Using the RollCall Mobile App Last Modified: 4/21/2022

KN@WLEDGELINK

This job-aid explains how to set up and use the RollCall mobile app to scan badges for class attendance. NOTE: You
must have an instructor account set up in Knowledge Link prior to setting up RollCall on your mobile device.

Set Up the RollCall App

1. IniOS App Store, search for “Rollcall Ims” and tap Get to install.

2. Open the app, enter the instructor email address, and tap Submit.

3. Select UPenn and tap Submit.

4. Wait for a confirmation code to be sent to the email address. Enter the confirmation code and tap Authenticate.

5. Create a PIN for this device. (Enter your PIN twice, then tap Continue.) You will need this PIN to access RollCall on
this device.
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6. Tap the menuicon in the top right, then tap Account Settings.

7. Turn on “Toggle continuous scan”, and turn on “Magnetic Stripe Cards” as shown below. Tap the back arrow (<) to
return to the main screen.

Account Settings

¢ Account Settings
> Togele continuous scan

~  Toggle continuous scan
> Sounds
ntinuaus scan mode allows you te scan multipls codes
>

X i ioul having o press the camera button multiple imes.
Magnetic Stripe Cards "
@

ou can adjust how much time passes afler a successful scan
before the camara automatically opens for ancther scan.
Walue must be between 0.5 seconds and 4 seconds.

> NFC

* RFID

> Change your server address. Seconds

15

Change delay tme

Sounds

Select only one...

For this type of device:

magnetic s card reacler rather
scan barcodes

s setting enabled and a card reader plugged into your
. press the camers button and then swipe a card to add
rner; we resemmend also enatdling continuous scan
mede to expedite attendance taking.

ey

8 Account Seftings ‘

A2 Group Your Sessions

{7} Help

Read magnetic stripe cards using a MagTek card reader

rather than scan barcodes.
£ Shgn out

With this setting enabled and a MagTek card reader
plugged into your device, there is no need to press the

camera BUIton; You can just swipe a card to add a
learner.

For this type of device:

Note: this feature is only available on iOS devices.
,
@

> NFC

> RFID

% Note: You can repeat these steps for other instructor email addresses on the same device, if needed.

®» Continue to the next page to learn how to Use the RollCall App.
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Use the RollCall App
1. Open the app, enter the instructor email address, then enter the PIN created during setup.

% If you forgot your PIN, tap the help button (?) at the top of the screen, tap the Forgot your PIN option, and
follow the on-screen instructions.

2. You will see the My Sessions screen. All classes associated with the instructor email address will be listed. If your
class is listed, continue to step 3. If you need a class or item that is not listed, use the steps A-C below.

A. Tap the plus (+) symbol near the top of the screen.
e RollCall - My Sessions (4) *‘F =
B. Enter the Class ID or partial Item ID or name to find the class or > Dates Scheduled to Instruct
|tem . This is a test ILT course. (HS.20002.ITEM TESTILT3)
Test ILT Course 1
Attendees >
C. Tap the checkbox next to the class or item you wish to add to Lacatin: 1500 Marker, W, ersion 1

Start: 08/26/2020 09:00 EDT

your list, and then tap Save near the bottom of the screen. The
selected classes and/or items will be added to your My Sessions

screen. e
¢ Catalog ltems 4

I Zollenduser XI
Zoll end user training sessions
¥ The clock symbol indicates a class. The symbol "1x1" indicates a Zoll End User Training
. . . . . ]
course (not associated with a specific date/time/location). Lacation: nt et ersion1

Start: not set
End: not set

0 Zoll end user training sessians
@ Zoll End User Training
2

~ Location: HUP's Center fo. Version 1
Start: 02/24/2021 09:00 EST
End: 02/24/2021 10:00 EST

cancet || save «

3. Onyour My Sessions screen, tap the class or item for which you will be scanning badges. A list of pre-registered
attendees will be shown.

¥ If you selected an item, no attendees will be shown. You J) tmnicnte LS
may proceed with the remaining steps to give Comp/etion PennChart APM/AMB/RAD: Schedgistration for Practi...
at the Item /evel 1 2 3 4 Overview

Start date: 05/04/2021 09:00 EDT
End date: 05/04/2021 17:30 EDT

Registered

Registered
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4. Plug the badge scanner into the mobile device and proceed as follows:

A. If this is a multiple-day class, you will see numbered tabs for each
day above the attendee list. Be sure you have selected the correct .
PennChart APM/AMB/RAD: Schedgistration for Practi..
day before continuing. If this is a one-day class, proceed to the next L2 3 ¢ onner <fum

< Attendance @ =

Ste p . Start date: 05/04/2021 09:00 EDT
End date: 05/04/2021 17:30 EDT

B. Tap the cameraicon at the top of the screen.

Registered

C. Swipe each employee badge in succession. For each swipe, the
attendee's status will change from “Registered” to “Active.”
(Unregistered attendees will automatically be registered and set to -
"Active" when they swipe their badge.) A N

PennChart APM/AMB/RAD: Schedgistration for Practi.

®» If the employee does not have a badge, or the badge swipe is not -

Start date: 05/04/2021 09:00 EDT

working, see How to Manually Enter Attendance. End date 0510412222 1730 €07

®» |f there are no shows or people to cancel, see How to Enter No Regisered
Shows or Cancel Registrations.

®» To cancel taking attendance altogether, see How to Cancel
Attendance.

% If this is a multiple-day class, and it is NOT the last day, stop here.
Do not submit. You will repeat steps 1-4 for each subsequent day.

Add Attendee via Swipe ’
Swipe an id an attendee.
a e

5. For a one-day class, once all attendees are scanned in, tap the Submit button then tap Yes to confirm.

6. For a multiple-day class, on the last day of class, continue as follows:
< Aftendance =
A. Tap the Overview tab above the attendance list. The Overview tab PennChart APMIAMBIRAD: Schedgistration for Pract..
shows the attendees who were swiped in for all days. If there are 12 s o [
people missing that should be given credit, tap the individual tabs El_adnddtte:DOE?(f;ﬂzﬂzzlllgaéaoEiDTT
for each day to determine which day those people were not o
scanned in. If you want to manually mark attendance, see How to
Manually Enter Attendance.
B. To give credit for everyone listed on the Overview tab, return to
the Overview tab, tap Submit, then tap Yes to confirm. e
% If a Knowledge Link survey is attached to the course, users must
complete the survey before they receive completion credit.
% If any attendees join the class after the attendance has been ot »
submitted, the instructor must give them credit manually in
Knowledge Link.
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How to Manually Enter Attendance
1. If the employee's name is in the list:
A. Tap the employee's name in the list.
B. Tap Manual Check-in (eSignature).

C. Read warning and tap “Yes” if you agree.

Q Attendance B =

PennChart APM/AMB/RAD: Schedgistration for Practi..

Are you sure you want to add Joseph RSSO to the
session? By pressing yes, you confirm that you are

+ Manual Check:in (eSignature) *

X Make NoShow

following your campany's policies for adding a learner
wha does not have their badge.

* Yes

1 2 3 4 Overview

Start date: 05/04/2021 09:00 EDT
End date: 05/04/2021 17:30 EDT

Cancel

<

Registered

2. If the employee's name is NOT in the list:
% Unplug the scanner (you must do this or the on-screen keyboard will not work).
A. Tap the menuicon, then
B. Tap Add Attendee.

C. Type the attendee's name. NOTE: If similar names exist, verify the correct person is selected by typing an
email address or Penn ID instead.

D. Select the attendee name.
E. Tap Add Learner.

F. Read warning and tap “Yes” if you agree.

Select Learner

¢ Attendance »= Choose Your Action 25346867 *

PennChart APM/AMB/RAD: Schedgistration for Practi...
+ Add Attendee «

1 2 3 4 Oveniew

YV Sort Attendance

Start date: 05/04/2021 09:00 EDT
End date: 05/04/2021 17:30 EDT

& Transfer to Different Instructor

Cancel

Registered
Select Learner e ) Confirmation
a
25346867 X Are you sure you want to add Joseph Russo 1o the

session? By pressing yes, you confirm that you are
Tollowing your company's policies for adding a learner

Joseph Russo

. who does not have their badge.
25346867 * e
Joe Russo@pennmedicine.upenn.edu » Ves

!

[ 8 Add Leamer
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How to Enter No Shows or Cancel Registrations
A. Tap Cancel to close the Add Attendee box.
B. Tap the employee's name in the list.

C. Tap Make NoShow.

Add Attendee via Swipe

° If dESIred, you may tap "Make Cance“edll tO Swipe an ID card to add an attendee.
. . . . (D card data (required)
cancel the registration without marking the
employee as a no show.

D. Read warning and tap “Yes” if you agree.

% You MUST enter no shows or cancel registrations for e Attendance @ =
people who did not SWipe in. OtherWise, the users will PennChart APM/AMB/RAD: Schedgistration for Practi...
remain "enrolled" in the Knowledge Link class and may T —

not be able to enroll in a future class.

Start date: 05/04/2021 09:00 EDT
End date: 05/04/2021 17:30 EDT

<4

Registered

+' Manual Check-in (eSignature)

X Make Cancelled

¥ Make NoShow (

Cancel

() Confirmation

Are you sure you want to make this learner NoShow?
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How to Cancel Attendance

A. On the attendance list, tap Cancel. 0 Attendance =

. . . P Chart APM/AMB/RAD: Schedgi ion for P
B. In the confirmation window, tap Yes. ennehart chedgisiration for Pract

1 2 3 4 Overview

This tab shows learners who will have a learning record
created in the LMS. No attendance actions can be performed
here other than editing comments.

% Cancelling the attendance does not cancel the class.
However, cancelling the attendance does remove the

class from your list of classes. You can re-add the class comments: Adtive
to your list of classes by following the steps under Use
the RollCall App. cancel h ubmit

(%) Confirmation

Are you sure you want to cancel this session?
(Cancelling a session does not result in anything being
changed in the LMS)
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