
Attendance Tracking

Open muOnline.

Written explanations appear at the bottom of slides.



Attendance Tracking

Under the Faculty Service Tab is Attendance Tracking.



Attendance Tracking

Classes that have been enabled for Attendance tracking appear



Attendance Tracking

When a class is in progress it will indicate “Take Roll”.  Courses that have not begun allow class roster to be viewed, “View
Students”.  Getting started guide can be hidden by clicking the arrow. 



Attendance Tracking

Enrolled students with ID picture will appear along with the meeting day/times of the course.
Select the day to enter attendance from the calendar or heading.  Active day/time of for attendance taking will appear as last 
column. Select the circle under the date across from the student name indicate attendance. 



Attendance Tracking

Clicking the attendance circle will indicate the student is present with a green check box.   Hours of attendance are defaulted to 
the full class time, but can be updated if student exited class early. 



Attendance Tracking

Clicking the attendance circle a second time will indicate the student was absent.   Percentage of attendance is calculated an 
warnings may appear when attendance falls below 50% (click ok to continue). 



Attendance Tracking

Absence notes can be entered and saved when a student notifies the instructor reason for absence.



Attendance Tracking

Return to your course list by clicking the Course List at top of the screen. 



Attendance Tracking – Additional Features

Select a course to take attendance, “Take Roll”.



Attendance Tracking – Additional Features

After selecting the Date of the attendance record needing updated, the “Update All” feature may be used to:  Mark all 
students present, Mark all students absent, Update Student record not Marked to absent or Present.



Attendance Tracking – Additional Features

With one selection all students in class were marked present for the class for the date selected.



Attendance Tracking – Additional Features

Attendance tracking provides the ability to Cancel a class meeting.   



Attendance Tracking – Additional Features

Students are notified by email that the class was canceled.   Attendance record for all students is updated to reflect a canceled 
course.  Accidentally canceled classes may be reinstated under the class menu.



Attendance Tracking – Additional Features

By hovering the mouse over a students name you can see details about the student including email and address information.
Selecting the email on the student card, will open up email to send student an email. 


