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Login to my.northwood @ http://my.northwood.edu-Click the My Courses/Orgs Tab-Locate the Course List module-Click 

the Course Name (link) to which the Attendance  is to be added, and then follow these steps: 

1. Click Control Panel from the Course Menu 

 

2. From the Course Tools module, Click Course Attendance 

 

http://my.northwood.edu/
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3. Choose Attendance Date by clicking Calendar icon and clicking a date or type date in Attendance Date Window 

Click Submit (if date to add attendance for is current date, Click Submit) 

 
 

4. Using the drop-down arrow, assign statuses ς choices are absent, late, left early or excused.  Students that are 

in class do not need to have an attendance status assigned, the default setting is Present.  

 
5. To record attendance for another date, Click Add Another.  If the single date is being recorded, Click Save 

When choosing Add Another you will be transferred back to the select a date screen and will repeat the process 

until all dates have been recorded for the class. 

6. After clicking either  Add Another or Save, Click Ok to save attendance record 
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Attendance is accumulated throughout the term.  An Absent assigned will automatically transfer into the Grade 

Submission screen, but can be adjusted by the instructor if enough assigned left early, late or excused absences 

warrant an adjustment.  Click the link Attendance Summary from the Course Tools module to view the detailed 

attendance statues assigned for each student. 

 


