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How to take attendance using PandA's forum function
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PandA does not have a function to confirm attendance. However, you can check that the

student has access to PandA at the specified time, to name a few, performing quizzes in

"Tests & Quizzes" and "Assignments" at the beginning or end of classes, using the "Forums"

tool to let students reply. Now, | introduce an example of taking attendance using the forum

tool.
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You can see that students were accessing PandA Course Site during class, by asking them

to write and reply at “Forums” at the beginning of the class.

By linking with the “Gradebook” tool, you can manage them all at once.
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1. Add "Forums" tool to PandA Course Site
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You can add it by checking "Forums" from "Edit Tools", and selecting "Continue" -> "Finish".
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2. Create an attendance confirmation thread in the "Forums" tool
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Create a forum for attendance from "New Forum". In the example, "H /& Attendance" is
created.
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After the forum is created, create a topic "4/15 attendance confirmation" from "New Topic".
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After the topic is created, click "Start a New Conversation".
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Please write the announcement in “Announcements”.

Students can make comments by selecting "4/15 attendance confirmation" from the
"Forums" tool and “Start a New Conversation”.
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From the “Gradebook” tool, select “Add Gradebook Item(s)”. Enter the "Title" and
"Gradebook Item Point Value" and click "Add ltem(s)" to add the item to the gradebook. If



you want to let students know the scoring results of attendance, please check "Release this
item to Students".
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Here, for example, | created a gradebook item called "4/15 Attendance".
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Next, display "4/15 attendance confirmation” from the "Forums" tool, and click "Grade".
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You can grade by selecting "Details" to the right of the student name. As below, students
who do not comment cannot be graded. Select "Next Participant”, move to the next
participant.
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For students who confirmed attendance, comments are displayed as shown below. Click
"Grade" in “Messages Authored”.
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The following scoring screen will appear. Please select "4/15 attendance" created as a
gradebook item and give a grade.
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Select "Submit Grade", add grades to students.
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To save the confirmed attendance as a CSV file, select "All Grades" from the "Gradebook™
tool and select "Export as CSV".
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