AUTOMATED ATTENDANCE SYSTEM

To get started with the Automated Attendance System, go to myOleMiss -> Faculty tab -> Course Administration ->
Class Rolls and Grades. Once you’ve chosen the appropriate semester, choose Attendance from the drop-down menu
of your course. There are three possible areas that will be shown.

1. Configure Attendance Scanner
a. Enable/Configure Course
b. Scanner Behavior
c. Scanner Trouble
d. Email Notifications
2. View Scanner Logs
3. Maintain/Download Attendance

If you have questions about this process, call FTDC at 915-7918 or e-mail ftdc@olemiss.edu.

CONFIGURE ATTENDANCE SCANNER

ENABLE/CONFIGURE COURSE

If you have a scanners available in your classroom, you can enable them for your class by selecting Enable/Configure
button in the Configure Attendance Scanner section of the Attendance interface. Your course must be enabled a minimum
of one hour prior to class.

BISHOP ROOM 107

AUTOMATED ATTENDANCE SCANNER

The classroom where this section is scheduled is equipped with 2 automated attendance scanners. To enable and configure this section for automated
attendance tracking, please use the button below:

* This section iz cumently NOT enabled for sutomated stftendance.
Enable / Configure ’

VIEW SCANNER LOGS

Use the following button to review scanner logs for this classroom. This log is not limited to your students. It will include students from classes immediately



mailto:ftdc@olemiss.edu

1. Select Enable/Configure button in the Configure Attendance Scanner section.

2. Select Enable, then set the time Attendance
Start and End times for the General Chemistry I
time-period you will allow for Section 6
student to scan their ID cards.
a. Scan start cannot Spring Semester
. . 2013-2014
exceed 15 minutes prior

to the scheduled start of

Lamar Room 127

cIass. ATTENDANCE SCANNERS: DISABLED
b. Scan stop cannot exceed i )
12:00 PM 12:50 PM

the scheduled end of class.

3. Select Save Scanner Settings.

ATTENDANCE SCANNERS: DISABLED

12:00 PM 12:50 PM

Disable

Scanning Window

11:45AM ~ 1235PM ~

NOTE: If you have multiple rooms for your <'m2MC|Aunnomuw I envm

course and they both have scanners 2 =

available, you will see multiple tabs

The classroom where this section is scheduled is equipped with 2 automated attendance scanners. To enable and configure
this section for automated attendance tracking, please use the button below.

indicating each room at the top of the 1150 AM R

CO nf|gu re Auto m ated Atte n d ance. Yo u W| I I * This section is currently enabled for automated attendance.

Enable / Configure Scanner

need to enable times for each rooms for the

student scans to be recorded.

SCANNER BEHAVIORS

e At the beginning of each class day, the system will mark all of your students as absent. As they scan their cards,
this absence will be changed to present.

e Currently, it may take up to 15 minutes from the moment they scan until their attendance is visible in the system.
As we continue to enhance and expand the systems, this time will likely become faster

e Tips for students: For the best results scanning, it is recommended that the ID card be passed about 6 inches below
the scanner with the barcode facing upwards. Place the red crosshair on the barcode in the lower right of the ID.



SCANNER TROUBLE

e If the scanner becomes unresponsive, the grey buttons on the front of the scanner will refresh the device.

e If trouble persists, contact the Rapid Response team at the Helpdesk, 662.915.5222. For after-hours support,

please contact 662.915.2850.

e There is a known issue that a low percentage of the student ID cards will not scan properly. This is caused by the

barcode not being printed fully on the card. If a student continues to have problems scanning their card have them

visit the ID center for a new one.

EMAIL NOTIFICATIONS

® Faculty are notified through email if their class has over 80% of their students marked as absent.

® During the first two weeks of class, any students marked absent are sent email notification including the

appropriate scan time for their class.

VIEW SCANNER LOGS

These logs are not something that you might use
every day, but they are helpful if there should be a
guestion about concerning a student’s scan. They
could be used to verify when a student scanned, or
if you suspect that a student might be scanning
more than one card, etc.

You can search the scanner logs by date. You may
also filter results by one of four types of possible
scans. These logs are color coded to reflect each

type:

e Green: Valid (Counted as present)

e Red: Invalid (Scan was outside class
window)

e Gray: Not Found (Duplicate scan or not
enrolled in your course)

o Yellow: Processing

Attendance Log

General Chemistry Il - Section 1
T, JAMES M
Tumer Aoom 205 (Auditorium)
MTWTnF

07:45 AM - 09:35 AM

Search Scanner Logs

7/24/2013

Search Scanner Logs

Filter Results
vald o (22)
@ (0)

vaid @ (1)

o (0)

Gracle F-mme
103zmme
07/24/2013
Chem 106
Tumer Hoom 205 (Auditorium)

22279300&EwT
07:46 AM
Section 1

Kat &l
10400
07/24/2013
Chem 106
Tumer Hoom 205 (Auditorium)

22279300 mm—

07:47 AM
Section 1

mollie kate Mg
10240008
07/24/2013
Chem 106
Tumer Hoom 205 (Auditorium)

2227930 1mnm
07:48 AM
Section 1

A
A




MAINTAIN/DOWN LOAD ATTENDANCE

Maintain Attendance area allows you to view and change attendance records for an individual day/student. This is the

area that you will need to use to cancel class, see a student overview or change attendance records.

1. Select the View/Edit Attendance button. (

MAINTAIN / DOWNLOAD ATTENDANCE

2. Using the calendars at the top, select the

Use the following button to view, manage and download a CSV file of the attendance records for this section.

date that you wish to view.

View / Edit Attendance

Download Attendance

3. If you wish to edit, you will need to

uncheck Class Occurrence Attendance
Completed box. After this box is unmarked, you can
update attendance records or cancel class.

a. Remember the students will all be marked
absent prior to class time.

b. After they scan, the Absence Reason column
will be changed to a blank — indicating that they
were present.

c. After any changes, select Save. When you have
competed all changes, recheck the Class
Occurrence Attendance Completed checkbox,
and then Save.

Updating Attendance Records: You can also change their

lAttendance Tracking
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Class with Attendance Complete Future Class Occurence

[ Class with Incomplete Attendance

Class Details
Class Date 20.09.2012 Class Time 14:30:00
[7] Cigss Occurrence Attendance Completed
5 | Student No | Student Name CM: Absence Reason = Tardy Reason = Total Exc. = Total Unex|
MRS | FRsssy, Christopher A (1 6
PSS sy, Randall v - 7
TMDASNSY Wiz, Taylor v v 7

status manually if you have reason to do so. There are five
options under the Absence Reason column.

e To mark a student as present, select the “blank”.

Canceling Class: This action can be done, before or after the class has occurred, but remember if you do not, then they

will be counted as absent in the university system and FABI.

e To cancel class, select the Class Cancelled checkbox to the far right.

Class Details

Class Date 17.09.2014 Class Time 08:00:00 To 08:50:00 Teacher

["] Class Occurrence Attendance Completed
€ale € nange € Dis € Allenagance € e

5 | Student Name CM: Absence Reason Tardy Reason Total Exc. | Total Unex. | Total Tardies | Note Status | Event Date
Weaver, Ashlee - - 7/ 09/17/2014
Long, Kathryn = - /4 09/17/2014

- 7/ 09/17/2014

Froning,

Instructor Approved

Manual Absence

No Scan

Class Duration

08:00:00 - 08:50:00
08:00:00 - 08:50:00
08:00:00 - 08:50:00




Download Attendance allows you to download

attendance records of all students into a csv file.

1. Select the Download Attendance button.

MAINTAIN / DOWNLOAD ATTENDANCE

Use the following button to view, manage and download a CSV file of the attendance records for this section

Download Attendance

2. Choose to Open or Save, then select Ok.

O

Opening event_attendance.csv ld&]
You have chosen to open:
(- event_attendance.csv
which is: Microsoft Excel Comma Separated Values File (4 guidiia
from: https://qas.olemiss.edu c1 N j; Firstname
What should Firefox do with this file?
A B C D E F G H
© Open with | Microsoft Excel (default) 1 |Student PL4 Firstname- 20140122 20140124 20140127 20140129 20140131 201§
Save File 2 1E+07 Q Kyle
3 1E+07 HiRegan
Do this automatically for files like this from now on 4 1E+07 BeWilliam NS NS
> 1E+07 M Abby
6 1E+07 AiCody
[ 7 1E+07 HiAnna
8 1E+07 BelLauren
9 1E+07 G1 William
10 1E+07 JeReid PRE NS NS NS NS NS

OTHER MAINTENANCE FUNCTIONS

The attendance system allows individual student attendance overview and notes.
Highlight a student then select the Create Note button above the student list.

o View a per student overview by selecting the Attendance Overview button above the student list.

1 45 20

Class with Attendance Complete
I Class with Incomplete Attendance

Class Details
Class Date

19.09.2014 Class Time

[7] Class Occurrence Attendance Completed

Hide Table column
Invisible Elements

Rigplay Quick Help More...

More Field Help

Future Class Occurrence

08:00:00 To 08:50:00 Teacher

[7] Class cancelled

Total Exc. Total Tardies | Note Status | Event Date
7/ 09/19/2014
& 09/19/2014

4

Total Unex. Class Duration
08:00:00 - 08:50:00
08:00:00 - 08:50:00

09/19/2014 = 08:00:00 - 08:50:00

To display more than 5 rows of students, right-click anywhere in the list of student names, then select User

Settings -> More... You will be provided with a screen of options where you can change "Number of Visible

Rows" from 5 to a number of your preference. S

elect Ok at the bottom of this page to save your change.

The attendance information is also included in the Class Roll - Excel File Download.

Class Roll - Excel File Download
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