User Guide for Teachers

(Taking Attendance in Video Class Meeting)

Note:
(1) Last updated date of this training document /video: 16 Aug 2021, version no.: 2.0
(2) The user-interface (Ul) shown in this training document /video may vary from the latest look of Teams app.




9. Taking Attendance in Video Class

Meeting




Taking Attendance in Video Class Meeting

G]is user guide shows you the steps in handling \
attendance records of online classes via Microsoft
(MS) Teams:
- Downloading attendance list of video class
meeting
- Renaming the attendance list
- Keeping the attendance list in OneDrive

\\—Follow-up in handling attendance records in CAS/

AN




1. Downloading Attendance List of

Video Class Meeting




Method 01: Taking Attendance during

the Video Class Meeting




Downloading Attendance List o

Waiting for others to join...

During the meeting, click the “Show participants” icon for a list of students.

>




Downloading Attendance List of Video Clc

KTips: You'll ONLY be able to N
download the attendance list

while the meeting is in progress
and participants are still present
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2. Download attendance list

' 1] Lock the meeting
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In this meeting (1)
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During the meeting, you can download the attendance list by clicking “..." to
choose “Download attendance list”. [/
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Method 02: Taking Attendance after

the Video Class Meeting




Downloading Attendance List after Video Class Meeting

Q You have Microsoft Teams Version 1.4.00.11161 (64-bit). It was last
=
Aty Chat - = E
e Attendance Report (Calendar) Chat Files Meeting Notes  Whiteboard  +
ﬂ Recent —
Chat
Attendance Report (Calendar) 2:06 PM ﬁ Steven KWONG joined the meeting.
E&S User added
| f Steven KWONG named the meeting to Attendance Report (Calendar).
oK Steven KWONG [ITSD] :24 AM B
@ & This message was deleted B External B Mesting startad  2:09 PM
Assignments Test New 53 ﬁ Staven KWONG [ITSD] (External) has temporarily joined the chat.
Recording is ready
. . 3 Mesting ended 29z 2:09 PM
Calendar Meeting with Steven KWONG 414 4y seng e :
You: hello
Q) Attendance report
’ Flow 4012
B ® Hello 12345678910

Click here to download attendance report
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After the meeting, Attendance report will pop into the chat.




Downloading Attendance List after Video Class Meeting

invite.
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R 4 |Meeting 55/3/2021, 5:14:11 PM
& 23 ) 5_ Meeting E 5/3/2021, 5:22:18 PM
e Attendance b ﬁ
7 |Full NameJoin Time Leave Tim Duration Email Role
S B I USIV AWM gy BT T = 0 § |Steven KV5/3/2021, 5/3/2021, 8m7s stevenkw Organizer
9 |Johnson L 5/3/2021, 5/3/2021, 7m58s  johnsonla Presenter
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After the meeting, you can also download the attendance list in the meeting



2. Renaming the Attendance List




Renaming the Attendance List

¥ | = | Downloads
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Other files
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1. The attendance list will be downloaded to either “This PC>Downloads” on
Windows or “Finder>Downloads” on Mac OS.

2. The default filename of the downloaded file will be

“meetingAttendancelist.csv”’, “meetingAttendancelist (1).csv”, or
“meetingAttendancelist (2).csv"...etc.
12



Renaming the Attendance List

‘ | = | Downloads

Home Share View
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I#l meetingAttendancelist (1).csv

I Desktop * BLIS1234-1A-20200903-1430.csv
4 Downloads * BUS1234-1A-20200903-1430-AT.csv
Documents -

[&] Pictures 2

[ This PC *

For identification, please use the following
format for file names:

<module code>-<class>-<date>-<time>
* with an optional suffix (if necessary)

Examples:

BUS1234-1A-20200903-1430.csv
BUS1234-1A-20200903-1430-AT.csv




3. Keeping the Attendance List in

OneDrive




Keeping the Attendance List in OneDrive

vV1C

Please logon by your CNA email address and Password

A TRE] CNA BEIMIET FIHE A

someone@vtc.edu.hk or studentno@stu.vtc.edu.hk

Password

Forgot your password? Change password

Please contact ITSD Helpdesk (Email: itsd-
helpdesk@vtc.edu.hk) if you have any further
questions.



http://office365.stu.vtc.edu.hk/

Keeping the Attendance List in OneDrive

Office 365

Good afternoon

O Search

+ & | e

Start new Outlook OneDrive

A o $ W;W O &F >

Word Excel PowerPoint OneMote Teams All apps

Recent Pinned Shared with me

Discover

s

No recent online Office documents

Share and collaborate with others. To get started, create a new document or drag it here
to upload and open.

7 Upload and open... m

Install Office

@

i Upload and open...

Click the "OneDrive” icon for the web version of MS Team:s.
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Keeping the Attendance List in OneDrive

Merlin Chan [ITSD] + New V|| 7T Upload V| & Share @ Copylink &3 Sync ¥ Download #% Automate

B3 My files

® Recent _

Files > VTC > Attendance Records

£ Shared

§ Recycle bin
[ Name Modified Modified By File size ™
OR ‘\IBUS1234—1A—20200903—1430.csv 4 minutes ago Merlin Chan [ITSD] 160 bytes
O _\IBUS1234-1A-202009O3—143O-AT.csv 4 minutes ago Merlin Chan [ITSD] 312 bytes

1. Click New > Folder to create and name a "Attendance Records” folder.
2. Click Upload > Files and select the renamed attendance list(s) for

Upload y



4. Follow-up in Handling Attendance

Records in CAS




Follow-up in Handling Attendance Records in CAS

Other Relevant Materials

1. Handling Attendance Records of Online Teaching via Microsoft Teams

1.1 Briefing Session (25 Aug 2020) | 3. Operations in CAS

To facilitate users in uploading the attendance hst downloaded from MS Teams to CAS,
1.2 Operation Guide an urgent enhancement to the CAS Attendance Sheet is underway for planned
implementation by early October 2020. In the meantime, users please timely
download and retain the attendance lists of their online classes for future uploading to
CAS after the CAS enhancement 1s implemented.

3.1 Upload attendance list to CAS

Please refer to the Operation Guide under Handling Attendance Records

of Online Teaching via Microsoft Team for Attendance Operations in CAS.
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Follow-up in Handling Attendance Records in CAS
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1. Click the “Upload Attn List” button in the attendance sheet of CAS.
2. A window will pop up asking the name of attendance list for uploading to CAS.




Follow-up in Handling Attendance Records in CAS
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IC] modified
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The attendance records updated after a successful upload.







Produced by

Information Technology Services Division

Please visit the website for more video: For upcoming features, please visit:

®e Online Teaching Guidebook for
» Teaching Staff using Microsoft Teams

https://www.vtc.edu.hk/digital-workplace/guidebook-for-online-teaching/
teacher.html#fupcoming

@ https://www.vtc.edu.hk/digital-workplace/guidebook-for-online-teaching/teacher.html
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