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Navigate: How to Record Class Attendance 

1. Once you have logged in to Navigate, make sure your Home screen is set to your Professor Home, if it is not, 
click the menu button to select Professor Home. 

 

2. Click the Record My Class Attendance link in the Quick Links box. 

 

3. From the Choose a Course box, select the course for which you need to record attendance. 
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4. Scroll down below the Choose a Course box until you see the Choose a Date calendar.  Select the date for which 

you need to record class attendance. 

 

5. Scroll up until you see your class roster appear, with the options to record Present?, Absent?, Tardy?, or 

Excused?. 
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6. If you wish to only record those who are Absent?, you can click the check box at the bottom of the roster to 

Mark Remaining Present. 

 

7. Click the Save Attendance button before leaving this screen. 

 

8. If you would like to see your course attendance through an Excel spreadsheet, click the To Excel link located 

below your course, in the Choose a Course box. 
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9. Your Excel spreadsheet will include a Legend for each of the attendance markers. 
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