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Attendance Overview
• What you can do with Attendance (examples)

• Manage student attendance
• Allow students to register their 

attendance by themselves etc.

• Select “Attendance” from “+Add an activity or resource”

• Overview of Using Attendance

(Professor, TA)
Create an 

attendance session

(Professor, TA)
Check, update, and 
register attendance 

information

(Students)
Register attendance directly from 

the activity or by QR code
(If students record own attendance)

Turn editing on

(Professor, TA)
Create and set up 

the Attendance 
activity



Setting Up Attendance

If you put a ☑ here, the description will 
be shown on the course’s top page

Title of the Attendance Activity

Explanation of Attendance 
activity

Grade

Point Grade attendance by inputting the points. You can 
set the “Maximum grade”.

None Select this option if you want students to submit 
their attendance but you will not grade (mark) them. 

Scale

Select this option if you want to use any grading 
method besides scoring, such as “A, B, C, F” or 
“Excellent, Good, Acceptable, Not Acceptable”. 
*Must set up a grading “Scale” from the course’s 
grading settings beforehand.

Input the maximum grade for attendance
E.g. Attendance counts for 30 points in total:

Set the maximum grade as 30.
If you take attendance 15 times, then each class 

will count for 2 points (30 points÷15 classes)

You can enable this setting if you have set up 
grade categories. 

Set the minimum grade students need to pass 
(Not %, input the number of points required)

Restrict access to the on-campus PCs or Wi-Fi network so that 
students cannot submit their attendance without being connected 

to one or the other.
Contact the Information Systems Administrative Office for the 

network address.



(Common Functions) Common Module Settings

Common module settings

Availability
You can select either “Show on course page” or ”Hide on course page”.
If “Hide” is selected, then students will not be able to view the activity until 
you change the setting to “Show”.

ID number
You can set an ID number for the activity (to help identify different teaching 
materials). 
This setting is generally left blank and not used.

Force language This setting allows you to force all students to view the activity in a set 
language.

Group mode

No groups Everyone registered for the course can access the 
activity

Separate groups Students can only use the activity within their own 
groups. Students cannot see the work of other groups. 

Visible groups Students can only use the activity within their own 
group, but they can also see the work of other groups.

Grouping You can enable this setting if you have set up groupings (collections of 
groups) in the course.

Add group/grouping 
access restriction

You can add access restrictions by group from the “Restrict access” section 
below.
*You can only set up group access restrictions if you select one of the group 
settings under “Group mode” above.

If the activity is hidden, this message 
will be displayed on the course’s top 

page.



(Common Functions) Restrict Access
Restrict access

Activity 
completion

Require students to complete a separate activity in the course to be able to access this 
activity.

E.g. 1: Students cannot access the activity unless they have completed a specified Survey
E.g. 2: Students cannot access the activity unless they have completed a specified 

Assignment

Date Set when students can start accessing the activity (the date and time it will appear in the 
course) and when they will lose access (the date and time it will be hidden from the course).

Grade Use this setting if you want to require students to achieve a set grade in a separate 
Assignment or Quiz within the course in order to access this activity. 

Group Only allow students who belong to a specified group or students who don’t belong to that 
group to access the activity. 

Grouping Only allow students who belong to the groups included in a specified grouping (collection of 
groups) to access the activity. 

Other course 
completion

Use this setting if you want to require students to complete another course in order to access 
the activity.
(This setting is not recommended.)

User profile This setting allows you to limit access to specified students.
E.g. Only allow students with specified student ID numbers to access the activity. 

Restriction set Use this setting if you want to use several of the above settings to set complex access 
restrictions for the activity.



(Common Functions) Activity Completion, Tags, Competencies

Completion tracking
Do not indicate activity 
completion

Students will not see a checkbox to indicate activity completion on the course page

Students can manually mark the 
activity as completed

Students can mark the activity as complete manually by themselves. Please use 
this setting if you want students to manage their own learning progress.

Show activity as complete when 
conditions are met

The activity will automatically be marked as complete if the student meets one of 
the set requirements from the list below. Please use this setting if you want to 
track students’ progress as the course instructor. 

Require
Student must view this activity 
to complete it

If selected, the activity will be automatically marked as complete when the 
student views the assignment (after submission or after grading is complete)

Student must receive a grade 
to complete this activity

The activity will be considered complete and automatically be marked as so 
after the instructor finishes grading

Student must receive a passing 
grade to complete this activity

The activity will be automatically marked as complete after grading only if the 
student receives a passing grade

Or all available attempts 
completed

The activity will be automatically marked as complete when the student 
submits the assignment, etc. 

Activity completion
This setting allows you to check if students have accessed an activity. When enabled, a checkbox will appear 
underneath the activity on the course page. The checkbox will be marked complete when the student meets 
various customizable conditions, for example, when the student views the class materials. Furthermore, with this 
setting, instructors can check which students have viewed which teaching materials and keep track of students’ 
progress for the entire course.

After 
completion

Make sure to save after you finish setting up the activity.

Manually
mark as
complete

Activity will 
be marked as 

complete 
when 

conditions 
met

Not used for APU
Moodle

Not used for APU
Moodle



Setting Up Status Sets

PLEA is set up as the default 
attendance statuses.

You can change the points and 
also make a new status set.

After you finish setting up the 
Attendance activity, click on “Status 

set” from the “…” menu.

If you change the settings or add any 
statuses, make sure to click on 

“Update”

Restrict availability of each status when students are 
marking their own attendance
Always Status always available during the 

attendance session
Limited time Status available for a limited time period 

(minutes) as set by the professor
No Status not available to students

You can hide or delete 
statuses here



Creating Attendance Sessions

After you set up the Attendance activity, it will be displayed within 
the Moodle course. Open the activity and add a “Session” (date and 

time you will take attendance) to set up how you will manage 
student attendance for the course.

Click on “Add session” to set up an attendance session.



E.g. ①: A course with classes during 2nd period every Tuesday and Thursday
(When taking attendance between 5 minutes before and after the class start time)

Creating Attendance Sessions
Input the date and time of the class you want to take attendance for

(You can set the session to repeat from the “Multiple sessions” 
section below, so input the date of the first class here)

Input attendance explanation 
here if necessary

Add to Moodle calendar

Check this box if you want to take 
attendance during each week’s class

What days do you want the session to 
repeat on each week?

How frequently do you want the session to repeat in terms of weeks?
*Select “1” if every week or “2” if every two weeks

What day do you want the session to repeat until?
*It is recommended to input the date of the final class

Date: Date of first class
Time: From 10:30 to 10:40

Repeat on: Tuesday, Thursday
Repeat every: 1 week(s)
Repeat until: Date of final class

E.g. ②: A course with classes during 1st period every Wednesday
(When taking attendance between 5 minutes before and after the class start time)

Date: Date of first class
Time: From 8:45 to 8:50

Repeat on: Wednesday
Repeat every: 1 week(s)
Repeat until: Date of final class



Creating Attendance Sessions
Allow students to record their own attendance
(Choose below if students have to input a password or scan a 

QR code to record their attendance)

Allow students to update their own 
attendance/lateness/absence information

Enable this option if you want to allow students to record 
their attendance earlier than the session’s start time

Make students input a password to record their 
attendance

☑ this box to make students record their attendance using their 
smartphones

The QR code will be refreshed every 60 seconds

Students will automatically be registered as present
when they record their own attendance

Enable this option if you want to restrict IP addresses 
when students submit their attendance

(Campus IP address)

This option is not recommended



Professors who want to manage student attendance themselves 
can click on this icon to input attendance

Taking Students’ Attendance

Click on the QR code icon, share the 
QR code with the students in the 

classroom, and ask them to scan it 
using their smart phones

When taking attendance by password and not QR 
code, ask students to access the Attendance 
activity and record their attendance by inputting the 
password on this page.
(Students can only access this page during the time 
period you set)

Click on these icons to edit or 
delete the attendance session



Checking Attendance
Click on “Report” to see a list of all 

students’ attendance records

You can check and edit each student’s attendance by clicking 
on their name



Uploading Attendance Records to Moodle in Bulk

Make sure to save it as 
a CSV(UTF-8) file type

Open an Excel file and input your 
students’ ID numbers in column A and 

their attendance status in column B

ClickInput “Idnumber” and 
“status” in the first row

You can upload attendance records taken separately (by paper 
register, etc.) to Moodle as follows



Uploading Attendance Records to Moodle in Bulk
Upload the CSV(UTF-8) 

file you made here

Idnumber

status

If there are no errors, the attendance 
records will be uploaded after clicking on 

this button



Making Edits to Individual Sessions for Courses with 
Repeating Sessions

If you will not take attendance on the scheduled class 
day due to class cancellations, etc.:

Click on the “   “ icon for the 
session that needs editing

Change the date and time to the day 
of the make-up class and click “Save”
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