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How Do I Use Blackboard’s Attendance Tool? 

WARNING: If you do NOT wish to use Blackboard’s Attendance Tool, DO NOT CLICK on Attendance under Course Tools 

in the Control Panel menu. Clicking Attendance in Course Tools WILL generate a Grade Center column that cannot be 

deleted, and will, by default, contribute 100 points to the total possible points in the course.  If unchanged and students’ 

attendance is recorded even for one day, it may result in giving students full or partial credit (depending on the 

attendance status recorded) for those 100 points. 

The work-around, should you accidentally do this, is to edit the Attendance column to not feed into the Totals column, 

hide it from students, and hide it from the instructor view.  

 

1) Enter your Full Grade Center and locate the Attendance column (if you just created it, it will be the last 

column on the right.)  Click the down-arrow to open the menu for the Attendance column, and select Edit 

Column Information.  

 
2) Scroll all the way to the bottom of the Edit Column page, to the Options heading.   

3) Change the following settings to No: 

 Include in Grade Center Calculations  

 Show this column to students 

4) Click Submit at the bottom right. 

5) When you return to the Grade Center, the Attendance column should have an icon that looks like a red slash 

in the header.    This indicates that students will not see this column when they view their grades. 

6) Again, click the down-arrow to open the menu for the Attendance column, and this time select Hide from 

Instructor View (the final option in the menu).  The Attendance column will disappear from your Grade 

Center view. 

We anticipate an update down the road that will, upon clicking Attendance, introduce an intermediate page with a 

button that will then generate the Attendance column. But until then, please avoid clicking Attendance in Course Tools 

unless you fully intend to use it. Should you have questions about the Attendance tool, please contact DACC’s Online 

Learning & Services Department at ols@dacc.edu 
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About Bb Learn Attendance 
 Attendance is recorded in the Attendance tool. 

 Options include present, late, absent, or excused. 

 A Grade Center column is added when the instructor begins taking attendance. 

 The Attendance column provides the overall attendance score in the grade book.  The attendance data is 

aggregated on an ongoing basis in a single Grade Center column, updated every time the instructor adds the 

attendance for a new class meeting. 

 The Attendance column score can be included in the student's overall grade. 

 Attendance isn’t supported on Internet Explorer 11. 

Accessing the Attendance Tool 

Control Panel > Course Tools > Attendance 
When you access the attendance feature for the first 

time, you decide if you want to add attendance to 

the Grade Center. On the Attendance page, select 

Add Attendance and the Settings panel opens. 

 

 

 

 

 

 
You can change the default settings 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 if you don't want to make 

changes.  
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An attendance column appears in the Grade Center, but you mark attendance from Control Panel > Course Tools > 

Attendance. 

1. Enter your Full Grade Center by clicking on it from your Control Panel. 

 
 

2. Scroll all the way to the right of your Grade Center and find the column labeled Attendance.  Click on the down-

arrow to open the menu for the Attendance column, and select Edit Column Information. 

 
 

3. The Attendance column, by default, will be set to 100 points possible and “Include in Grade Center Calculations” 

will be set to “Yes.”  You may change the points possible, but you must do this before beginning to take 

attendance.  (It is not recommended that this value be 0, however.  If you do not wish to give your students 

points for attendance, don’t change the Points Possible, but do change the Include this column in Grade Center 

calculations radio button to No.)  Regardless of how you choose to use Bb Attendance, it is NOT A GOOD IDEA to 

change the points possible after you start taking attendance. This seems to freeze students’ report status going 

forward. 

 
 

4. Click the Submit button at the bottom right of the screen.  You can now return to the Attendance Tool by 

clicking on it in our Course Tools menu. 
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Marking Student Attendance 
WARNING:  Once you start marking student attendance, you cannot change the point value or grading schema of your 

Attendance Grade Center column. 

When you enter the Attendance Tool, the display will default to today’s class meeting.  Students can be marked as 

Present, Late, Absent, or Excused.  Marking can be done in one of two ways: 

1. Students can be marked individually by clicking on one of the icons. 

 
If you wish to change a student’s mark, you can click on that icon again and it will return the student to an 

unmarked state. 

2. An entire class can be marked all at once by clicking on the header for the mark that you wish to give all student 

and selecting Mark all _____. 

 
You may then unmark any students whose status is different from the rest of the class and assign them a 

different mark, as in step 1. 

3. To clear marks for an entire class, click on the header for Today and select Clear Marks. 

Managing Class Meetings 
When you enter the Attendance Tool, it will default to displaying the marking grad for today’s class meeting.  To add a 

class meeting from a previous date: 

1. Click the Overall button at the top right area of the screen. 
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2. Hover over the line dividing the Overall column and the Today column until you see a small plus sign appear.  

Click the plus sign to insert a new column to the left of the Today column. 

 
 

3. This new column will default to Yesterday but you may change the date by clicking the column header and 

selecting Edit Meeting from the menu.  A calendar will appear where you may select a different date. 

 
 

4. New class meetings may also be added to the right of the Today column using this method as well. 

5. To delete a class meeting, click the column header for that meeting and select Delete Meeting. 

Mobile & Tablet Views 
 You can use your mobile phone's or tablet's browser to log into your Bb course and mark attendance while in 

the class. 

 Compact view of attendance that displays one meeting at a time 

 Attendance is not yet available in Bb's Instructor app 

Using Bb Attendance Tool with Weighted Grading 
If you use Blackboard’s weighted grading column, as with all grade-related columns, you will need to add the 

Attendance column to the “Selected Columns” list in the Weighted Total column and set the desired weight percentage. 

Using Bb Attendance Tool without Including in Grade Center Calculations 
If you wish to use the Attendance tool to keep a record of students’ status for each class session, but you do not wish to 

include attendance in the total grade, you will need to change a couple of settings as noted below: 

1. After activating the Attendance tool, edit the Grade Center column for Attendance. 

2. Select Percentage for Primary Display. 

 This will eliminate confusion for students as they will then see only a percentage when viewing their 

attendance records rather than points, which may confuse them. 

 It’s NOT A GOOD IDEA to set the points for the Attendance column to zero. This makes the percentage 

reporting not work. 
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3. Select “No” for “Include this column in Grade Center calculations” 

4. We recommend leaving the points unchanged. Students will only see reporting of percentages, rather than 

points with these settings. However, points are necessary to determine the percentage. 

What Do Students See? 
If the course instructor allows it, students can view their attendance history in My Grades (accessed via the Course 

Menu). As shown in the screenshot below, students need to click on either the All tab or Graded tab. Attendance will 

appear as a row in the list of graded items. The Attendance row gives the overall score (or Percentage if set as the 

Primary Display in the Grade Center Column properties). The word Attendance is a link that takes the student to their 

attendance history page. 

 

The attendance history page allows a student to see a breakdown of attendance records for each class session. An 

overall score is displayed at the top of the screen (noted by the arrow in the screenshot below) along with total sessions 

Present, Late, Absent, and Excused. 

 
 

 


