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A short guide to recording

attendance

Attendance for all BA undergraduate courses and all PGT courses (except ITT) can be
recorded on Sussex Direct. Ideally the students should record their presence in a session
using the Sussex app using a PIN generated by you, the tutor, once the session has started.
You you will need to use the app (the tutor version), or log on to a website
(https://sussex.ombiel.co.uk) to generate a PIN that the students use to record their presence.

The PIN is randomly generated for each session and the students must enter the PIN within 20
minutes to record their attendance. After the session, you will need to look at the register on
Sussex Direct and fill in any gaps — e.g., students who were absent or who notified you of their
absence. The following pages show you how both the app and the registers work on Sussex

Direct.
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Recording Student Attendance

The simplest way to record attendance is via the Sussex Mobile App

The Sussex APP — staff guidance to using the app

* Download the app here then select ‘tutor’

* The app links with your Sussex Direct timetable and enables you to
generate a PIN for the student to use to register their attendance

or, you can...
Use the Sussex Direct site to log attendance by ‘calling” a register

Download a printable attendance sheet (via Sussex Direct) to manually
register the students, then you enter the data at a later point.
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https://www.sussex.ac.uk/webteam/gateway/file.php?name=staff-guide-to-recording-attendance-via-the-sussex-mobile-app.pdf&site=457

senen O2-UK = 2:52 pm + i 76%

How does the app work?
SussexMobile

1. Open the Sussex Mobile App. You should —
see a tile called ‘Attendance (Tutor)’ — open . = B
this during your teaching session.
J 9 H News /
. . L. Events / Sussex
Please note that this tile will only be visible Email Small Ads Direct

to you once the phase including your

module(s) has begun. i .
r

As well as using the Mobile App on a device, Locations Library Dii‘j&,,_,,
it is also possible to access it through a
website (e.g. on desktop PCs) by going to: o a
. A-Z Guide Transport
https://sussex.ombiel.co.uk/
If using this, it may be useful to create a Staff Attendance Study
Training (Tutor) Direct

shortcut on your desktop screen with the
link, which should then be visible when you
log-in to teaching rooms PCs.

B 9@ @ & G
We are exploring the possibility of installing g N7 ot N

a link to the Mobile App on PCs in lecture
theatres and/or posting a reminder of this link on lecterns.



Registering Attendance using the Sussex Mobile app

weeoc 02-UK + 2:46 pm sesec O2-UK 40 331 pm

Students: What do | need to do? . SussexMokbile 2 Coack  Attendance

—
S

Finong Thu 14 September 14:00 - 17:30
Launch the Sussex Mobile app (available on 11039 Information Systen

the App store or Google Play) or open it in
your web browser: sussex.ac.uk/mobile

2. When your tutor tells you a four-digit PIN '
code, tap the ‘Attendance (student)’ tile titl] Wi

and submit the PIN code within ten minutes

sanel O2-UK 4G 33 pm

3. ¢ Back Attendance

3. That’s it! You have been recorded as - st senint ol
‘Present’

Lecture Growp 1

Fulton Bullding FULTON A

S o
You typed: TBGT
I-B JC = e A ¥ You have been recorded as Present at this

el e et X teaching session
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Recording attendance on Sussex Direct

Log into Sussex Direct using your
Sussex id and password

Click on the teaching tab, then select
Teaching and Teaching Groups

Select the relevant teaching group
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A-7 | Contact us

® site O People

Admin v Searchesv Researchv Teachingw Library v Personalvy Helpw
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James Will

My Notifications

Teaching Timetable for James Williams

Tue 28 Sep 2021 (Autumn Semester Week 1)

No classes on Tuesday

« Monday Wednesday »

<

Timetable
Academic Advisees
Email my Students

Module Evaluation

Student Support List

Subscribe to 115 The IP address of your desktop computer at Sussex is:

xtS 139.184.184.136 Copy
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Recording on Sussex Direc

» Select ‘Register’ to see the group attendance to date

 Select ‘All Sessions’ to record attendance

Research v Teaching v Library ¥ Personalv Helpv

Admin v Searches v

Home » Teaching Groups James Williams, last login 28/09/21 13.40

Teaching Groups
Show me: @ Teaching Groups O Setup Assignments / Edit Assessments

Please note the drop down menus below are "self activating”, i.e. once you select an item and release the mouse but§pn, you willfpe taken straight to the relevant

page.

Help @ —_

Teaching Groups for James Williams

Module: |—Se|ect— v | Term: |Autumn Semester v | Year: | 21/22 v
Module Group Terms Marks Reports
Critical Reflection; Ed,Theory Practice [Canvas] Seminar 1 Autumn Semester
(145X3PT) (35 students)
All'Sessions | Register
Inclusion, Diversity and Equity [Canvas] Seminar 1 Autumn Semester Currently up to date
(X4300E) (21 students)
All Sessions | Register
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Use the drop-down arrows in the Present? column to record absences. A default
value can be set and individual records marked as exceptions.

U se thl s dr Dp earch Skills & Meth (Pol Sci) (Spr/Sum 09/10) Feililer Cancel [E] Help
down list to Set all to: |- choose - =
select a default  |eing re-01 Backdill
Value e Rul Code Present? Comments Delete?
j and Poltics | 873390 | Absence notified = | Abs N || | ~
A...E.L BA Paolitics and 874318 |Al:raen|:e nntiﬁedll Abs M | | N
Fhilosophy
Use the erp rfw and Politics | 86802249 | Absence notified = | Abs N || 4l -
down list to b B74913 [Prosem =l v || | -
mark the ory and Politics 1873295 | Absence notified = | Abs N || | r
individual ics and 872873 [ Absence notified = | Abs N || | r
exceptions j:mnal Relations
e tettions |07 [Present =] | -
Enter any
Comments in
N | the comments
As soon you as you have saved your boxX
attendance records they can be seen
by your students from their Sussex
Direct Pages Click Save
N— S to commit

changes
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