ST. PATRICK’S SEMINARY & UNIVERSITY

MENLO PARK, CALIFORNIA
ESTABLISHED 1898

Taking Attendance in Populi

The Attendance tab in your course allows you to take daily class attendance.

To take attendance:

3.

many individuals were present that day.

Click on the Attendance link in the left sidebar (Figure 1, Step 1).
Next to each student, select the appropriate attendance status. You can also leave an
attendance note (Figure 2, Step 2).
When you are done, click Save Attendance (Figure 2, Step 3).

Blocks in purple indicate that attendance for that date has not been taken.

You can return to the attendance calendar at any time to edit or delete the records you
previously entered.

Figure 1:

Dashboard

Syllabus
Lessons
Files
Assignments.
Discussions
Tests
Calendar

Roster

.j Show | All
ab

Sunday

12

19

26

stepl Gradebgok

Monday

nt

< September 2021

Tuesday

Take Attendance
1:15 pm-2:05 pm

I\l

13 14

Take Attendance
1:15 pm-2:05 pm

20 21

Take Attendance
1:15 pm-2:05 pm

27 28

Take Attendance
1:15 pm-2:05 pm

Wednesday

15

22

29

>

Thursday

Friday

1:15 pm-2:05 pm
P:6

Iw

Take Attendance
1:15 pm-2:05 pm

16 17

Take Attendance
1:15 pm-2:05 pm

23 24

Take Attendance
1:15 pm-2:05 pm

30

Blocks in blue indicate that attendance has been taken for that class period and how

2021-2022: Fall 2021 <

Saturday

11

18

25

JCF 6/22



Populi has preset all students to present. You will have to make individual changes if a student
is absent, tardy, or excused.

You can select individual students from the drop-down to show only their attendance stats in
the calendar.

Figure 2:

I & Attendance

Edit Attendance

Step 2

All Present! All Absent All Tardy All Excused

Dashboard Present Absent Tardy Excused Attendance note
Syllabus o o o
Lessons Present Absent Tardy Excused Attendance note

O O
Files
Assignments Present Abéent TaCr)dy Excused Attendance note
Discussions

Present Absent Tardy Excused Attendance note

Tests @® (@] O O
Calendar Present Absent Tardy Excused Attendance note
Roster @ o © ©
Gradebook Present Absent Tardy Excused Attendance note

o] O O
Attendance
Reporting Step 3

Delete Attendance Save Attendance ancel

Chat




