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Using the Roll Call Attendance Tool

Canvas Tip Sheet

This tip sheet explains how to enable and use Canvas’s built-in Roll Call Attendance tool to track student
attendance digitally in synchronous classes.

Attendance Requirement

e Allinstructors are required to log attendance for the first 15 instructional days of the semester
(or the equivalent for part-of-term courses), and one way to do this is with the Canvas Roll Call
Attendance tool. View the full attendance policy on the Registar’s website.

e In some situations, a last date of attendance is required, and you can easily locate this
information using Roll Call.

e For online classes, you can monitor attendance and find a student's last date of participation in
Canvas by using Course Analytics.

About the Roll Call Attendance Tool

e Roll Call is Canvas’s built-in attendance tool for electronic roll taking in synchronous classes.

e Students cannot access the Roll Call tool, but they can view their attendance grade in the
Gradebook.

e Do not delete, rename, or unpublish the Attendance assignment—this can cause grade
calculation errors

Taking Attendance with Roll Call

e The Attendance tool is hidden by default and must be enabled in your course by making it
visible in your course navigation. Enabling the tool does not make it visible to students.

e Once Roll Call is enabled, you can access it from your course navigation to begin taking
attendance or creating a seating chart.

e You can only view Roll Call on a day-by-day basis. To view additional dates you can run an
attendance report for your course. When exporting attendance data, you’ll receive an email
containing a long URL.

o Known issue: In some cases, the URL may break across lines and selecting it directly may
result in a BAD REQUEST error. If this happens, copy and paste the entire URL into your
browser’s address bar. When the export works, the spreadsheet will download
automatically to your computer. Nothing will appear in the browser window, which is
expected.

Attendance and Grading

e When you use Roll Call, Canvas automatically creates a 100-point Attendance assignment that
appears in the Gradebook and Assignments page, which you can adjust or make ungraded.

For further assistance, please contact the LEAD instructional designers at LEAD@umontana.edu.
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e Each attendance status has a percentage value (e.g., Present = 100%, Late = 80%), which can be
adjusted in Roll Call settings, and the Attendance grade updates automatically each time you
take attendance.

Things to Remember

e Students cannot see the Roll Call tool, but they can view their attendance score in the
Gradebook.

e The Attendance assignment cannot be hidden from students.

e Never delete or rename the Attendance assignment once created.

e Attendance is calculated as a percentage of total class meetings recorded.

Learn More

e Consult the Canvas Instructor Guides for updated information on how to use Canvas.

e Find on-demand resources and support at LEAD’s Teaching and Canvas Help webpage.

e Register for live LEAD faculty trainings on Griz Hub for focused training on using Canvas.

For further assistance, please contact the LEAD instructional designers at LEAD@umontana.edu.
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