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Attendance tracking in Amathuba

Last updated: 13 July 2026

This guide proposes the use of the Wooclap tool for lecturers and courses interested in tracking student
attendance during in-person lectures or other contact sessions, as it provides opportunities for
pedagogical engagement as well as simple attendance tracking.
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Overview

Tracking student attendance at lectures can be logistically difficult, especially for large classes, and
detract from the limited contact time available during lectures. Instead of viewing attendance tracking
merely as an administrative task, this guide presents a way of using participation activities as part of a
broader strategy to promote engagement while also incorporating pedagogical elements such as asking
formative questions, holding quick polls, or developing word clouds.

This guide builds on the Wooclap resource compiled by the Centre for Innovation in Learning and
Teaching (CILT) to support teaching staff in using Wooclap within UCT courses. This guide focuses on
using Wooclap to track attendance in live lectures and gather feedback on student experience and
engagement. It provides step-by-step instructions for configuring Wooclap for non-anonymous
responses via UCT login, suggests integrating attendance activities with formative questions, and
discusses how attendance and engagement data can inform course reflections and improvements.

Please make sure you have read through the CILT Guide — Wooclap for the technical guidance on

creating your Wooclap account and setting-up Wooclap events.

Tool options for attendance tracking

This section outlines the recommended approach for tracking student attendance using Wooclap. While
a range of attendance tracking options is available such as Grades and physical bar codes (see
Appendix_1: Additional attendance tracking options, Wooclap is recommended because it enables

lecturers to combine attendance tracking with active learning and pedagogical engagement.

Why use Wooclap?
Wooclap is the recommended approach because it:
e supports live participation during lectures
¢ integrates attendance tracking with active learning activities
e enables short formative and student experience feedback prompts
e provides exportable participation data
e can be used flexibly at the start or end of lectures

e can send results (correct answers from students) or participation (attempts, whether correct or
incorrect) to a course’s Grades tool for record-keeping and grading.

The ability to combine attendance, engagement, formative feedback, grading and student experience
data within a single workflow makes Wooclap the most pedagogically useful option considered in this
guide.
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https://cilt.uct.ac.za/sites/default/files/media/documents/cilt_uct_ac_za/2486/CILT%20Guide_%20Wooclap.pdf#page=1.48
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Wooclap setup overview

Wooclap can be used to track attendance by having students complete a quick activity or scan a QR
code or use an event code during a live session to complete a poll or quiz question(s). For attendance
tracking purposes, you have two main options:

1. Set up as a graded activity through Amathuba directly, where student participation is recorded
as Grades data, or

2. On the Wooclap tool itself, use the Attendance sheet feature and enable Authentication for
Single Sign-On (SSO) logins to ensure participation is non-anonymous and linked to
identifiable users.

Please note that you cannot configure authentication settings retroactively, so they must be
configured before launching the activity.

Option 1: Setup for graded activities (Amathuba integration)

The following steps are intended for users who wish to explore using Wooclap in a way that maximises
its integration with Amathuba. This is the recommended way to use Wooclap as it provides you and
your course with options to not only track attendance but also assess it, for example for participation
marks, and to use Amathuba’s analytics and reporting tools seamlessly with the data retrieved from
Wooclap.

These steps assume you have set up your Wooclap account. Please follow the steps in the CILT Guide
on Wooclap if you haven’t used Wooclap before.

1. In your Amathuba course site, find the appropriate Module in your course, and select ‘Add
Existing’. Select ‘External Tool Activity’, scroll to the bottom, and select ‘Create new LTI link’.

Choose a title for your activity, then input https://app.wooclap.com into the URL link. See the

screenshot below for an example:


https://uctcloud.sharepoint.com/:w:/r/sites/BrightspaceUCT/Shared%20Documents/Supporting%20Documentation/Published%20version%20(PDF%20is%20on%20website)/CILT%20Guide_%20Wooclap__17June2025.docx?d=wd147c5a6fc9b4118a501948a05f86a39&csf=1&web=1&e=k43s0z
https://uctcloud.sharepoint.com/:w:/r/sites/BrightspaceUCT/Shared%20Documents/Supporting%20Documentation/Published%20version%20(PDF%20is%20on%20website)/CILT%20Guide_%20Wooclap__17June2025.docx?d=wd147c5a6fc9b4118a501948a05f86a39&csf=1&web=1&e=k43s0z
https://app.wooclap.com/

A4 amathuba

Insert an External Learning Tool X

Create

Title *

[ New Wooclap activity ]

LTI URL*

‘ https:/app.wooclap.com ‘

Tool *

‘ Wooclap v ‘

2. This will create a new Wooclap activity in your course. Open the link to access the Wooclap

activity and add questions or other Wooclap exercises. Please ensure that you check the
Settings, and under ‘Authentication’ enable the Authentication and Attendance sheet
toggle. If you have followed all the steps correctly, you should see the following under
‘Authentication’:

AUTHENTICATION v
BB Authentication

& Email & Social

@ SSO/Institution

28 Participant nickname

it Display participants usernames

ol*I*lel*[*]o

BB Attendance sheet

3. After the event is launched and responses are received, you can choose to synchronise either
participation or results.

e Synchronising participation awards full marks to all students who took part, regardless of

whether their answers were correct.
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e Synchronising results awards marks based on the correctness of students’ answers.

Wooclap by default sets marks to be out of 100. For example, in a Wooclap exercise where students

were required to answer a single MCQ with one correct answer, students will receive 100/100 if they

answered correctly and 0/100 if they answered incorrectly. If participation was set to synchronise, then

any student who answered either correctly or incorrectly would receive 100/100.

Remember as with all Grade items, you can choose to hide the items, put them in a category, reweight

them, and perform other analytics based on that Grade data.

Option 2: Setup for non-graded activities (Wooclap only)

These steps are intended for uses of Wooclap that are not intended to interact with Amathuba’s Grades

tool.

1.

2.

Visit the Wooclap Homepage and log in with your UCT details.
Select Create event.
Use the Live Session option for the event.

Select Create a question to create your question in the Live session tab.

Once you have created the event's content, select Settings in the top right corner of the

screen.

Find the Authentication category on the right side of the window and configure the following
settings:

e Select the following toggles to enable:
1. Authentication
2. SSO/Institution
3. Attendance sheet
o Deselect the toggle to disable Email & Social.

Select the Start event button to run the session. Students can access the event via QR code,
event code, or link during the session.

Allow time for students to join the event through their UCT account login. Account for 2-factor
authentication and connectivity issues when determining a suitable duration for student
participation.

If you need to restrict the sharing of event codes, links and QR codes, use the Padlock button
to close the vote after a short period.

10. After the quiz, go to your event's Settings and select Reports under Results to view and export


https://app.wooclap.com/home
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the Attendance sheet as a PDF or Excel file for easy sharing.
If you will be using Wooclap for attendance tracking, make it explicit to students that:
e Participation must happen within the live session window
e Responses are linked to their logged-in identity (not anonymous)
e The purpose of the activity is to inform targeted improvements to their course experience.

Please note that this approach will track student data and completion, but the student identities will not
be shown on-screen unless you choose to make them visible.

Running a Wooclap session in a lecture

The following instructions are adapted from Wooclap’s official support documentation.

A Wooclap event (any gathering where you want to engage with your audience, e.g. a quiz) consists of
two tabs: the Live session and the Self-paced session. For attendance tracking in a lecture, the
recommended event type is a Live session. In this mode, participants can see and respond to
questions in real time as long as they are displayed on the presenter's screen. In other words, everyone

answers the same question at the same time.


https://docs.wooclap.com/en/collections/2357515-getting-started
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Step 1: Create an event

First, select Create Event and name your new event in the top left corner of the interface. Note that the

questions will be created by default in the Live Session tab. If you wish, you can customise the event
code. For this, select Share event in the top-right corner of your event dashboard, then select the

pencil and confirm. This code will let your participants connect to the event. Note that this code can only

contain letters and numbers.

w

»

(=

Start with a public template - Show all

+ E&?

From scratch Fun ions for a E capitals yourself as forlarge  The brainwriting
teambuilding quiz with Wooclap a teacher groups technique

My events (12)

© Create event © Import event 4]

(Q Sc—grcl‘.. ) Sort by Most recent v

=]

' » BB (Archives) Q Edit

Step 2: Create your first question in the Live session tab

In the Live Session tab, select Create a question and select the type of question you wish to

ask the audience.

Fill in the required fields: the question or instruction, the different answers, and tick the correct

answer(s).

Select Save.


https://downloads.intercomcdn.com/i/o/uw5zb74r/1654858394/5f0132e1207da834292490812cf8/2025-08-05_16-22-50+%281%29.gif?expires=1777472100&signature=6a4cce91569644bb17ccbbd1ad7d47cefe0598ad0646c84afdb652bdffd07c98&req=dSYiEsF7lYJWXfMW1HO4zd0JJN99Xb3sAXqEajMufeZPFViy9IuMqb%2B%2FMbpe%0AyVzct%2BI1cPf%2BDfryico%3D%0A
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W History 101 &

»

LIVE SESSION SELF-PACED SESSION

=E Join this Wooclap event

gallery

Need inspiration?

You can also import a gquestion from the example gallery.

&

#* Share event £ Settings

TJ Add presentation

Display E

Open the gallery

Repeat this step if needed by selecting New question and then selecting the question type that suits

you. You can scroll down the page to discover every type of question Wooclap offers.

Step 3: Configure settings

Once you have created the event's content, you can
adjust your event settings. Event settings are found
under 4 Settings (1) in the top right corner of the

screen.

These settings are grouped in categories (2). Within
the Authentication (3) category, you will find settings
to identify your participants during the event and in the

reports. You will also be able to set up an attendance
sheet for your event.

By enabling authentication, participants will be
required to log in using email, social media, or your
organisation's SSO, depending on the login methods
you select. Start by going to your event's Settings

and select Authentication (1). You will then be able to select
the login method. If you want to ensure student identities are
authenticated, and SSO login is used, select Authentication

8

P Start event

@ Share event ‘ 1 Settings

INTERACTIVITY yo
AUTHENTICATION ,
MESSAGE WALL >

>~ @
THEME

PARTICIPANT DEVICES

RESULTS

|= Reports 4

£ Reset event answers

2% Participant nickname

fii Display participants usernames

I Attendance sheet



https://docs.wooclap.com/en/articles/674920-can-i-identify-the-participants
https://docs.wooclap.com/en/articles/8799123-how-to-take-attendance-with-wooclap
https://docs.wooclap.com/en/articles/8799123-how-to-take-attendance-with-wooclap
https://downloads.intercomcdn.com/i/o/uw5zb74r/1654863932/e259b121671c0d2d961e6694cb17/2025-08-05_16-25-05+%281%29.gif?expires=1777472100&signature=7016c542f6d45f17839b5cb72d7be65ebc8c2db7a1475fdbb3a77cbca76ba2ee&req=dSYiEsF4nohcW%2FMW1HO4zQ0HGAesEY7g%2FZcMKLBMrTXXY0W9VhN9OFI6rKYr%0AZz5l4XTRdQd6y8ObsD0%3D%0A
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(2) and SSO/Institution (3), and deselect the Email & Social option. In addition, activate the
Attendance sheet (4) under the Authentication (1) settings.

When the attendance sheet is activated for Wooclap events, participants will be directed to it
immediately. Participants will be asked to confirm their identity via the attendance sheet before
accessing the event content. This sheet captures crucial data, such as participant names and
timestamps indicating when they accessed the event.

Attendance sheet

Please confinm your identity

In this case, participants will be asked to log in to their Wooclap account. They should select Single
Sign-On (SSO) and enter their UCT login details.

Welcome back!

5 Continue with Google

Next window o . -
£ Single Sign-On [S50) — ¢
Single Sign-On
See other options
(SS0)
= 3l * B Email
TS
thave 7 Sionuin Log in without 550

Step 4: Invite the audience and launch the question

Select Start event in the upper right corner of your event. You can also start the event by finding the
event code on the slide titled Join this Wooclap Event and selecting Display to prompt student logins.

Your participants can join your event in different ways. They can:
e Scan the QR code (1) visible on the instructions slide

e Enter the event code (2) visible on the start slide.



A4 amathuba

AA\ Go to wooclap.com Event code

.\=’. Enter the event code in the top banner APYGX PB

Waiting for participants...

@ Copy participation link

e As a presenter, you can also copy the participation link and share it with your participants

w History 101 # e Share event ¢ Settings P Start event

»
LIVE SESSION SELF-PACED SESSION CJ Add presentation

Wi & Import questions @ Examples gallery L3

a8 Join this Wooclap event Display

E 1. Who was called the Sun King? Edit Display

8

In the bottom right corner, the counter will show the number of connected participants. Once everyone
is connected, use the right arrow key to display the first question and let the audience answer it in real
time on their smartphones, tablets, or computers.
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https://downloads.intercomcdn.com/i/o/uw5zb74r/1654869511/1f8393fbd78e9a610af222c8c219/2025-08-05_16-27-39+%281%29.gif?expires=1777472100&signature=3c48272498fceeab7179b813ad2b86a0e47f66c6cb0f060b50610b9624fe143f&req=dSYiEsF4lIReWPMW1HO4zT7APQVS7zjoSjAClLY8N61RlE8JOIc1gJ0l9XTz%0AI6SkrFuqC0n%2FV3LHk68%3D%0A
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How to participate?

.
@ u Connact 1o wiww wostlag.com WOOTUTD s

SM5

wonilap

Participants can reply to a question as long as it is displayed on the projected screen. Once you decide
to move on to the next question or slide, participants will no longer be able to answer the previous
question. Please note that all participants view and answer the same questions at the same time.

11
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https://downloads.intercomcdn.com/i/o/478611357/9de9614faadccc2b8d330cd7/ezgif-2-33c5bb2853.gif?expires=1777472100&signature=eb75bae180dea8344f7102f4627bec9bc28a01294e1bc871d68eeb7b05728c9e&req=cCcvEMh%2FnoRYFb4f3HP0gO%2B68b39tDYoaSmCzYHVGlRb2GAaKue2nBMc8Lts%0Am9xsiYs5omKSjNN2bA%3D%3D%0A
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Step 5: Close the vote

When using Wooclap for tracking attendance, it's helpful to establish a specific participation window

during the live lecture. This can be achieved by opening a Wooclap activity for a limited time at either

the beginning or the end of the session.

To implement this time-bound participation approach, you can use the Padlock function. When a

question is displayed, the presentation toolbar appears at the bottom of the screen. The Padlock button

is located in the toolbar next to Messages. The Padlock allows you to close and reopen the vote. Once

the vote is closed, participants can no longer submit answers.

0+ Exit Go to wooclap.com and use the code WOOTEST =

What is the capital of Burkina Faso?

]

©0O

0%

0%

0%

0%

0%

o0&

0

0a

o0&

® ®O

wooclap 4+  Messages @ Q 100% @ =

0/0 &

Once the participation window has ended, select the Padlock button to lock the activity and prevent

further submissions. When you hover your cursor over the icon, the tooltip reads “Close the vote.”

L. (T (&) @ 100% @ =

This approach helps reduce the risk of links, QR codes, or event codes being shared after the session

has ended. By doing so, we can significantly improve the integrity of participation and attendance

records.

Students should be made explicitly aware that participation must occur within the live session window

and that their responses are tied to their logged-in identity, meaning they are not anonymous.

Step 6: View the Attendance sheet
12
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During the event, you can track participants' names and their access timestamps using the Attendance
sheet feature. When this feature is activated (see step 3), participants will be asked to confirm their
identity on the attendance sheet before accessing the event content. To view the results of your event
in detail, navigate to the event dashboard by selecting Check results (1), or select Reports (2) within
settings, under the Results category.

@ Share event £ Settings m

LIVE SESSION SELF-PACED SESSION

INTERACTIVITY »
AUTHENTICATION »
Your event has results. MESSAGE WALL »
Check the results or reset the event to present it to a new audience.
THEME »

“) Reset event lnl Check results a
PARTICIPANT DEVICES

»
RESULTS e
_)

|= Reports

| — Reset event answers

Once the Attendance sheet feature is activated, a new tab (1) appears in the Report section of your
event dashboard.

You can export the data of the attendance sheet either to PDF (2) or Excel (3) for easy sharing and
documentation.

My new event

Number of participants: 1

Questions Participants [1] Grid | Attendance sheet 9 e
Format and export as PDF Export sheet to Excel
First name & Last name & Email address & Attendance date §
Kristin van Tonder vinkri0O1@myuct.ac.za 13/05/2026 07:53

lterns per page: 50 1-10of1

Participating in a Wooclap event is anonymous by default, so the results will stay anonymous if you do
not activate Authentication alongside the Attendance sheet. Importantly, you must activate
it before inviting students to connect to the event.
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Powered by Brightspace

) .
Hisaapun i

Accessing and exporting results from the Live Session

Select your event, be sure to be on the Live Session tab, then go to 4+ Settings, open

the Results tab and select the Reports button to access your real-time event results.

@ Shareevent XX Settings m

CJ Add presentation

w

»

it

How to ace Wooclap 101 #

LIVE SESSION SELF-PACED SESSION

© New question & Importq

¢

“®
n

ples gallery

Join this Wooclap event

-

]

w

s~

L]

o

N

o

©

10.

11

What is the hotbed of Pop art in the United States?

What is your favorite form of art?

Match these artworks to their authors:

. Which artist created this artwork “Ten Lizes" in 19637

What can you say about these different artistic movements?

. Rank these different architectural styles from the oldest (top) to the newest (bottom):

On a scale of 1 to 5, rate the importance of the following elements in a film analysis

What is the longest river in Europe?

Which European country is known for having the most lakes?

Which city is the capital of Hungary?

What mountain range forms the natural border between France and Spain?

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Here are the available formats you will find in the Reports tab:

»

[}
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< Back

How to ace Wooclap 101

Number of participants: 32

Full pr ion Q i Particiy 32] Grid
@ 1
=: 1. What is the hotbed of Pop art in the United States? 19 correct answer

out of 32 respondent

Display

Display

Display

Display

Display

Display

Display

Display

Display

Display

Display

Display

With Full presentation (1), you can go through the overall results of a session as well as take a

look at the slides you have uploaded on Wooclap, just like you would if the answers were

displayed live on screen during your presentation. Please note that the tab Full

presentation only appears if you have uploaded a presentation onto Wooclap.

e  eee  ses  see  see  see ses  see  see


https://downloads.intercomcdn.com/i/o/uw5zb74r/1654349550/a4fc973196ecd3475cf2c0147c25/2025-08-05_10-55-03+%281%29.gif?expires=1777884300&signature=f8df28117446bfbd7ffebd04546f528bc34c4fd63e230cb1236068bc0ec95321&req=dSYiEsp6lIRaWfMW1HO4zR0CqyjVwUlZqO5b04yFwAQZsKnm%2Fzvm3VF%2FEX2s%0AH7G9hVV0C3Hpo36srvg%3D%0A
https://downloads.intercomcdn.com/i/o/uw5zb74r/1612831749/2ef6851a781d0f25a1cfbb98bd57/2025-07-10_11-48-01.png?expires=1777884300&signature=96341f26bfa65acdad41c8eae2a35eda30c08dba672af282d5e7db025e7ccfb5&req=dSYmFMF9nIZbUPMW1HO4zQxigXw9l05vHj%2FcWqNOzylzlNEFX8mD02Pc7bsH%0AjHosj2fwJ8FU0qbOQ3g%3D%0A
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¢ With Questions (2), you can look through all the results of your event based on the Wooclap
questions you have created.

e With Participants (3), you can quickly filter the answers per participant:
o Selecting Grid will allow you to review the data per question and per participant.
o You can export the report to PDF using the Save as PDF button.

o Export to Excel allows you to export all results into an Excel document for further
analysis. This file contains a tab with the audience's messages as well.

Note that if you do not enable authentication, participants will appear as anonymous in your Reports.
The Reports section lets you see the results of your event in detail. Once your Wooclap event is over,
you can export the data you have collected through the Live Session tabs of your event

to Excel, PDF or CSV format.

Using Wooclap for student engagement and feedback

While Wooclap can be used as a practical mechanism for participation-based attendance tracking
during live lectures, the same interaction points can also support ongoing insight into the student
learning experience. Instead of using Wooclap only to verify participation during a lecture window, it can
also be used to gather lightweight in-semester feedback on student experience and engagement. This
positions classroom polling as part of a broader continuous improvement strategy.

Example lecture workflow
You may choose to:
e open a Wooclap activity during the first or final five minutes of class;
e allow students to participate through their UCT login;
e keep the participation window open for a limited period (e.g. 3—5 minutes); and
e close the activity using the Padlock function once the participation window has ended.
The same activity can serve two purposes: recording attendance and gathering lightweight feedback on
student experience or engagement.
Example prompts may include:

¢ “How confident do you currently feel about this week’s topic?”

“Was today’s lecture pace manageable?”

“Which concept remains unclear?”

“What would most help your understanding before the next lecture?”

15
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o “What factors most affected your ability to attend this session?”

These prompts should remain brief and low stakes so that they support teaching and engagement
without significantly disrupting lecture time.

What insights can be gained from Wooclap participation data

Participation activities conducted through Wooclap may provide additional contextual information that
supports ongoing reflection and course enhancement. For example, Wooclap activities may help
lecturers to:

e observe broad participation patterns across the semester;

e identify lectures or topics associated with reduced engagement;

e gather lightweight in-semester student feedback;

e identify recurring conceptual difficulties or pacing concerns; and

e monitor participation alongside broader course reflections.
Short Wooclap prompts may also provide earlier indications of:

o workload pressure;

e confidence or understanding gaps;

e barriers affecting attendance; or

e shifts in participation over time.

This may support earlier interventions during the teaching period rather than relying solely on end-of-
semester evaluation data.

Data and pedagogical considerations

While Wooclap provides a flexible and pedagogically useful participation workflow, several practical and
interpretive limitations should be considered.

Participation and attendance limitations

o If Authentication is not enabled, responses may remain anonymous, and participation records
cannot reliably be linked to identifiable students. As mentioned earlier this cannot be done
retroactively, so please ensure you have selected the correct Authentication settings before
launching the quiz.

e Students may share links, QR codes, or event access details with others.
e Participation in a Wooclap activity does not necessarily confirm sustained physical presence

16
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throughout the lecture.
e Students may complete the Wooclap check-in question and then leave the session.
¢ Some students may experience device, battery failure, connectivity, or authentication issues.
e Students who join the session after the activity has been closed may not be recorded as present.
e SSO login may introduce slight delays due to authentication processes.
Data interpretation considerations

Attendance and participation data should be interpreted cautiously and contextually. Attendance
patterns alone do not necessarily explain student engagement, satisfaction, or academic performance.
Similarly, short in-semester participation or feedback activities can provide useful directional insight into
student experience and engagement but should not be treated as definitive measures of teaching
quality or student satisfaction in isolation. Any broader analysis involving attendance-related
participation data and course evaluation data should occur at an appropriate level of aggregation and
de-identification, where possible.

Pedagogical considerations

Incorporating a short, meaningful activity during class time can enhance the tracking of attendance-
related participation by aligning it with broader educational objectives, rather than viewing it solely as an
administrative task. Attendance check-ins can be combined with low-stakes formative activities, such as
short quizzes or concept checks, or questions that explore the factors influencing attendance and
participation.

This approach allows participation activities to support active engagement during lectures and provide
immediate insight into student understanding. For examples and ideas related to formative assessment
activities, refer to the resource titled Formative Assessment and Feedback, which is part of CILT's
Enabling Accessible Blended Learning for Equity (ENABLE) framework.

17
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Appendix 1: Additional attendance tracking options
Amathuba Grades

Amathuba’s Grades tool can be adapted to maintain a structured attendance record within a course site
by treating attendance events as grade items. This may support internal attendance tracking, follow-up,
advising, and exportable reporting, but is not a dedicated attendance tool. It is best understood as a
staff-managed attendance register using the existing gradebook structure.

Recommended current use

The most practical use of Grades for attendance is to create a gradebook where each attendance event
is recorded as a numeric grade item. A basic setup could use numeric grade items and a simple coding
structure, such as 1 = present and 0 = absent. Please note that Numerical items offer the greatest
integration with other Amathuba features such as the analytics features within Grades or the use of
other tools such as Release Conditions, and we strongly recommend you use Numeric items instead of
Text-based items for tracking attendance in Grades.
Basic setup steps
1. Go to Grades in the course navbar.
2. If needed, use the Setup Wizard.
3. Create a category such as Lecture attendance or Tutorial attendance.
4. Add numeric grade items, such as:
o Week 1 lecture attendance
o Week 2 lecture attendance
o Tutorial 3 attendance
5. Use Enter Grades to record attendance.
6. Switch to Spreadsheet View if you need to enter attendance quickly.
7. Record attendance consistently, for example:
o 1= present
o 0=absent

8. Export the data later if needed for review, advising, or reporting.

Grade categories can help organise many grade items, such as weekly quizzes, attendance-taking, and
multiple marked tutorial submissions. The Spreadsheet View allows staff to manually enter grades
directly into the user list, though this should be done carefully, as errors are easier to make.
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Exporting attendance records
Attendance records entered into Grades can be exported. To export:
e Go to Grades.
e Open Enter Grades.
e Select Export.
e Choose the relevant users and grade items.
e Exportto CSV or Excel.

Grades can be exported from the Enter Grades section in both CSV and Excel formats.

Student visibility

If attendance grade items are made visible, students may be able to view their own attendance entries
in Grades.

Constraints and drawbacks

The use of Grades as an attendance-tracking tool is administratively intensive and would require
manual entry of student data. This may become cumbersome if used for all lectures during a semester.
This method would also not enable any student engagement, limiting opportunities for pedagogical or
student-experience insights.

Practical recommendation

Use the Grades tool for attendance only when a staff-managed attendance record is sufficient. It is
most suitable for situations where lecturers or tutors have the capacity to enter attendance manually,
such as less frequent activities like weekly tutorials, and when the course team wants an exportable
record within Amathuba.

Barcode scanner

A barcode scanner can be used to record student attendance by scanning student cards and entering
them into an Excel spreadsheet or a similar class list. This is a practical, low-cost option where a staff
member or tutor is available to scan students as they enter a lecture, tutorial, or practical session.

This is not an Amathuba-native attendance workflow. It is a separate, local attendance tracking method
that relies on student card barcodes, a scanner, and a prepared class list.

Recommended current use

This option is best suited to:
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tutorials, labs, or smaller lecture groups

settings where students enter through a controlled point

contexts where a tutor or administrator can manage the scanning process

courses that already use Excel to compare attendance against a class list

Basic setup steps
1. Obtain a USB or wireless barcode scanner that can scan student card barcodes.
2. Prepare an Excel class list with the relevant student information, such as:
o student number
o name and surname
o tutorial group, if applicable
o attendance date or session column
3. Test the scanner before class to confirm that it records the student card barcode correctly.
4. Decide where scanning will take place, for example, at the entrance to the venue.
5. Ask students to scan their student cards when they arrive.
6. Save the scanned attendance file after the session.
7. Compare the scanned entries with the official class list.
8. Mark students as present or absent.

9. Store the file securely according to relevant data handling practices.

Why this may be useful

Barcode scanning may be useful because it:
e creates a timestamped attendance record, depending on the spreadsheet setup
e reduces manual attendance data entry during class
e can be faster than calling a register

e does not rely on students using their own phones or internet connection

Constraints and drawbacks
This approach has several limitations:

e It requires a physical scanner.
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e It requires a staff member or tutor to manage scanning.

e Students may forget their student cards.

¢ Queues may form if many students arrive at once.

e The scanner workflow is separate from Amathuba.

e Data still needs to be cleaned, checked, and compared with the class list.

e |t does not automatically connect to Amathuba Grades, Attendance, Surveys, or course

evaluation data.

e Proper data storage and privacy practices are needed because the spreadsheet contains
identifiable student information.

Practical recommendation

Barcode scanners may be a useful option where the lecturer wants a relatively quick, physical check-in
method and has teaching support available. However, this method should be treated as a local
administrative workflow rather than an integrated Amathuba attendance tool. CILT will not be available
to support using barcode scanners.

If interested, see Takealot's range of barcode scanners for options.

Acadly

Acadly is a third-party tool that can be used to track attendance. As Acadly is not an institutionally-
support tool at UCT, the CILT Helpdesk can only support Acadly users in any LTI (Learning Tool
Integration) with Amathuba, but will not be able to provide pedagogical support or troubleshooting.
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