every class session for all courses. Attendance for online students is defined as a substantive posting to the discussion board during the week assigned (emphasis mine).…Students in the online program cannot miss more than one week. At the beginning of the course, the professor may outline in the course syllabus additional attendance and participation requirements that may affect the grade.

In order to assess attendance, the instructor needs to identify whether the student has made a substantive post on the discussion forum during the week. Our operational definition of a substantive post is one that was worthy of a grade. If it was not substantive, you should have marked it as “Read.”

Step One: Identify Absentees
You should identify absentees when you wrap up the discussion grading for the week. When you check the count of ratings to identify students who did not make the minimum number of posts, you should also note any students who did not make any posts at all. Write their names down to mark absent. This is the procedure:

1. As a part of wrapping up the discussion grading you click on the “Grades” link in the administration block on the left.
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2. A grade table will open, use the scrollbar to move to the right until you see the discussion column that you are finalizing.

3. Any student who has zero posts should be marked absent.

Step Two: Indicate Absentees in Moodle
1. At the top of your class site, you will see an offline assignment called “Attendance.” Click on it.

2. This “assignment” is an offline assignment similar to the “Week X forum grade (composite)” assignment used to record a grade for the forums. In this case, however, you will be marking absences.
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3. To mark a student absent, begin by clicking “View 0 submitted assignments” (see screenshot above). That brings up the familiar assignment chart you are accustomed to seeing.
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4. Click on “Grade” (note screenshot above) beside the name of the student you need to mark as absent. (NOTE: You will only enter a grade for students who were absent. Leave the others ungraded.) Clicking “Grade” brings up another familiar screen.
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5. Go up to grade (see screenshot above), click on the dropdown arrow to assign the number of absences. If it is a first absence, select 1/2. 

6. You may want to put a warning note or explanation in the comment box. Something like: “Since you did not submit a posting this week, you were marked absent as per the DCC Attendance Policy.” That attendance policy is clearly displayed on the class site, so students should not be surprised.

7. Click “Save changes” and then choose the next student who was absent and repeat the process until you have indicated all the absent students. (Remember, you don’t need to do anything with the students who were present.)

8. If a student already has one absence, you will see a grade 1/2 as in the screenshot below. You should change the grade to 2/2 and proceed to an additional step. 
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a. You need to email the registrar, Mrs. Crystal Laidacker, at claidacker@dallas.edu (her email address is in the assignment). Inform her that the student in question has accumulated two absences. Tell her what class you are teaching as well. If there are extenuating circumstances such that you believe the student should be allowed to stay in the class, please state those and copy me at blong@dallas.edu. An example of extenuating circumstances would be if the student had made prior arrangements with you to miss the discussion, because of a mission trip. If other work was caught up and arrangements made, then it would be acceptable.

b. Please put the following message in the comment box for the attendance assignment:

This is the second week you have failed to make a substantive forum posting in this class and have been marked absent. I have notified the academic office at Dallas Christian. Depending on your circumstances, the academic office will either administratively withdraw you (AW) or give you an “F” in the class. Please notify me immediately if there has been a mistake or miscommunication. 

I have put this message in the in a resource below the Attendance assignment to make it easy to copy and paste it into the comment box.

9. Proceed to the faculty portal to report attendance to DCC. NOTE: You must report attendance to the portal even if there were no absences (see step 17 below). The instructions follow.

Step Three: Record the Absentees on the Faculty Portal

Procedure looks similar to reporting final grades.
1. Go to https://portal.dallas.edu . (This link is also on the dallas.edu website homepage.) 

2. Click on "Faculty portal homepage." 

3. Login: username= first_initial+last_name (e.g. blong). You should have your password. Many instructors use the same one as they use for Moodle. If you have forgotten your password, we have to change it. Send that request to blong@dallas.edu .

4. On the left, you will see "My Classes." Click on that to reveal choices. 

5. Click on "Gradebook." 
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6. The gradebook will appear. Click on the dropdown arrow to select the correct term.
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7. Click on the class for which you are ready to enter grades. For this example, we are using Small Group Ministry. Note the “OL” under the heading “Section.” This indicates an online class.
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8. This brings up a course page with the details of the course. Please note the indicated items in the screenshot below.

a. To enter attendance you must click on the “Attendance” tab. Otherwise you will not see the calendars at the bottom of the screen.

b. The highlighted dates are the first day of each week of class. They are color-coded to indicate the status. The legend for the color-codes is below the calendars. The orange dates indicate days that “require posting.”

c. The gray dates are scheduled, but the class has not reached those dates yet: e.g. the class period has not “met.”
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9. Click on the date that requires posting. If you are keeping up, there should only be two orange highlights—the week just past and the week you have started.

10. After clicking the date, you will see a student roster (see screenshot below). Since the attendance has not been posted, the “Time Absent” column shows “Not posted.”

11. Scroll to the bottom and click the “Edit” button.
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12. Now the “Time Absent” column displays textboxes that allow you to enter the time absent
13. For each student who did not make a substantive posting that week, enter “180.” Since this is a 3 credit-hour class, you are entering 180 minutes absent. (Note that “Class length” is listed at the top of the page.) You can also enter an “A” for absent and let the system put in the minutes.

14. So, as an example, we will put 180 in the “Time Absent” box for Mr. Treacle.

15. Remember to scroll down and click on “Update”
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16. Now attendance has been recorded for this week of the class. The students whose boxes you left blank were recorded as present. Note in the screenshot below that instead of “Not posted” it now says “0 mins.”
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17. What to do if everyone made substantive posts

a. When you get to the roster click on “Edit” just like usual

b. When presented with the empty textboxes, leave them all empty

c. Click “Update”

d. Now everyone will show as present


Explanation of an odd date on the attendance calendar
You will find a date at the end of the class that is on a different day. In our example class, the weeks started on Fridays. In the example below, we see a highlighted date on a Thursday.
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Friday, Aug. 3 is the first day of the last week of class. Thursday, Aug. 9 is the last day of class. When you do the last week of attendance, you will also need to click on the last day of class and do attendance. Everyone who successfully completes the class will be marked as present. This procedure posts the last date of attendance in our database. That data is now required.
