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Recording attendance

Event Bookings & Attendance Gallery [Recor'd Httendancta] Help

Fvent Title: . lindate on Research Bolicy

If the event has taken place, a ‘Record
idate on Rewsearen & == Attendance’ icon will appear. Click the
icon and amend the ‘set all attendance
to’ field to ‘present’, or record each
et e U222 e ] attendance record individually. You can boci e me ey T ——
also enter ‘comments’ against each
student.

NB: Always Click the Save icon.

- Fmr—iilI Address

- 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)

e or Jane Monagha 4 alle "L.

Student “*| Programme Year | Department Mode |Status From To O

s
Lo
% MR A TIM 11 e Pz, Bopiskorad, 05yl 1p1n-on o Click ‘Record Contact’ to create a

T 17— ; | contact with a research student.
i 1 TR 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
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