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Corporate Information Services 
http://www.sussex.ac.uk/its/help/bishelp.php 
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Recording attendance 
 

 
 
 

 
 
Inviting Staff to an Event 

 

 
 

 

If the event has taken place, a ‘Record 
Attendance’ icon will appear. Click the 
icon and amend  the  ‘set all attendance 
to’ field to ‘present’, or record each 
attendance record individually. You can 
also enter ‘comments’ against each 
student. 
NB: Always Click the Save icon. 

 

- Click ‘Add’ 
-Enter part of the surname in the ‘Name’ 
box 
-Select the Name 
-Click ‘Save’ or ‘Save and Add’ 
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Sussex Direct > Teaching >Academic Advisee Page (for recording 
contact with research students only) 
 

 
 

 

Click ‘Record Contact’ to create a 
contact with a research student.  
NB: You can only record contacts that 
have happened today or in the past. 

Enter the details of the Contact and 
click ‘Save’. 
NB: The Student will be able to view all 
the details on contact records 


