Attendance Configuration Overview
 
	Script 
	Direction 

	campusM Attendance is configured via the campusM App Manager. In this session, we'll guide you through the steps to set up and manage the Attendance feature.
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	First, let's enable the Attendance feature.

In App Manager, go to the 'Attendance' section.

Here you can configure Attendance, export your attendance data to third-party systems, or configure the Transaction Viewer, which is a menu option that lets staff view attendance data. Let’s select Attendance Configuration.

Here you can fully configure the Attendance feature. You can navigate this page by scrolling or by clicking on the section names in the left panel.

Select Enable Attendance to activate the Attendance feature.

Then, enter the Screen Title which appears in the top header.

	Enabling Attendance
Visual: campusM App Manager interface.

	The General settings affect the times and dates for events displayed to users.

For Default Locale, set the default location for your institution, using ISO 639-1 standard language codes.

For Time and Date Formats, specify the formats for time, short date, long date, short DateTime, and long DateTime. For acceptable formats, see the Moment.js documentation.

For Suppress Attendance Excluded Events, choose whether to suppress events marked as excluded from the check-in screens. These are events where the attendanceExclude flag equals true in the Timetable service.


	General Settings
Visual: General settings screen in the App Manager.




	Now, customize the look and feel of the Attendance feature to match your institution's branding.

Select a Primary Theme Color for the main elements on the page, and a Secondary Theme Color for the secondary elements.

	Look and Feel
Visual: Look and Feel settings screen in the App Manager.


	The Student Check-in Settings determine what the Attendance experience looks like for the students.

Under Student Menu Option Associations, you can select one or more menu options to be associated with Attendance (meaning students with the relevant permissions can use them to navigate to Attendance). Checking Display as Live Tile will display live Attendance information on the tile.

In my example, there are two Attendance tiles, but you can remove or Add Menu Options.

Under Student Timetable Webservice Endpoint, select the name of the timetable that contains the students’ class schedules. This will be the calendar service that drives Attendance.

Enable the Timetable Refresh option to refresh the student's class data on entry to the check-in screen.

Configure the student check-in window. This is the timeframe when students can check in to their classes. In my example, the window begins 15 minutes before class start (hence the negative value) and ends 15 minutes after class end (hence the positive number). If you wish, you can define the Check-in Window End in relation to the class start as well (rather than class end).

You can set up notifications to inform students of the upcoming class with a link to Check-in.

In this example, the notification is sent 5 minutes before class, with a title and message populated with information pulled from the timetable, such as className, startTime, and location.

You may add more notifications. And you may allow students to disable notifications.

Next, you can customize the various text labels for the Student Check-in Screen. This includes warning messages when the necessary Bluetooth or geolocation services are disabled, Navigation Bar Labels, Live Tile Configuration, and a customizable Help page.

	Student Check-In Settings
Visual: Student Check-In settings screen in the App Manager.

	The Lecturer Check-in Settings determine what the Attendance experience looks like for the lecturer.

Much of the settings are similar to those of the students.

If you enable Alternative Lecturer Check-In, the lecturer can search another lecturer's timetabled events and check in students when covering classes.

The precise settings, including the service to Retrieve Attendees, are covered in the documentation, under Alternative Lecturer Check-In.

	Lecturer Check-In Settings
Visual: Lecturer Check-In settings screen in the App Manager.

	Next, configure the Absence settings to manage student absences effectively.

Lecturers and students can select different absence reasons, per your customization.

You can add and absence reasons, such as Illness, and you can remove them if needed. If no absence reasons are configured for the student or lecturer, then the option to check in as absent will be removed.

	Absence Settings
Visual: Absence settings screen in the App Manager.

	The next sections pertain to the validation methods used for Attendance. We will cover these in the Validation Configuration session.

	Check-in Types and Validation

	In the Check-in History Settings, you can configure the check-in history for students and lecturers.

You can enable Display Dashboard Widget to show a summary of the student's check-in transactions at the top of their Check-in History, including a graphical breakdown of the attendance outcomes.

You may configure the Attendance page to redirect to a different URL from the History tab, such as an internal campusM URL with the student’s attendance history.

You may limit the number of days to be shown in the lecturer history.

And you may enable lecturers to export attendance data to third party systems.

You can customize the colors and text labels for the various attendance outcomes in the graphic display.

	Check-In History Settings

	Finally, if you choose to enable an Attendance Data Retention Policy, you can configure for how many months the attendance data should be kept on the server.

If you want location information to be deleted before other check-in information, you may also Enable Location Deletion. By default, the location information will be deleted after 2 days, for reasons of student privacy.

When done configuring Attendance, save your changes, and click OK.

	

	This was an overview of the various configurations available for the Attendance experience.

Thanks for joining!
	Farewell



