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BLACKBOARD ATTENDANCE GUIDE FOR INSTRUCTORS 

Blackboard Attendance Tool:  
Guide for Instructors  
 

Overview: 
Blackboard now has a built-in attendance tool to keep track of which students are coming to class.  This tool relies 

on manual instructor input, so should only be used if the instructor is prepared to take this on.  Each time an 

attendance session is launched, an instructor can mark whether a student is present, late, absent, or excused for a 

class meeting. The attendance data is aggregated on an ongoing basis in a single Grade Center column, updated 

every time the instructor adds attendance for a new class meeting. Students are also able to see a record of their 

attendance under “My Grades”, this will allow them to monitor their own progress.   

 

Warning:  The Blackboard Attendance feature is fairly new, therefore it has limited functionality.  We highly 

recommend that instructors who are interested in using this tool look over this entire document before clicking 

on the Attendance tool.  Adding the Attendance tool to your course will create an Attendance column in the 

Grade Center that cannot be deleted. 

 

Accessing Attendance 
To navigate to a course’s Attendance Page: 

• Expand the Control Panel 

• Click on Course Tools 

• Select Attendance 
  

 

 

 

 

 

 

 
When you access the attendance feature for the first 

time, you will see an “Add Attendance” button.  By 

clicking on this button, an attendance column will be 

added to the Grade Center which cannot be deleted. 

 
NOTE: By default, students' accumulative attendance 

scores are based on 100 points. If you want to change 

the default points, it is suggested that you make this 

change prior to the start of marking attendance, please 

see the Modifying Attendance Default Points section 

of this document. 
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• If you choose “Add Attendance” the 

following view will appear.  

• Here you can change the default 

settings (Points) for the grade 

display and for Late in the grade 

schema.  

• You can't change the percentages 

for Present and Absent at this time.  

• Save your settings or close the panel 

(click on  ) if you don't want to 

make changes.  

 

 
 

 

At any time, you can change 

the schema in the Settings 

panel, save, and then refresh 

the page. You'll see your 

newly selected schema 

reflected in the overall 

column on the Attendance 

page in the Overall view. 

 

Attendance Interface 
You can view attendance in the Meeting or Overall views. By default, you'll see the Meeting view for the current 

day when you open attendance. To see student pictures, so that you can easily identify students, student will have 

to upload an image in their Blackboard Profile. 

 

Meeting view 
In the Meeting view, you can mark each student's attendance.   
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You can also use the menu in a status’s heading to mark all students present or absent.  

 

   
 

 

 

 

 

Then, you can change individual students’ statuses as 

needed.  Your work is saved as you go. 

 

 

 

 

Statuses 

There are 4 options to choose from: 

• Present: Set at 100%. 

You can't change the 

percentage at this 

time. 

• Late: Default is set at 
50%. Adjust the 
percentage in the 
Settings panel. 

• Absent: Set at 0%. You 
can't change the percentage at this time. 

• Excused: Counts as Present for scoring purposes. Excused won't negatively impact a student's overall 
attendance grade. The grade pill displays a null or empty value (--). 
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The Meeting view scores are 

always percentages regardless of 

the schema you chose in the 

Settings panel. Since the Meeting 

view shows only one attendance 

session, you'll see a percentage 

because it's the weight of that one 

session. 

 

 

 

Overall view 
In the Overall view, you can view attendance history and class statistics.  

• You can mark each 

student's attendance 

individually or select a 

header to open a menu 

and select a status for all 

students.  

• You can edit individual 

records after you set them 

with the bulk action.  

• From the header menu, 

you can also clear marks, 

and exempt, delete, or edit 

the meeting. The Edit 

Meeting option opens a 

calendar where you can 

change the date of the 

meeting. 

• The Overall column displays each student's current attendance grade and isn't editable.  

 

Marking attendance 
Attendance is not automatically taken for each date.  To mark attendance for a specific date, instructors 

must do the following:  go to Control Panel > Course Tools > Attendance. These steps must be followed 

each time you want to mark student attendance for a class meeting. 

 

The following Video shows how Marking Attendance works. (Note: UTEP is currently on the Blackboard Original 

Course View) 

 
 

Add or delete a meeting 
In the Overall view, you can add a meeting if your class met outside of the established course schedule. You can 

also delete a meeting if you canceled class. 

https://youtu.be/C9FCxq1hfUY
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Add a meeting 

In the Overall view, you can add more than one meeting for attendance on a day. For example, if your 

class met for a field trip after your regularly scheduled class, you can add a meeting and mark who was 

present.  

 

 

• To add a new meeting, roll 
your mouse over the top-
right border of the column 
you wish to add a meeting 
after.   

• Select the plus (+) icon.  

• This will add a new column. 

                                                                                    
                                                                                       

 

Delete a meeting 

You can delete a meeting in either view, but at least one meeting must remain. You can't have an empty 

Attendance page. If you have only one meeting and you delete it, a new Today meeting replaces it. 

Students' overall attendance grades update to not include the deleted meeting.  There are a couple of 

ways to delete a meeting. 

 

In the Meeting view, select the date column header to open the menu and select Delete meeting. 

 
 

 

In the Overall view, select a date column header to open the menu and select Delete meeting. 
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Edit a meeting 
 

• Select the date column 
header to open the menu 
and select Edit meeting.  

• You can choose a new date 
from the pop-up calendar.  

• If you change the date of a 
meeting or select Go to 
Today, all meetings are 
chronologically sorted when 
you close and open the 
Attendance page. 

 

 

 

Exempt a meeting 
 

You can exempt a meeting that no longer requires 

an attendance grade from either view.  

 

Students' overall attendance grades update to not 

include the exempted meeting. You can also clear 

the exemption. 
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When you exempt a meeting, that meeting's column header menu no longer contains 

options to mark all students present or absent. Also, the menu option Exempt meeting 

changes to Clear exemption. 

 

Exempt meeting columns appear gray and all grid cell menus are disabled. A null or 

empty value (--) appears for all students without a mark. 

 

If you marked students with a status, those statuses remain but are read-only and you 

can't change them. 

 

 

Attendance Column in the Grade Center 
You can view attendance in the Grade Center though you can't mark attendance. The Attendance column, by 

default, will be set to 100 points and “Include in Grade Center Calculations” will be set to “Yes”.  

 

Once the Attendance 

Column has been added to 

the Grade Center it can't 

be delete, but you can hide 

it from your view. 

• You can perform most 

of the same actions on 

the attendance column 

as other columns. For 

example, you can add a 

display name and 

change the settings 

 

 

 

Modifying Attendance Default Points 
By default Attendance is set to 100 points.  You may change the points possible, but you must do this 

before beginning to take attendance.  To change the points possible of the Attendance column: 

 

o Go to your Course’s 

Full Grade Center 

o Find the column called 

Attendance 

o Click on the down-

arrow to open the 

menu and select Edit 

Column Information 
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o Look for the Points 

Possible heading and 

change the 100 point 

value to your preferred 

point value. 

Note: It is not 

recommended that this 

value be set to zero (0). 

This makes the 

percentage reporting 

not work. 

 

o Click Submit to save 

your changes 

 

 

Weighted Total Column 
If you use Blackboard’s weighted total column, you will need to add the Attendance column to 

the “Selected Columns” list and set the desired weight percentage if you want attendance to 

count as part of the student’s grade. 

               To add the Attendance column to the 
               Weighted Total Column: 
 

o Click on the dropdown button next to 
the Weighted Total title  

o Choose Edit Column Information 

o Scroll down to the Select Columns area  

o In the “Columns to Select” box, 
highlight Attendance. 

o Click the right arrow button to move 
Attendance to the Selected Columns 
box 

o Apply a percentage to the Attendance 
column.  Remember that the Total 
Weight of all columns must equal 100%. 

o Click Submit to save your changes 

 



 

UTEP TECHNOLOGY SUPPORT                                                                                                                                  10 
 

BLACKBOARD ATTENDANCE GUIDE FOR INSTRUCTORS 

 

Hiding the Attendance Column 
Instructors who wish to use the attendance tool but not show the attendance column to their 

students have the option of hiding this column from them.   

To do this: 

o Selecting the Hide 

from Students 

options from the 

drop down menu on 

the Attendance 

column.  

 

 

 

Excluding Attendance from Grade Center Calculations 
Instructors who would like to use the Attendance tool but not included it as part of a student’s 

grade should do the following: 

o Go to the Attendance 
column in your 
course’s Full Grade 
Center 

o Click on the down-
arrow to open the 
menu and select Edit 
Column Information 

o On the Edit Column page, scroll down until 
you see the OPTIONS heading.  Make sure 
that “Include this column in Grade Center 
calculations” is set to NO. 

o Click the Submit button to save your 
changes. 

 

 

 

NOTE: For those instructors who have accidentally added the Attendance column and wish not to use 
it at all, it is recommended that they remove it from the grade center calculations, hide it from their 
students, and hide it from themselves. 
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Exporting Attendance Data 
In the Overall view, select the Export icon to download an EXCEL spreadsheet (CSV file) with your 

students' attendance records. 

 

Attendance and Course Copy 
Don't copy content into an existing course if you already have an attendance column in your existing course. You'll 

add another attendance column to your Grade Center. 

View of Attendance for Students 
When an instructor allows students to see the Attendance grade column, students can view their attendance score 

by accessing the “MY GRADES” link.  Their attendance grade appears on the All and Graded tabs.  By clicking on 

“Attendance”, students view a summary and easily see how many class meetings they have missed. 
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If you set up a weighted total column and made it available to your students then your students will be able to see 
how items and categories are weighted by selecting “Grading Criteria” in the “My Grades” link. 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


	Overview:
	Accessing Attendance
	Attendance Interface
	Meeting view
	Statuses

	Overall view

	Marking attendance
	Add or delete a meeting
	Edit a meeting
	Exempt a meeting

	Attendance Column in the Grade Center
	Modifying Attendance Default Points
	Weighted Total Column
	Hiding the Attendance Column
	Excluding Attendance from Grade Center Calculations

	Exporting Attendance Data
	Attendance and Course Copy
	View of Attendance for Students

