
Recording
Attendance

on
Brightspace

A QUICK INFORMATION GUIDE



Step #1 
From the Nav Bar, go to  
Course Tools >>Attendance



Step #2

Click, New Register



Step #3
 Enter a name

 Enter other optional
properties

Click down the MAR-
Attendance Scheme



Step #4
Type in the Session Name and

Description



Step #5

First, click SAVE

Type in the number
of sessions

Click, Add Sessions



Step #6 To Enter Attendance

Click the name of register.

Click the Calendar Icon beside
the Session name



Step #7 To Enter Attendance
Click Attendance Status for each student

Drop down to set each student’s status.



Click SAVE when finished.

Finally...


