FAQ for Tracking Attendance in Brightspace
 
[bookmark: markattendance][bookmark: tardy]If I mark a student as attending, does it automatically go to Banner/ EdNet or do I need to complete any other steps?  
Attendance information imports from Brightspace into Banner each night at 11:30 pm. You will not need to complete any additional steps outside of documenting attendance in Brightspace in order for the attendance data to pull over. 

When I document attendance, is it immediately available to the offices that need the information? 
No. Because the process that pulls the attendance data over into Banner/EdNet runs late each evening, any attendance that was documented will not be viewable until the next day. The attendance data will always be one day behind.

[bookmark: excused]Can I mark a student as tardy or as only attending part of class?  			      No. There is currently no option to mark a student as tardy or partially present.

Can I add notes on a student’s attendance record?
No. This is not an option.

[bookmark: blank]Is there an option to mark an excused absence?
Yes. You may mark a student as: EA – Excused Absence or IA – Institutional Absence. Both of these options do not count negatively towards the student and will count the student as present.
[bookmark: internet]Can I leave the attendance box blank instead of marking a student absent or present? Although there are a couple of situations where you would need to leave the attendance blank, students should be regularly marked using one of the four attendance options so there is always up to date attendance data. 
[bookmark: studentview]What if there is no Internet in a classroom or I do not have a laptop?
Attendance tracking in Brightspace requires internet access. If internet access is unavailable, you may take attendance on paper or with a sign-in sheet and enter it into Brightspace later.
Can students see their attendance?
Students cannot view their attendance records in EdNet, but will be able to see their attendance percentage in Brightspace through the “My Attendance” option in each of their classes. 
If a student completes Week 2 coursework late and submits it during Week 5, which week should I mark the student present?
Mark the student present in Week 5 since that is when the work was completed. 

If a student works ahead and submits work for week 3 and it is only week 1 of the class, which week do I mark the student present?
Mark the student present in week 1 since that is when the work was completed. 

Whenever I update attendance in Brightspace, will the most recent last date of attendance continue to be recorded in EdNet?
Yes. EdNet will continue to pull the date that corresponds to when the student is marked present in Brightspace.

What about holidays or days when the university is closed?
You do not need to report attendance on those days and may leave the attendance field blank for the students.

What if I had to cancel class? 
You do not need to report attendance on those days and may leave the attendance field blank for the students. It will not count negatively toward the students. 

What if my online courses are merged?
Continue reporting attendance as normal. The process will automatically place the correct attendance records for the students into the correct course section in EdNet.

What if I teach a Wednesday/Friday class? I only see a Monday/Wednesday option. Which register should I use?
Use the Monday/Wednesday/Friday register and document attendance for Wednesday and Friday and leave Monday blank.

What if I teach at the prison and the facility is on lockdown for the first two weeks?
Begin taking attendance during the week classes actually start. For example, if instruction begins during Week 3, start attendance reporting in Week 3.  Leave weeks 1 and 2 blank.

What if I teach a second session class. 
[bookmark: _GoBack]Always begin with week 1. If you are teaching an 8-week class that begins in October, you will be marking attendance in week 1 and will stop marking attendance in week 8. The remaining weeks will remain blank. 

What if I made a mistake when marking a student’s attendance? 
You can fix their attendance and the updated data will be pulled over and viewable the next day. 
