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This brings us to the end of the manaba explanation, so now we will move on to respon.

Respon can be used for taking attendance online and giving in-class quizzes. You can also use it to give in-class surveys or collect questions or comments about the class content.
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*The clicker function is not used at APU
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respon has three main functions: attendance, surveys, and clicker.

Special additional equipment must be purchased to use clicker, so it is not used at APU.

For that reason, today we will only talk about the attendance and survey functions.


Attendance Card

& My Page iﬂ Courses Portfolio il Library respon =¥ Memos BAE

392835-20191003165707
Introduction to Environmental Studies 2019

Tests Surveys Assignments Projects Grades l Forum Resources

Submission History $= Course Member List

.+ Course News Add News @ Threads (latest first) New Thread

There are no news. There are no threads.
> Manage Course News » Course News > Threads
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First, only the Assistant 3 and Course Instructor roles can issue attendance cards.

Please note, if your role in the course is set to Assistant 2, then both of these links will not show up on your course page.

Let’s click “respon.”


Attendance Card

Open

Closed (1)

Introduction to Environmental Studies

You have no accepting cards.

Click the + button to issue a new ca

rd.

Click @O

espon
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Please Click the + button to issue the card.



Attendance Card

Issue Card
I Introduction to Environmental Studies
@ Attendance only Click

Clicker (multiple-choick, text box)
Surveys (free format)

Title: Lectured
Seneduled  020-03-19 13:00 Close time:
( Submission is already activated. Will be closed on close time. )
Class N v
(optional): one

Themecolors:O . . . .

Issue Cancel
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Then this box will pop up. Please select “Attendance only.”

The title you input will be shown up on students’ screens. The scheduled time is the time you would like to make this available to students.

When you finish, click the “Issue” button to issue the card.



espon

Attendance Card

Card has been issued.
| Introduction to Environmental Studies
Lecture4
Inform the 9-digit call number to the participants.
The number is used to open the response form.
Close
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When you issue the card you will be shown a 9-digit code.

This is the code to share with students. After they enter the code they will be able to access and submit the card using their smartphones or computers.


Attendance Card

22 2020 2020
110 128 323 & ;9150 3/26 13:00 ‘ ’
Lecture4

Live Viewer

u"."f:u
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If you click the “Live Viewer” button you will be able to see whether students have submitted the card in real time.


espon

Attendance Card
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The attendance card submission status will automatically change as shown on this screen.

When you want to close the attendance survey, please click the Close CARD button at the top of the screen.




How to Manage Attendance Cards

10 110128323 [Rus > dersse 9

sttendance| Lectured
| 4 @ Click 25ubmitters
20:

80
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You can edit attendance information on closed cards by clicking the Submitter list button on the Closed Cards list.


spon

How to Manage Attendance Cards

Students who had submitted at the time of closing are marked as attended. To change the borderline time, set time and click
"Apply”. Students in red are not enrolled. Submission time are shown in red if is is submitted after the borderline time.
You may change the status and reason for students who submitted in an alternate method (e.g. paper).
Can also set attendance to close
borderline time: [2020-03-19 13:56 || Apply . .
automatically at the deadline
D 7 Name Submitted at + Location Status Reason
Ritsumei Taro 2020/03/19 13:52:40 ; fe BN | |
. Enrolled : 10
o A AG EL N
Asia Kiyoko ® \Job Hunting |
PR Attended : 2
Taiheiyo Manabu 2020/03M19 13:54:12 ® | |
W ae BN Granted 2
Asia Hanako P lliness |
A ae B Early/Late: 1
Taiheiyo Saburo ® LLate about 30 mins |
None 5.
AG EL N
Ritsumei Maiko . o [Absence | %lle
AG EL N
Asia Ichiro - s | [Absence |
AG EL N
Taineiyo Momoko ~ e [Absence |
AG EL N
Ritsumei Nanako - o |Absence |
AG EL N
Ritsumei Chiyoko ~ e | [Absence |
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On the attendance card management screen you can see the submission dates and times of students who submitted the card.
You can manually change students’ status by clicking the radio buttons, but you can also batch edit student information. If you click the Apply button next to the date/time you set, then all students who submitted the card by that deadline will automatically be changed to Attendance (A).

For other students you can enter a reason or edit the attendance status as needed.

Don’t forget to click the Save button after making any edits.


How to Manage Attendance Cards ™

10 110128323 [Rus > dersse )

sttendance| Lectured
Live Viewer

¥ D @ Click 2 submitters
20

Download

Select file o download

Excel bogk (" xlsx

Excel 97 format (*.xIs ) for uploading data into manaba ¢ Click

Close
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If you enter attendance data manually on the edit screen and to apply this information to grades, click Download, then select “Excel 97 format.”


pon

How to Manage Attendance Cards

TYEREIA ¥ 5E
2020-03-19 13:56:00 H
2T BR H R L

2020-03-19 13:56:36 B EEZ
After entering data, “Total Points” and

“Attendance Points” are Automatically Displayed

name grade symgrade comment

i K4 SEtm # @ # BT # IRH B tHRHE # HEOR # EMH

DA N: 1 2020-03-19 13:52:40 i & 10

KEFE 1 2020-03-19 13:54:12 i FE 10

7T 1EF R 941 | Iness
KEFE =ER BEEH 4{Late about 30 mins
dn B Absence
77 —BR Absence
KEF BEF Absence
an EARF Absence
ran FHF Absence
To7 BEF ¢ | H R LY 91Job Hunting

* If there is no attendance information you can enter points manually
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In Excel, once you enter data in the blue arrow zone, “Total Points” and “Attendance Points” are Automatically Displayed.

If it says “no attendance data” you can enter the number of points manually.


How to Manage Attendance Cards =g

Register Grades

onownload Grade Registration Sheet Enter Title and Start/End Time

Ll Grade Registration Sheet

e Upload grade data
Upload grade data to register grades Can only be changed
| J7 )L %&ER li%?ﬂa“ﬂf“&"’dh Upload @ Click by Course Instructor

Attach Edited Excel file

" Mot . rn
9 Attendance Points Unpublished 10 items |{1'

specified
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After editing the Excel file you can upload the data from the “Register Grades” screen. Enter the title and the Started and Ended times, then upload the Excel file by clicking the “Select file” button under the upload grade data section.

If you click the upload button then the grades will be uploaded, but they will be set as unpublished and will not be shown to students.

Only the course instructor can change this setting.
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