Recording bulk tutorial attendance
To record tutorial attendance for multiple tutees at a time, go to the Bulk Tutorial links on the
Academic tutorials page on the portal.

Both links do the same thing, but the first link gives you further options to retrieve your tutees and
the option to email your tutees with any comments you have. The second link is a simpler version
that just adds records to the RISIS database.

Bulk tutorial attendance recording
If you click on the first link (‘Bulk Tutorial Attendance Recording’), you will see the following:

Here you can change the criteria for retrieving your tutees. For example, you may have a lot of
tutees and want to only bring back the Undergraduate students, or first year students.
Enter your search criteria and click Continue.
You should then see a list of your tutees like the below:

To add a tutorial meeting record, please click the checkboxes next to the relevant students

Then in the second box, you can enter the Meeting date, time and type of meeting. Please note that
all these fields are optional, but you will have to enter the meeting date on the next page if you do
not do so here.

Once you click Continue, you should see a list of the students you selected with the option to add
information:

On this screen you can change the meeting date and time, whether the student attended, and add
any notes about the meeting (which will be visible to the student on their RISIS portal).
Please note that if you decide not to continue at this stage, you need to click the Cancel button in
the left hand corner of the page, otherwise the records will still be stored.
If you click save, you will then have the option to view and edit the emails that are sent to the
students:

You can select whether to email specific students by clicking on the tick under the Send column, and
click on the View or Edit buttons to see the email content.
If you click on Edit, you will see something like this:

You can then edit the text of the email, and click on the Next button to edit emails for different
students.
When you’re ready to send the emails, click ‘Back to list view’, and then ‘Send selected’.
You should then see a message confirming that the email has sent:

Bulk tutorial attendance recording (simple version)
This is the same as the above version, but without the search stage, and the email step.
When you click on the ‘Bulk Tutorial Attendance Recording (simple version)’ link, you should see a
list of all your tutees:

To add a tutorial meeting record, please click the checkboxes next to the relevant students

Then in the second box, you can enter the Meeting date, time and type of meeting. Please note that
all these fields are optional, but you will have to enter the meeting date on the next page if you do
not do so here.

Once you click Continue, you should see a list of the students you selected with the option to add
information:

On this screen you can change the meeting date and time, whether the student attended, and add
any notes about the meeting (which will be visible to the student on their RISIS portal).
Please note that if you decide not to continue at this stage, you need to click the Cancel button in
the left hand corner of the page, otherwise the records will still be stored.

Once you click Save, the records will be available to view via the Tutor card and the reports on the
Academic Tutorials page.

