Recording Attendance

1. From either the Attendance Tab in the Students
Section, or the Starfish Home Page, you can click
the Record Attendance Button.

CaAdd Office Hours Eﬁ;ﬁdd Appointment ‘.‘a Add Group Session || # Scheduling Wizard ﬂci;FtEEEwe Tim@ & Record Attendance
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Select the course section

2. Select the course for which you wish to record
attendance.

Overview My Students Tracking Attendance Progress Surveys

B RecodAtendance 5 ClassSchedule | @3 AttendanceReport | [ Fiag o Referal (3 ToDo  fp Kudos % SendMessage |- Note Filter Students By
Select All | Deselect Al SCI-BIOL201-600-201501 - General Biology I | Al u
0 Albriaht, Randy, (757) 622-4487, Randy.Albright@starfisheollsge.edu Course Section
d SCI-BIOL201-600-201501 v
0 Andrews, Randy, (757) 622-4467, Randy. Andrews@starfishcollege edu £SCI-BIOL101-500-201403
0 General a:mﬁ
0 Berger, Jeff, (757) 622-4487, Jeff Berger@starfishcollege.edu SCI-BIO! -201501
@ General Biology Il
0 Chappell, Jeff, (757) 622-4467, Jeff.Chappell@starfishcollege.edu kil
= a  Microbioiogy I
SCI-BIOL202-601-201501
0 Fisher, Jim, (757) 622-4487, Jim Fisher@starfishcollege.edu |Microtiology I
9 SCH-BIOL220-408201103
0 Fore, Jim, (757) 622-4487, Jim.Fore@starfishoolisge. ady Microbiology
@ SCI-BIOL220-500-201403
Microbiology

0 - Gllmore, Lexy, (757) 622-4487, Lexy.Gimore@starfishcollege.edu
@

UNIV-FRSH101-600-201501
I Freshmen Seminar




First You Must Set up Class Schedule

3. Before recording attendance for the first time in a course,

you must set up the class schedule. Select the class schedule
button in the top banner.

Appointments - Students -

Overview My Students Tracking Attendance ‘ Progress Surveys

f3 Attendance Repot = W Flag | #p Referral | (@ To-Do | v Kudos | % SendMessage =[5 Note

03 - General Biology |

=] Gilmeore, Lowy, (FBT) 6224487, Lexy.Gilmore@starfisheollege.cdu
(g

O Hand, Sara, (757) 622-4487, Sara. Hard@starfishcollege.edu
]

O m Jordan, Grant, (703) 838-8186, Grent.Jordar@starfishcollege.edu

] Jorgenson, Masx, (757, 622-4487, Max.Jorgenson&starfishcollege.edu
[a]

O H Sand. Emily. (757) 622-4487. Emilv.Sand@starfishcollege edu
@]

O Wikinzon, Ron, (757) 522-4487, Ron. Wilkinson@starfishcollege edu

[a]

] Zvezdana, Mila, (F5T) 622-4487, Mila.Zverdana@siarf shoeollege.edu

(1]




First You Must Set up Class Schedule

4. Select the course meeting dates and session times (can be multiple with lab)
*Nok youw illreceiveane rrorm essage n til hheco urseschedule isb uilt.

Add Class Schedule

Mo class schedule found. Attendance cannot be recorded until a class schedule is created.

SCI-BIOL101-500-201403 - General Biology |

Rheduh ,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,
3] ) Sun & Mon ) Tue # wed ) Thur  Fri | Sat o
©) 8:00 AM n 1o | 8:50 AM u

* All Fields Required Never Mind m7



Select the Class Meeting Date and Time

5. Select the class meeting date for which you wish to record
attendance.

Record Attendance

Saction Meaating Times
SCI-BIOL201-800-201501 = |
Fri Mar 13 2015 - 8:00 am to 9:00 am
A ) hama Sl Mon Mar 16 2015 - B:00 am to 9:00 am
Students Wed Mar 18 2015 - 3:20 am to €:00 am
Fri Mar 20 2016 8:20 am to 9:C0 am
e Mon Mar 23 2015 - 5:00 am to 2:00 am
No sudents found Wed Mar 25 2015 - 3:0C am 1o €:00 am

Fri Mar 27 2015 - 8:30 am tar“;'r‘?m am

Mon Mar 30 2015 - 8:00 am to 9:00 am
Wed Apr 01 2046 - 2:00 am to 2:00 am
Fri Apr 33 2015 - 8:00 am tc 2:00 am

Mon Apr 06 2015 - 8:00 am 1o 900 am
Wed Apr 08 2015 - 8:00 am to 900 am
Fri Apr 10 2015 - 3:00 A7 te 9:00 am Slide 8




Recording Attendance

6. Simply click the radio buttons to mark students as Absent, Tardy,
or for an Excused Absence.

Record Attendance Mever Mind Submit
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Recording Attendance

/. Click Submit to record
your results.

Record Attendance Mever Mind = Submit
|¢Wl‘ll-“- BIOL 101 209.04 ¥ Date: ggraponl [ | Ge I
Search far Student Hame Ssarch o r Al o
Note: If all students
Students Absent Stisdents
attended class on the Studant Prasent Absert Excused. Tardy
selected date, you can P Ptbany 0 ® © © © 3
simply click Submit to I o e © |
mark them all present. 7 & Bernec, e s o o
¥ '\ bmills@starfishsolutions.com
8 chagoell, Jot °
1 jaff.Chappell@etarfisheollage ady
& Fisher, Jim L
¢\ limFisher@atadfisheollege edu
8 Fore, 2im @

I ¥ lim Foregctadfishopiiage ady

j%w @
el

B % tand. saca ° & 8 -
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Viewing Attendance: Instructors

Instructor View:

* |nstructors can view overall absences for a course Roster when
viewing the Attendance Tab.

* Instructors can raise tracking items, send email, and make
notes directly from this view.

MY STUDENTS  TRACKING IOOMIN  ATTENDANCE PROGRESS SURVEYS

: Choose Students By:
& RaiseFlag @ Refer [ CreateToDo - AddKudo [ Email Students .4 Add Note || |& Record Attendance !
Term: .
Select All | Deselect Al BIOL220.109.01 - Microbiology Active v
[ %Adam. Egon, (757) 622-4487, Egon.Adam@starfishcollege.edu = Course Section:
Absences: 01-11-2012, 02-02-2012, 02-23-2012, 02-20-2012, 02-24-2012, 02-28-2012 Excused: : '
BIOL220.109.01 i
07-06-2011
O @ Albright, Randy, (757) 622-4487, Randy.Albright@starfishcollege.edu Attendance Status:
Absences: 08-22-2011, 02-02-2012, 02-20-2012 ["| Present
I — Y SN
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Instructor View:

* Instructors can filter based on their desired criteria (all students

who were absent on a specific date, or at anytime during the
course)

& Feccrd Amendance || & Class Schedwe || {3 Amendance Report || %5 Hag || =g Feferral || x5 To-Do = More Filter Students By

Seleor M | Descleot Al SC1-BIOL20- -800-201601 - Genaral Biology Il

'spring 2015

= albright, Sandy, (757) 622-4487, RandvAlbrighi@starlisheol ege.edy

Course Section
& Absenoes: %00 am Today

|ECI BIOL201 €0C 20160
- A Berger, Jeff, (757) 622-4487, Jeff.Berger@starfishcol ege.edu

ANendance STatus
2 Absences: B:0U am loday [ Prasant

# Ansance

[ Excused Absence
[ Tardy

Clags Session Dates

1 an

(I Spacifie Date & Time
Start o | =d

Start Time 1o | End Time

=

Tonal items selacted: 0

Mizplaying # Snurenrs
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Running Attendance Reports P

Instructors can run attendance reports for specific
criteria or for their entire course and download an
Excel File

£ Rocord Attendance || &) Class Scheduls | £3 Attendance Report | W5 Flag g Referal | [ To-Do = Mow | Fiter Students By
Select All | Deselect All SCI-BIOL207-600-201501 - General Biclogy 1l |&xi'lq 2015
=] Alcright, Handy, (75 622-4487, Hancy Alarnightidstartisheollage.adu - Lanrea Saction
@ Abssnces: £:00 am Tecay |8 O 0 Opening $CI-310L201-600-20150 L-attendance-repurt.als B 2c1501 n
C A Sarcer, Jafi, [757) 622-44B7, Jef.Barger@starfichcolege.edu ‘ You have chesen to opan: us
i oo -0 v oy ™| 5CI-BIOL201-600-201501-atendance-reportxls

which is: Document

frum: hitps:/ /stage.starfishsolutions.com ‘T
Whar should Firefox do wirh this Ale? Dates
Cjt}pen with | Micrescft Excal (default) o] & Time
@Saw File o ene
| | Do this autometical by for fles lika this from now on. to | End Time Al

| rancel | [ oK

Total items selected: 0 Diaplaying 2 Studerts Slide 13



