How to finalise attendance - for assigned Session
Support Officers

1. Go tothe hamburger menu.
2. Select Manage Learning.
3. Select Manage Sessions.
4. Select the Mark Sessionicon.
5. Select the relevant attendance status.
6. Select the Submit button to save the selected attendance status.
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Update each user's attendance status one at a time - this is handy if you
want to action participants as they satisfy all course deliverables.
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Select the relevant status from the drop
down menu for each relevant user.
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Select the Submit button to update the attendance status.
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/ You can select and update attendance status for all enrolled users in bulk.
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Select the relevant status from the drop down menu after bulk selecting all users, then

select the Submit button.
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