
Using the Moodle Attendance Activity 
 
You can use the Moodle Attendance activity to take attendance for your class. It is highly configurable. You will  
define the sessions in your class when you’ll be taking attendance, and you can take attendance for credit, or 
not, and you also can determine the amount of points that you give for attending a session.  
 
Here is what you’ll need to do to get the Attendance activity up and running: 
 

1. Click on the Turn Editing On button. Click on Add a Resource or Activity near the top of your course.  
 

 
 

 
2. Click on the Attendance icon.  

 
 

 

 
 
 
 



3. Name the attendance something – “Attendance” seems to work.  
 
Click on the Grade link. If you are taking attendance for points, leave the drop down for Type at ‘Points’.  
 
If you are taking attendance without giving students a grade for their attendance, change the Type from 
Points to None in the drop-down menu. This will allow you to take attendance, but not have it be 
reflected directly in the student’s grade. You will also not have an Attendance activity appear in your 
gradebook. If you choose Points, an instance of the Attendance activity appears in your gradebook.  
 
If you want the attendance points to go into a grading category automatically – like an Attendance or 
Participation category, then click on the drop-down menu for Grade Category.  
 
The default maximum value is 100 points for attendance. If you want to give less (or more) as a real 
score, change it to whatever you’d like say 50 points or 550 points. Then click Save.  

 

 
 

4. The two most important tabs are Add Session and Status set. We’re going to add each of the sessions 
for the class first by clicking on the Add Session tab.  

 

 



 
5.  Start by adding the first meeting day and time in the first set of drop downs.  

 

 
 
 

6. Once you’ve added the start times, click on the Multiple Sessions link. Just as you would with an 
Outlook meeting, you can set up sessions to repeat going forward. Click Repeat the Session and add 
the days and times of the meetings. Then click the Add button.  

 
The Student Recording section allows you to have students mark their own attendance. This will be 
discussed in a different set of screenshots.  

 

 



 
7. After you click Add, you’ll see each of the sessions arrayed vertically on the screen. If you are taking 

attendance for credit, the next step will show you how to specify the number of points you are giving for 
attendance. Start by clicking on Status Set.   

 
 

 
 
 

8. The default is for Present to be worth 2pts, Late and Excused to be worth 1 point, and Absent to be 
worth 0 points. Note that each these descriptions, acronyms and fields are editable, and there is a trash 
can for each one, which will allow you to delete it. You can also add other fields.  

 

 
 
 
 
 
 



9. You might find it ridiculous for students to get only 1 point for an excused absence - I certainly do -, and 
if so, you can eliminate that section by clicking the trashcan across from the attendance category.  
Make any other changes that seem reasonable for you. You can rename the description or the 
acronym. If you want to call present ‘Here’ instead, and make the acronym ‘H’ this is where you make 
that change.  

 
Once you’ve made your changes, click Update.  

 

 
 

10.  We’ve deleted the 1-point penalty for excused absences. You are welcome to get rid of the 1 point for 
late attendance, too – click on the trash can across from it to delete it, but in this example, we are 
keeping it. Once you are happy with whatever values you define, click Update.  

 

 
 



 
11.  Click on Attendance on the course page.  

 

 
 
 

12.  Click on the arrowhead icon to take attendance for a particular class meeting.  
 

 

 
 



13. Students are arrayed vertically. Click on the radio buttons under P (Present), L (Late), and A (Absent), 
or whatever acronym you are using, to record their attendance.  

 

 
 
 

14.  You may find it easier to click on the topmost radio button to apply the ‘present’ status to the whole 
class and then once everyone is counted as present, just find the late or absent students and move the 
radio button to record those students as either late or absent.  

 
 

 
 
 
 



15. Click on the Save Attendance button once you are satisfied to save your attendance for a particular 
class meeting.   

 

 
 
 
 
 

16.  Once you’re done, This is what your attendance screen will look like. The arrow icon becomes a green 
arrow icon, which denotes that attendance has been taken for the day.   

 
 

 
 

 
 
 
 
 
Where students see their attendance grade 
 
If you are taking attendance for credit, then students can see the attendance record for the entire class by 
clicking on the attendance link. Here is what it looks like for them: 
 



Students click on the link for the attendance.  
 

 

 
 
 
 
 

A granular view of their attendance for each class is shown. If they click the All tab, they see every class 
meeting on a single page. If a student scrolls down, they will see their data and their scores.  

 
 

 
 
 
 
 
 



This is what it looks like.  
 

 
 
 

Further Reading 
 
Record Attendance in Moodle. University of Massachusetts IT.  
 

• Attendance in the Moodle Gradebook gives hints and tips for setting up attendance in your gradebook.  

https://www.umass.edu/it/support/moodle/record-attendance-moodle
https://www.umass.edu/it/support/moodle/record-attendance-moodle#Attendance%20in%20the%20Moodle%20Gradebook

