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Master how to take attendance with Wooclap. Easily track participant presence and keep your sessions 
organized with this simple feature! 

Activating the attendance sheet for Wooclap events 

The attendance sheet feature allows you to track participant presence seamlessly during your events, offering 
valuable insights and simplifying the participants management process. This feature is available to all 
Wooclap users. 

 

 

You can connect to Wooclap in three different ways: 

1. Via Brightspace by adding a Wooclap event (i.e. an activity) to your course content. Integrating Wooclap events 
directly into your Brightspace course content will allow your students to access your event with just one click.  

To add a Wooclap event to your course content, complete the following steps: 

A. Log into Brightspace and then access the course in which you want to add a Wooclap activity. 
 

B. Next, via your course navigation bar, click on Content and navigate to the Module where you want to add the activity. 

C. Click on Add Activity. 

 

CONNECT TO WOOCLAP AND CREATE AN EVENT 

https://downloads.intercomcdn.com/i/o/929424442/80fc34203917c9d1109718ba/EN+How+does+it+work.png?expires=1767825000&signature=1845610c0852f160f05181d9c306662dccb627ff35605ae98b5a269f3a06b8fd&req=fSIuEst6mYVdFb4f3HP0gK%2B7igGWoccJkxPWVjWiBTDsYRwiT4pxlv6TjIwc%0APTx1XVfVHsuxdviVXg%3D%3D%0A
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D. From the drop-down menu, select External Learning Tools. A list of tools will appear. 

 
E. Then, select Wooclap. A link titled Wooclap will be added to the content of your course. Click on it to access the 

tool. 
 

F. You will automatically be logged into the Wooclap platform with your UoAccess credentials and you will have 
access to Wooclap functions. Note: To open Wooclap in another window, click on the full-screen icon. 
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2. Via www.wooclap.com 

A. Click on Log in and connect to Wooclap with your uOttawa credentials. 
 

 
B. Then click on Create Event. 

 

 
 

3. Via MS Teams. To learn more, please refer to the following video tutorial: How to use 
Wooclap in Microsoft Teams. 

 
 

Important: To automatically create your Wooclap account, your must first connect to Wooclap via 
Brightspace (step 1). Subsequent logins with your uOttawa credentials can be made via 
www.wooclap.com. 
 
C. Name your event accordingly. For example: 
 

 
 

Activate the Attendance.sheet 

To activate the Attendance sheet, first go to your event's ��� Settings (1) and activate the 
authentication and the Attendance.sheet (3) under Authentication (2). 

http://www.wooclap.com/
https://www.youtube.com/watch?v=NkDMAMHSW4U
https://www.youtube.com/watch?v=NkDMAMHSW4U
http://www.wooclap.com/
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Add a question 

Create a MCQ or any other type of questions you want to use. Save. 

 

Here is an example of MCQ you could use: 

 

 

https://downloads.intercomcdn.com/i/o/uw5zb74r/1788636151/464f172118fd3c7555fde145eade/2025-10-21_11-49-10.png?expires=1767825000&signature=b447606fa894d6d60af59ac8fa9cf5bab1ec2bdf5537f84e474febe0f785cc43&req=dScvHs99m4BaWPMW1HO4zRqad6ht0iVf5b7Wj2AhdiFrxAjhq5enaXHtwv6i%0AIg966FhH%2FFd1anjEPxw%3D%0A
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Participants will immediately be directed to the attendance sheet. Participants will be 
asked to confirm their identity via the attendance sheet before accessing the event 
content. This sheet captures crucial data such as the participant names and the 
timestamps corresponding to the moment they have accessed the event. 
 

 

Authentication and Attendance.sheet 

���Results will stay anonymous if you do not activate Authentication alongside 
the Attendance sheet. Names provided in the attendance sheet will not be used to 
identify which participant gave which answer. 

You can authorize Authentication and Attendance sheet at the same time. In this case, 
participants will first be asked to login before seeing the attendance sheet. Participants can 
modify their first and last name in this screen.  
 
When you activate authentication, you will see the participant's e-mail address in the 
report in addition to their first name, last name and attendance date. 

 

 

 

 

https://docs.wooclap.com/en/articles/674920-can-i-identify-the-participants
https://downloads.intercomcdn.com/i/o/1108702524/b0df3ae7d4ab9a019c3a057f/2024-07-10_10-46-48.png?expires=1767825000&signature=af08e59d2f5c12229759e87676da548b7183aa7bf47ed13dc2552d0fe291740a&req=dSEnHs5%2Bn4RdXfMW1HO4zX%2FvoYGI3Hhc%2FxSdyABYec%2Bn7Aa3ey9nNpxTSO%2B1%0ALDDe8OhlCz6vXWHUrB8%3D%0A
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Log in to your Wooclap account. Or click Wooclap from the Brightspace module where you 
created your event. 

Click on your event or today’s course on the My Events page,  

Start the event or display the question so that learners can respond. 

 

Access codes and links will appear on the screen so that attendees can scan them or use a 
web browser directly to confirm their attendance. 

 

They will need to log in using their uoAccess account and confirm their attendance for 
today’s session. 

 

Review and export the data 

Once the Attendance sheet feature is activated, a new tab (1) appears in the Report section 
of your event dashboard. 

����� You will always find the Attendance sheet in the Live session report, whether 
participants answered a live or a self-paced session. 

You can export the data of the attendance sheet either to PDF (2) or Excel (3) for easy 
sharing and documentation.  

LAUNCH THE EVENT (ATTENDANCE SHEET) 

https://docs.wooclap.com/en/articles/674825-self-paced-session
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When you export your attendance sheet as PDF you can add administrative data to it such 
as the event date, start and end time of the event, event location and the name the 
presenter. Furthemore you can add your organisation's logo and edit the event name as 
well as your organisation's name. 
 

 

https://downloads.intercomcdn.com/i/o/uw5zb74r/1224323557/705911b67e9967a357cf69a31ac3/2024-10-22_10-40-50.png?expires=1767825000&signature=a24b49274454586c7a853a539477e6dcaf5ac32e6b09f249880c9a8ad4ccfa0b&req=dSIlEsp8noRaXvMW1HO4zUwpc29Tf5xj2GNmgcw1AKrl3LLkoUfhAcFqtmQ9%0AlkOXV5%2BZPat3vopAwuk%3D%0A
https://downloads.intercomcdn.com/i/o/uw5zb74r/1224326924/329e0eb4273e2e755b3015b61fff/2024-10-22_10-44-49.png?expires=1767825000&signature=f72c06911d092b4fb513b44fd1a44ad42215845ecd0461471490ea7e4d92a2f2&req=dSIlEsp8m4hdXfMW1HO4zY%2F5NOWPLEVMPvwe9n9Jnwolglc2exD%2FIn6I7YHo%0AHaSJm9cZcOZdnUVWM8s%3D%0A
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After you click on Export as PDF your attendance sheet will be downloaded. This 
attendance sheet will contain the information you added as well as the list of attendees.  
 

 

 

https://downloads.intercomcdn.com/i/o/uw5zb74r/1224328504/e5ca968f08fc4723fdb8c4a823f4/2024-10-22_10-46-14.png?expires=1767825000&signature=d9695f27c3a041411f3d275e0c7c31c6702df253b31c8987acf9d88c9793e571&req=dSIlEsp8lYRfXfMW1HO4zRn64KfutQBmNfbOKwn86t0UfahdBOlV7DrIPS3%2F%0ArR%2F6LsF3yOK5iwZMn8Q%3D%0A

