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Qwickly Attendance (v3.6)  
 

Qwickly Attendance is a tool in Blackboard which enables faculty to take attendance through Blackboard with the option 
of automatically updating a grading column in the Blackboard Grade Center.  

Highlight of this version: 
Attendance rosters can now be split by merged courses or Blackboard groups.  This features allows instructors to keep 
attendance when a single Blackboard course is used to maintain the enrollment of 2 or more separate course sections. 
Click this link to video demo!  Full list of new features and fixes at the end of this document. 

Get started by creating a navigation button that links directly to the tool.  If you make the button available to students 
they will be able to check their own individual attendance record when they click on the button. 

Click the “+” symbol above the navigation 
buttons  

Choose “Tool Link” from the drop down 
list. 

 

 Enter a link name 

 Choose which Tool  to associate this 
button with 

o Click the arrow next to 
“Achievements” for a drop 
down list of tools. 

o Choose “Qwickly Attendance” 

 “Available to Users” click the checkbox 
(optional) 

 Click “Submit” 
 

Click the navigation button/link to 
start the setup wizard.  

https://youtu.be/f72NkVFJxb0
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Click “Set Up Attendance”  

 

STUDENT GROUPING 
This is the section which allows you to 
separate students by section or course 
groups.  Click the option desired. 
“Single List”: If you do not stack your 
classes 
“By Course Section”: if you stack 2 or 
more sections 
“By Course Groups”: This can be 
customized in different ways such as Next 
Generation Learning options. 

 

DEFAULT STYLE 
Within the Student Grouping chosen 
above, how do you want students to be 
listed? 
List: all students are listed on one page 
One by One: use arrows to move from 
student to student 
Accessibility Mode: displays all students 
in alphabetical list optimized for keyboard 
navigation. 

 

GRADING 
Do you want to assign points for 
attendance?  If so, choose “Total Points” 
and enter the points possible for the 
semester or choose “Per Session” and 
enter points possible for each class. 

 

 

CHECK IN:  (Optional) 
You have an option to allow students to check in, if you think you’ll choose that option, enter how long you’ll give 
students to check in (e.g. “2” for two minutes- no quotes). 
Instructor would have the “Check In” screen projected in the room, The PIN number displays only through the instructor 
view (students don’t see it so they must be in the room to enter the PIN - theoretically). 

Students “Check In” using the browser on their own mobile device, laptop or desktop computer (in the classroom). 
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ABSENCE EMAIL 
If a student is marked as absent - you have 
the option to have an automatic email 
sent to the student’s BTC email.  You can 
edit the message but do not alter the 
brackets or any of the content in the 
brackets. 
If you choose “No Email...” the textbox in 
these settings will not display. 

 

 
 

ATTENDANCE STATUSES 
By default there are three statuses to 
choose from as shown in this image: 
Present, Absent, Excused 

 

CUSTOM COURSE STATUS 
Click the “Add Status” button to add 
another status (“Late” for example) 
 
[If you choose not to add another status, 
click “Save Settings” to complete the 
setup.] 

 

 
Add a Custom Course Status: (image below) 
Order: the number of status options so the next would be “4” since you have “Present”, “Absent” and “Excused” 
Name: Late, etc. 
Points: you make the decision, would the student receive 80% of the day’s points for Late status? 
Absence: you make the decision, would the “Late” status receive 33.3% of an Absence status (3 Lates= 1 Absent for 
example) 
Color: click in the box and a color pallet appears, click on the color you want. The first letter of the Name of the status will 
appear in the color swatch when you’re actually taking attendance. 
Delete: you have the option to delete any of the course statuses that you create. 
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Click “Save Settings” to complete the setup.  
 

 
You’ll see the confirmation that your 
settings have been saved.  Click “Return” 
or “Return to Attendance” to view the 
“Take Attendance” page.  
 

 

Taking Attendance 
For Group 
Choose the merged course or group for which you want to take attendance 
 
 
 
 
 
 

 

Add a “Comment” 

regarding an absence or 

tardy status by clicking 

on the speech bubble. 

“Attendance Status” - - 

Students are set to 

“Present” by default.   

Instructors can create 

additional status(es) as 

needed. In this example 

“Late” is a manually 

created status. 

“Session Title” if left blank 

defaults to the date and 

time when attendance is 

being taken. 

Forget to take attendance?  

Now you can enter a 

previous or future date 

using the “Custom” 

feature. 

New “Grouping Options” 
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Taking Attendance for the Day 
Taking attendance: 

 All students will be listed, otherwise choose the “Grouping” 

 Optional - Choose the “Custom (Past or Future)”  

 Enter the desired day’s date in the “Session Title” box [defaults to current date if left blank] 

 Mark students with appropriate status 

 Optional - click speech bubble to enter a comment (comments are only for instructor view) 

 Click “Submit Attendance” at the bottom of the page 

 
Submission confirmed 
 
Click “Attendance Record” to view 
attendance taken (running record) 
 
 
 
 

 

This “Attendance Record” page is where you see the status icons. 
Notice the custom “Late” status displays the first letter of the status.  The “X” means absent and checkmark means 
present. 

 
**NOTE:  There is now a small speech bubble icon displayed the Attendance report if a comment has been made.  Seen in 
the student’s status cell for that day.  Students do not see the comment. 

If you have any further questions, don’t hesitate to contact the TLC  608.757.7632 
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The following changes have been made for version 3.6: 

New Features: 

 Qwickly Attendance: Attendance rosters can now be split by merged courses or Blackboard groups.  This 
features allows instructors to keep attendance when a single Blackboard course is used to maintain the 
enrollment of 2 or more separate course sections. 

 Qwickly Attendance: Take Attendance screen has been updated with a streamlined tabbed interface. 

 Qwickly Attendance: Instructors can now name Check-In Sessions like other sessions. 

 Qwickly Attendance: Absent emails are now sent to absent students when using student check-in. 

 


