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This guide explains how to use the Attendance activity, which is included by default in all Khas
Learn courses.

 It covers how to plan sessions, take attendance manually or via the fast and secure QR code
method, and manage attendance data.
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Part 1: Creating Your Course Sessions

Since the 'Attendance' activity is already in your course, your first step is to define the days and times (sessions) you will take attendance. The
settings here are critical for secure QR code functionality.

1.Locate the Attendance Activity:

On your Khas Learn course page, find and click the "Attendance" activity located under the "Course Overview" section.



2. Navigate to "Add session":

Once the activity opens, click the "Add session" tab at the top.
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3. Set Up Recurring Sessions (For the Whole Semester):

Session date: Select the first day of class for the semester.

Time: Enter the class start and end time.

Multiple sessions: Expand this section.

Check the box for "Repeat the session above as follows".

Repeat on: Select the days of the week your class meets (e.g., Tuesday, Thursday).

Repeat until: Select the last day of class for the semester.
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5. Create Sessions:

Click the "Add" button at the bottom of the page.

Result: Your entire semester's worth of sessions is now created,
each with a unique and secure QR code/password set ready to go.

4. Student Recording and QR Code Security:

Find and expand the "Student Recording" section.

You MUST check the box for "Allow students to record their own attendance".

To Ensure Security:

Check the box for "Set a password for students".

Check the box for "Use dynamic password" (or "Random password"). This ensures the system automatically generates a unique code (e.g., A5B7F) for every
single class session.

Ensure the box for "Include password in QR code" is CHECKED. This is essential so that when a student scans the QR code, they are admitted automatically
without having to type the password.

Rotating QR code: This feature (which runs automatically on the live attendance screen) changes the code every 15-30 seconds. This is the most professional
way to prevent students from taking a screenshot and sharing it with friends who are not in class.



Part 2: Methods for Taking Attendance

You have two primary methods. The QR code is the fastest and most secure.

Method A: Fast & Secure QR Code (Student Self-Check-in)

This method uses the classroom projector or smartboard to allow students to check in with their own devices. Thanks to the security settings in
Part 1, this method is highly reliable.

1.Launch the Live Attendance Screen:

Go to Khas Learn > Attendance activity.

From the "Sessions" tab, find today's class session.

Click the QR code icon (labeled "Launch attendance") next to the session. DO NOT click the green "Play" (▶) icon.
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2. Project the Code:

This will open the Live Attendance Screen in full-screen mode. Project this onto the smartboard for the class to see.

What you will see on this screen:

1. A Giant QR Code: The main code for students to scan.

2. An Alphanumeric Passcode: A 5-digit code (e.g., X72B9) will also be displayed.

3. A Timer: A countdown timer showing how long the session is open.

4. A Live Roster: As students check in, their names will turn green on the list in real-time.
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3. What the Student Does (Two Options):

Path 1 (Fastest - QR Scan):

The student opens their Khas Learn Moodle Mobile App, navigates to the course, finds the "Attendance" activity, and taps "Scan QR Code."

Alternatively, they use their phone's main camera to scan the code, which will direct them to the Khas Learn system in their browser.

Because the code contains the unique password (from our setup in Part 1), the student is checked in as "Present" the moment they confirm.

Path 2 (Alternative - Manual Passcode):

If the student's camera is not working, they can log in to Khas Learn, go to the "Attendance" activity, and click on the session.

The system will ask for a password.

They type the 5-digit alphanumeric passcode (e.g., X72B9) from the projector screen and click "Save."

4. How Security is Maintained:

Anti-Sharing: This QR code/password is valid only for this specific class session.

Rotation: The code on the screen automatically refreshes every 15-30 seconds. Even if a student takes a screenshot and sends it to a friend, the code
will be invalid by the time the friend tries to use it.

Live Monitoring: You can see exactly who has checked in (and who hasn't) in real-time on the projected screen.

5. End the Session:

After a sufficient time (e.g., 5 minutes), click the "Finish session" button in the top-right corner to close the attendance.
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Method B: Manual Attendance (Instructor-Controlled)

Use this method if QR scanning isn’t possible or if you need to manually adjust student statuses.

1.  Go to Sessions → click the green ▶ icon (Take attendance).

    2. Mark each student as Present (P), Late (L), Excused (E), or Absent (A).

    3. 💡 Tip: Click P at the top to mark all as Present, then adjust exceptions.

Click Save attendance at the bottom to finalize.



Directorate of Information Technology

KADIR HAS UNIVERSITY LEARNING MANAGEMENT SYSTEM – KHAS LEARN

Part 3: Reporting and Exporting Data

View Attendance Reports

1.  Inside the Attendance activity, click the Report tab.

   2. View student attendance summaries, total points, and percentages.
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Export Attendance Data

1.  Click the Export tab.

    2. Select your preferred format (recommended: Excel format).
   
    3. Adjust filters (group, date range) if needed.
  
    4. Click OK to download the report.



📞SUPPORT & CONTACT
KYou can reach the Support Team directly for your technical and academic support needs related to KHAS Learn.

 Through the e-mail address and phone number below, you can get help with course management, content addition, course design, assignment/quiz settings, and
assessment methods.

🖥️ Submitting a Support Request via MyKHAS Ticket System

1.Log in to the MyKHAS system.
2.From the top menu, click on the Support tab.
3.Click the New (+) button in the upper-right corner.
4. In the new window, under Information Technologies, select Learn Support Request.
5.Fill out the form and describe your issue or request in detail.

📧 E-mail Support

For issues related to KHAS Learn, you can contact us directly via e-mail:

 📧 learn@khas.edu.tr

☎️ Phone Support

You can reach the Educational Technologies Team by phone:

 📞 (0 212) 533 65 32 / Extension: 1210
👤 Yunus Akarsu – Educational Technologies Senior Specialist
 🕓 Working Hours: Weekdays 08:30 – 17:30
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