Self Service
Attendance Instructions for Faculty

Summary: Beginning in the 2022 Spring semester we will no longer send out the paper census rolls for
instructors to complete and send back to the Registrar’s Office. The instructor will now record
attendance in Self Service. We are piloting the Self Service Attendance process during the 2021 Fall
semester for all 2" 8 week classes and will make adjustments as necessary for the 2022 Spring
semester. Instructors for those classes will take attendance using both Self Service along with the
traditional paper copy of census roll.

This document will provide instructions to faculty on how to record attendance in Self Service.

Part | shows how to login and locate your courses & new features (pages 2 - 5).

Part Il shows how to record attendance for a Face to Face Course (pages 6 - 9).

Part Ill shows how to record attendance for an Online Course (pages 10 - 13).

Part IV shows how to record attendance for a Hybrid Course (pages 14 — 15).

Part V shows how to record attendance for an Independent Study Course (which is contact hours not
membership hours) (pages 16 — 18).

Part VI shows you how to certify your census rolls (page 19).
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Step I: Login to Self Service

Navigate to our homepage (www.alamancecc.edu) and click on Quick Links which is in yellow
near the top middle of the page. Then select Self Service as shown below:

APPLY NOW

Alamance

Community
College

Student Employee General

Self Sarvice Human Resources Campus-Wide Calendar

Aviso Engay. Employee Absence/lLeave Form Email

WebAdvisor Emplovment Opportunities

15t — Click on “Quick Links”

Printina
Moodle
Admissions
Financial Aid

Course Catalog

2"%: Click on “Self Service”

Student Handbook
Student ID & Parking Pass
Other Publications

Transcript Info & Graduation

Cuuiae 1y pes
Search Courses
Career & College Promise

Adult High School/GED/ESL

Application

Title IX
Transcript Request

Public Safety
Tutoring Center

is our priority.

Why choose ACC?

START YOUR JOURNEY HERE

Services for
Business and Industry

Current
Students

GED/Adult
High School /ESL

Prospective
Students

The following screen will popup:

SERVICES FOR SERVICES FOR
STUDENTS ALUMN

Alamance

Community
College

DEGREES AND
PROGRAMS

HIWTD
APPLY

PAYING FOR

HOME COLLEGE

BELIEVE

BELONG
BE< "N ME

Self Service

ABOUT ACC CONTACT US

HOME SELF SERVICE 4

- Click on “Self Service Login’

Self Service

Self Service

Self Service Login

Self-Service is an innovative syffent planning tool. Through Self Service, students can: plan their classes, register for classes, view
their class schedule, view thgfffinancial aid information, view grades, access their unofficial transcript, apply for graduation, reset
password, and much morg

Self Service Student Guide (PDF)
Password Reset

Search for Courses and Course

Sections Download the

Self Service Student Guide (PDF)

Self-Service
@alamancecc
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http://www.alamancecc.edu/

/1 Alamance
Al L Formmine Colege

AlamanceCC Self-
Service

User name

—

Password

- Enter User Name and Password
& Click “Sign In”

Hello, Welcome to Colleague Self-Service!
Choose a category to get started.

Student Finance

‘ Course Catalog
Here you can view and search the course catalog.

Here you can view your latest statement and make a payment online.

@© 2000-2021 Ellucian Company L.P. and its affiliates. All rights res

Student Planning
Here you can search for courses, plan your terms, and schedule & register
your course sections.

Faculty

u can view your active classes and submit grades and waivers for

ed. Privacy

Click on “Faculty”

A list of all of your assigned courses are listed — as shown below:

Daily, Work Faculty Faculty Overview

Manage your courses by selecting a section below

2021 Fall Semester

Section Times

ACA-111-01W: College Student M 11:15 AM - 12:10 PM
Success 8/16/2021 - 12/14/2021
ACA-111-04: College Student TBD

Success 8/16/2021 - 12/14/2021
ACA-111-51E: College Student 10/12/2021 - 12/14/2021
Success

Locations

TBD

Classroom Hours

Books Census Dates

8/23/2021 Census

Off Campus Locations for CU, 8/23/2021 Census

OFFC1

Classroom Hours

Distance Education/Online, ONLNE 10/21/2021 Census - Certification Opens

Online Class

On 10/21/2021
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New features:

Click on any one of your courses and the following will pop up:

Daily Work Faculty Faculty Overview

Section Details

< Back to Courses

ACA-122-47H: College Transfer Success
2021 Fall Semester Three new Features

Graham Campus

L. - Deadline Dates

Wing. A324 Lab/Shop Hours

L, - Attendance Tab
IWITh/F/Sa/Su -
1-10/11

Educa

> - Census Tab

Waitlisted 0
Roster Attendance arading Permissior S
& Print B2 Email &l @ Export
Student Name Student ID Class Level Preferred Email

Freshman Associate

Freshman Associate

Click on Deadline Dates & the following pops up with information on key deadline dates for the course:

Daily Work Faculty Faculty Overview

Section Details

< Back to Courses

ACA-122-47H: College Transfer Success

2021 Fall Semester
Graham Campus

T/Th 12:40 PM - 1:35 PM Deadline Dates >
8/16/2021 - 10/11/2021
A Wing. A324 Lab/Shop Hours ACA-122-47H: College Transfer Success
2021 Fall semester
MTAWITh/F/Sarsu -
8/16/2021 - 10/11/2021 Last Day to Add 7/202

Distance Education/Cnline, ONLNE L/
First Day to Drop

Seats Available S of 20
Last Day to Drop without a Grade

Deadline Dates

Last Day to Drop with a Grade
waitlisted O

Roster Attendance Close

& Print B3 Email All @ Export  ~~

Student Name Student ID Class Level Preferred Email

Freshman Associate

Freshman Associate
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Click on Census Column and the following pops up:

Daily Work Faculty Faculty Overview

Section Details

< Back to Courses

“Never Attended” and “Last Date of Attendance” are not active
and instructors do not have access
(Registrars’ Office processes all drops)

Certify Button
Used after census date by
instructor to certify roster.
Notice that button is greyed
out until after census date

A Wing, A324 Lab/Shop Hours

M/T/W/Th/F/Sa/Su -
8/16/2021 - 10/11/2021
Distance Education/Online, ONLNE Lab/Shop§dours

Seats Available 9 of 20

Deadline Dates

Waitlisted 0

Roster Attendance Census

8/20/2021 Census

Student Name Student ID Never Attended Last Date of Attendance Class Level Credits

Freshman Associate
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Il - Recording Attendance for a Face to Face class:

Select a face to face class

Daily Work Faculty Faculty Overview

&

Manage your courses by selecting a section below

2021 Fall semester

Click on “ACA-111-01W ...”

Section Books Census Dates

M 11:15 AM - 12:10 PM TBD 8/23/2021 Census

8/16/2021 - 12/14/2021 Classroom Hours

TBD Off Campus Locations for CU, 8/23/2021 Census

8/16/2021 - 12/14/2021 QFFC1
Classroom Hours

10/12/2021 - 1211472021 Distance Education/Online, ONLNE 10/21/2021 Census - Certification Opens
Online Class ©n 10/21/2021

M/W 12:40 PM - 1:35 PM TBD 10/25/2021 Census - Certification Opens

10/12/2021 - 12/14/2021 Classroom Hours On 10/25/2021

T12:40 PM - 1:35 PM TBD 10/21/2021 Census - Certification Opens

10/12/2021 - 12/14/2021 Lab/Shop Hours 0n 10/21/2021

TBD Distance Education/Online, ONLNE
10/12/2021 - 12/14/2021 Lab/Shop Hours

©® 2000-2021 Ellucian Company L.P. and its affiliates. All rights reser Privacy

The roster for the class is the default screen that will be displayed — as shown below:

Daily Work Faculty Faculty Over

Section Details

< Back to Courses

ACA-111-01W: College Student Success

2021 Fall Semester
Graham Campus

H " ”
11245 AN 1710 P4 Click on “Attendance” to open
e the Attendance Module

Waitlisted 0
Roster Attenc Census
& Print B3 Email Al @ Export s
Student Name Student ID Class Level Preferred Email

Freshman Certificate/Diploma

Freshman Associate

Freshman Certificate/Diploma
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Daily Work Faculty Faculty Overview

Section Details

¢ Back to Courses

ACA-111-01W: College Student Success

2021 Fall Semester
Graham Campus

M 11:15 AM - 12:10 PM
8/16/2021 - 12/14/2021
TBD

Seats Available 16 of 20

Select Date

Attendance Census Grading Waitlist
Update All v Select Date| 8/23/2021 (Monday) v
Student 11:15 AM Last Attendance Recorded P A E L
Py 0 0 0 0
Select e (2)
Select Attendance v \Q_D/
—~ 0 0 0 0
Select Attendance  v| ()
S ndar (=)
—~ 0 0 0 0
Select Attendance  v| ()
r r \_/
< Back to Courses
ACA-111-01W: College Student Success
2021 Fall Semester
Graham Campus
M 11:15 AM - 12:10 PM
8/16/2021 - 12/14/2021
TBD
Seats Available 16 of 20
Deadline Dates
Waitlisted 0
Attendance Census Grading Waitlist
Update All V‘ Select Date| §/23/2021 (Monday) v
Update Empty Records to Present Last Attendance Recorded P A E L
Update Empty Records to Absent
~ 0 0 0 0
&)
— 0 0 0 0
Select Attendancly ~ ‘({E))‘
— 0 0 0 0
tAttendance (®)
0 0 0 0
Select Attendance v
© 2021 Ellucian CMpany L.P. and its affiliates. All rights reserved. Privacy

AY
Select either “Update All” as shown above or
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Select “Attendance” for each student as shown below

< Back to Courses

2021 Fall semester
Graham Campus

AM -12:10 PM

Seats Available 16 of 20

Deadline Dates

ACA-111-01W: College Student fpuccess

Waitlisted 0
Roster Attendance Census ading Book: Perm: itli
Update All v Select Date| 8/23/2021 (Monday) v
Student 11:15 AM Last Attendance Recorded P A E
I(é;l 0 0 [} 0

Select Attendance
Present — 0 0 0 0

Absent, no excuse
Absent, excus . .
‘ . o This link allows you to
Select Attendance  w| | =
. make comments on
select attendance | (2) individual students
© 2000-2021 Ellucian Company L.P. and its affiliates. All rights reserved. Privacy

Note that there are four options for attendance:
P = Present
A = Absent — No Excuse
E = Absent — Excused
L = Late

(A tip —If you have a large number of students in the class, it is a time consuming process to
individually mark attendance for each individual student when perhaps only one of the students is not
present. So - use the Update all function and then go to the attendance record for that individual
student who is not present and change his attendance record to the appropriate one.)

< Back to Courses

ACA-111-01W: College Student Success

2021 Fall Semester
Graham Campus

M 11:15 AM - 12:10 PM
8/16/2021 - 12/14/2021
TBD

Seats Available 16 of 20

Deadline Dates

‘Waitlisted O

Roster Attendance - at 11:15 AM on 8/16/2021

Update All

Student

Example of a comment for a student.

= Enter a comment up to 50 characters

Select Date| 8/16/2021 (Monday)
8 | Eexcused Absence - Doctor Appointment L e )

" Absent, excused V\| St k ol

— \ Note that the icon for

- 8/23/2021 _ . .

| present 5 comments is darkened in

<] s =2 - which signifies that a
comment is present.
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Final Attendance in Self Service — Face to Face Example

< Back to Courses

ACA-111-01W: College Student Success

2021 Fall Semester
Graham Campus

M 11:15 AM - 12:10 PM
8/16/2021 - 12/14/2021
TBD

Seats Available 16 of 20

Deadline Dates
Waitlisted 0
Roster Attendance Census Grading Books Permissions Waitlist
Update Al v Select Date| 8/16/2021 (Monday) ~
Student 11:15 AM Last Attendance Recorded P A
N 8/23/2021 2 0 0 0
Present v |\€)/\
8/23/2021 1 0 1 0
Absent, excused A @
N 8/23/2021 2 0 b} 0
Present v |\€)j\
N 8/23/2021 2 4] 0 0
Present ~ '\@/‘

0-2021 Ellucian Company L.P. and its affiliates. All rights reserved. Privacy.

Some items to be aware of:

1%t — There is no enter or submit button — whatever you enter is automatically updated and
synched to our database (Colleague).

2" - Instructors cannot go back and change attendance for prior dates. Academic Deans will
have that access.

3™ — Students can see their attendance for their classes but not any comments you have
entered.

4t — Attendance must be taken for each student listed for each date that you take attendance.

5t — The “Last Attendance Recorded” column shows the last date that attendance was
recorded.

6" — The P (Present), A (Absent — Unexcused), E (Absent — Excused), and L (Late) columns are
cumulative and will show the totals as of the last date that attendance was recorded.

7t — Be aware that the requirement for a student to attend a class on or before the census date
is still a requirement — nothing has changed on that aspect of attendance. In addition —the college
requirement is that if a student misses 20% of a class they must be dropped.
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1l — Online courses

Select an online (E) course

Daily Work Faculty Faculty Overvi

Manage your courses by selecting a section below

Click on “ACA-111-02E ...”

2021 Fall Semester

Section Locations Books Census Dates
TBD 8/23/2021 Census
Classroom Hours

M/T/W/Th/F/Sa/su - Distance Education/Online, 1 Census - Certification Opens

8/16/2021 -12/14/2 ONLNE On 8/25/2021
Online Class
TBD Off Campus Locations for CU. 021 Census

8/16/2021 - 12/14/2021 OFFC1
Classroom Hours

on Opens

oom Hours

Distance Education/Online,
ONLNE

Classroom Hours

H Bldg, 302

Lab/Shop Hours

Distance Education/Online, 10/21/2021 Census - Certification Opens

10/12/2021-12/1 1 ONLNE On 10/21/2021
Classroom Hours

021 Census - Certification Opens

/25/2021

TBD 10/21/2021 Census - Certification Opens

NN PPN

Roster appears as shown below

Daily Work Faculty Faculty Overview

Section Details

< Back to Courses

ACA-111-02E: College Student Success

2021 Fall semester
Online Course

Click on “Attendance”

Waitlisted 0

Roster rading missions
& Print &4 Email Al @ Export v
Student Name Student ID Class Level Preferred Email

Sophomore As

Freshman Associate

Freshman Associate
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Daily Work Faculty

Section Details

< Back to Courses

2021 Fall Semester
Online Course

M/T/W/Th/F/Sa/su -
8/16/2021 -12/14/2021

Seats Available 0 of 25

Faculty Overview

Distance Education/Online, ONLNE Online Class

ACA-111-02E: College Student Success

Select Date to
Record Attendance”

Deadline Dates
Waitlisted 0
oster Attendance Census Grading Books rmis: Waitlist
st me or . Q Update Al v 08/24/202
Student Date Last Attendance
Recorded August 2021
Su Mo Tu We Th Fr Sa
Select Attendance v
/ /2021
. 8/24/202 25 26 27 28 29 30 31
&)
1 2 3 4 5 6 7
Select Attendance v
_ 8/24/2021 8 9 10 11 12 13 14
(®)

Note — In order to stay in the class the student must complete an assignment on
or prior to the census date and an attendance code of P annotated for that date.
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Daily Work Faculty Faculty Overview

Section Details

< Back to Courses

ACA-111-02E: College Student Success

2021 Fall Semester
Online Course

MJ/T/W/Th/F/Sa/Su -

8/16/2021 - 12/14/2021

Distance Education/Online, ONLNE Online Class
Seats Available 0 of 25

Deadline Dates

Waitlisted 0

Attendance Census Grading Books Permissions Waitlist

or 1 Q ‘ Update All v 08/24/202

Update All
Update Empty Records to Present

Student Update Empty Recorgato Absent Last Attendance P A E L
Recorded
I
select Attendance v
0 0 0 0
(=
&)
Select Attendance v
0 o 0 0

®
Select either ”Upda*e All” as shown above or
“Select Attendance” for each student to record attendance as shown below

Daily Work Eaculty FacultQOverview

Section Details

< Back to Courses

ACA-111-02E: Collegq Student Success

2021 Fall Semester
Online Course

M/T/W/Th/F/Sa/su -
8/16/2021 - 12/14/2021
Distance Education/Online, ONLNE Onlige Class

Seats Available 0 of 25

Deadline Dates
Waitlisted 0
Roster Attendance Grading Books Permissions Waitlist
v 08/24/2021
Student Date Last Attendance P A E L
Recorded

Select Attendance v

L 8/24/2021 0 0 0 0
Select Attendance
Present
Absent, no excuse
Absent, excused
_\3'6‘7 8/24/2021 o 0 0 0

(A tip —If you have a large number of students in the class, it is a time consuming process to
individually mark attendance for each individual student when perhaps only 1 of the students is not
present. So - use the Update all function and then go to the attendance record for that individual
student who is not present and change his attendance record to the appropriate one.)
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Final Example for Online class:

NIV TRV E/Sar5U -
8 21 - 12/14/2021

Distance Education/Online, ONLNE Online Class

Seats Available 0 of 25
Deadline Dates
Waitlisted 0

Roster Attendance Census Grading Books Permissions Waitlist

or Q) Update A ~ 08/24/2021

Student Date Last Attendance P A E L
Recorded

Present .

82412021 /2412021 3 0 0 0
=
@)
Absent, no excuse ¥
8/24/2021 8/24/2021 0 3 0 0
(@)
\\;J/I
Present v
8/24/2021 8/24/2027 3 1] 0 0
=
=
‘\’:_) )
Present v
8/24/2021 8/24/2021 2 Q 1 0
(@)
‘\’_;J_/'
Presen v
8/24/2021 8/24/2021 3 0 0 0

Some items to be aware of:

1°t— There is no enter or submit button — whatever you enter is automatically updated and
synched to our database (Colleague).

2" - Instructors cannot go back and change attendance for prior dates. Academic Deans will
have that access.

3" — Students can see their attendance for their classes but not any comments you have
entered.

4™ — The “Last Attendance Recorded” column shows the last date that attendance was
recorded.

5t —The P (Present), A (Absent — Unexcused), E (Absent — Excused), and L (Late) columns are
cumulative and will show the totals as of the last date that attendance was recorded.

6™ — Be aware that the requirement for a student to attend a class on or before the census date
to remain in the class is still a requirement. In addition — the college requirement is that if a student
does not complete an assignment in 14 consecutive days they must be dropped from the class. Our
attendance policy has not changed. If questions on our online attendance policy contact the Distance
Learning Director.
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IV — Hybrid Course

Select a hybrid class as shown below:

Daily Work Faculty Faculty Overview

Manage your courses by selecting a section below

2021 Fall Semester

Click on “ACA-122-47H...”

Section Locations Availability @ Books Census Dates
T/Th 12:40 PM A Wing, A324 9/20/0 8/20/2021 Census
8/16/2021-1 Lab/Shop Hours
M/TAW/Th/F/Sal5u - Distance
8/16/2021-10/11/2021 Education/Online, ONLNE

Lab/Shop Hours
M 11:15 AM - 12:10 PM TBD 16/20/0 8/23/2021 Census
8/16/2021-12/14/2021 Classroom Hours
M/T/WITh/F/Sa/Su - Distance 0/25/0 8/25/2021 Census
8/16/2021-12/14/2021 Education/Online, ONLNE

Online Class
TBD Off Campus Locations for 18/20/0 8/23/2021 Census
8/16/2021 - 12/14/2021 CU, OFFC1

Classroom Hours

© 2000-2021 Elludan Company L.P. and its affiliates. All rights reserved. Privacy

Class roster appears

Daily Work Faculty Faculty Overview

Section Details

¢ Back to Courses

ACA-122-47H: College Transfer Success

2021 Fall Semester
Graham Campus

Select “Attendance”

T/Th 12:40 PM - 1:35 PM
8/16/2021 -10/11/2021
AWing, A324 Lab/Shop Hours

M/T/W/Th/F/Sa/Su -
8/16/2021 -10/11/2021
Distan ducation/Online, ONLNE Lab/Shop Hours

Seats Available 9 of 20

Deadline D.
Waitlisted D
Roster Attendance Grading Books Permissions Waitlist
& print £ Email Al @ Export
Student Name Student ID Class Level Preferred Email

Freshman Associate

Freshman Associate

Click on Attendance
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Select a date

Section Details

< Back to Courses

ACA-122-47H: College Transfer Success

2021 Fall Semester
Graham Campus

T/Th 12:40 PM - 1:35 PM
8/16/2021 - 10/11/2021
AWing, A324 Lab/Shop Hours

M/ [Th/F?
8/ 1-1 0
Distance Education/Online, ONLNE Lab/Shop Hours

Seats Available S of 20

Deadline Dates

0

Attendance Census Grading Boocks

Update All ~
Student Time not specified

=\
Select Attendance v \\g?/l

. (=
Select Attendance \\?/I

X =
Select Attendance ‘\?/'

Select Date

Select Date| 8/16/2021 (Monday) v @ Export W

Last Attendance Recorded P A E L

0 0 1]
0 0 o
0 0 o

Daily Work Faculty Faculty Overview

Section Details

¢ Back to Courses

ACA-122-47H: College Transfer Success

2021 Fall Semester
Graham Campus

T/Th 12:40 PM - 1:35 PM
8/16/2021 - 10/11/2021
A Wing, A324 Lab/Shop Hours

M/T/WITh/FiSa/Su -
8/16/2021 - 10/11/2021
Distance Education/Online, ONLNE Lab/Shop Hours

Seats Available 3 of 20

Deadline Dates
Waitlisted 0
Roste Attendance Census Grading
Update All ~
Student Time not specifi

For hybrid sections, the class meeting
time is not specified for the online
portion, only for the face to face portion.
Attendance must be recorded for both
portions. Enter a P for the first date the
student attends the face to face portions
whether in-person or virtually. Enter an
A for Absent if the student did not
attend. For the online portion enter a P
in the “Time Not specified” column using
the date the assignment was completed.

12:40 PM J

Select Attendance v

= =
) )

STICCTOOte [ 97 27 Z0Z T LT SuayT il
Last P A E L
Attendance
Recorded

0 Q 0 0

Select Attendance  +
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V: Independent Study Classes

Select the Independent Study class (I) that you wish to record attendance for as shown below:

=

[{]

@ ellucian.

Daily Work - Faculty

Manage your courses by selecting a section below

2021 Fall semester

Section

BIO-111-05H: General Biology. |

51E: College Student

: College Student

57H: College Transfer

Faculty Overview

3/16/2021 - 12/14/2021

TBD
8/16/2021 - 12/14/2021

M 11:15 AM - 12:45 PM
8/16/2021 - 12/14/2021

TBD

8/16/2021 - 12/14/2021
M 1:00 PM - 4:00 PM
/16/2021 - 12/14/2021

TBD
10/12/2021 -12/14/2021

M/W 12:40 PM - 1:35 PM
10/12/2021 - 12/14/2021

T1240PM-1:35PM
10/12/2021 - 12/14/2021

& kpdobbinsg79

> signout

@ Help

Click on “ACA-111-041 ...”

Locations

TBD
Classroom Hours

Distance Education/Online,
ONLNE
Online Class

Off Campus Locations for CU,

OFFC1
Classroom Hours

HBldg, 126

Classroom Hours

Distance Education/Online,
ONLNE

Classroom Hours

H Bldg, 302

Lab/Shop Hours

Distance Education/Online,
ONLNE
Classroom Hours

TBD
Classroom Hours

TBD
Lab/Shop Hours

Books

Census Dates

8/23/2021 Census

8/25/2021 Census - Certification Opens
0On 8/25/2021

8/23/2021 Census

8/25/2021 Census - Certification Opens
0On 8/25/2021

10/21/2021 Census - Certification Opens
0On 10/21/2021

10/25/2021 Census - Certification Opens
0On 10/25/2021

10/21/2021 Census - Certification Opens
0On 10/21/2021

@ ellucian.

Daily Work Faculty

Section Details

< Back to Courses

Click on Attendance as shown below:

Faculty Overview

ACA-111-04I: College Student Success

2021 Fall Semester
Graham Campus

TBD
8/16/2021 - 12/14/2021

Off Campus Locations for CU, OFFC1 Classroom Hours

Seats Available 18 of 20

jline Dates

Waitlisted 0

Roster Attendance

Student Name

Student ID

8 kpdobbins379 > signout

Click on “Attendance”

Permissions

Class Level

& Print £ Email All

preferred Email

Sophomore Certificate Diploma
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The following screen will pop up. Note that attendance is recorded in hh:mm (hh= hours and
mm = minutes). An example of 1 hour and 30 minutes would be listed as 01:30. An example entry for
45 minutes is 00:45. Entry must be 4 digits

@ e“uclan £ kpdobbinss7s (> signout ® Help

Daily Work Faculty Faculty Overview

Section Details
o~ < Back to Courses
- ACA-111-04l: College Student Success
2021 Fall semester
Graham Campus
-
TBD
8/16/2021 - 12/14/2021
_ Off Campus Locations for CU, OFFC1 Classroom Hours
&
Seats Available 18 of 20
Deadline Dates
Waitlisted 0
Roster Attendance Census Grading Books Permissions Waitlist

08/24/2021

Stu riQ ‘ ‘ hh
Student Overall Hours Hours to Date
(8/2412021)
00:00 00:00 8/24/2021
01:30 01:30 8/24/2021
< Back to Courses
ACA-111-04I: College Student Success
2021 Fall Semester
Graham Campus
TBD .
8/16/2021 - 12/1472021 Click on Calendar and select

Off Campus Locations for CU, OFFC1 Classroom Hours

date to record attendance

Seats Available 18 of 20

Deadline Dates
Waitlisted 0
Roster Attendance Census Grading Books Permissions Waitlist
Student Name or I, Q ‘ | hh:mm 08/16/2021
Student Overall Hours Hours to
(8/16/2021) August 2021
Su Mo Tu We Th Fr Sa
00:00 00:00
25 26 27 28 29 30 31
00:00 00:00 1 2 3 4 5 6 7

8 9 10 11 12 13 14
15 17 18 19 20 21

© 2000-2021 Ellucian Company L.P. and its affiliates. All rights reserve

22 23 24 25 26 27 28

29 30 31 1 2

w
IS
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Shown below is what pops up if you select a date outside the course dates or a future date.

Daily Work - Faculty ty Qverview

Section Details

< Back to Courses

ACA-111-041: College Student Succ

2021 Fall Semester
Graham Campus

TBD
8/16/2021 - 12/14/2021
Off Campus Locations for CU, OFFC1 Classroom Hours

Seats Available 18 of 20

line D

Waitlisted 0

Attendance Census Grading Books Permissions Waitlist

08/16/2021

8/16/2021

Date entered is less than minimum allowed date of

Student Overall Hours Hours to Date
(8/16/2021)

=

116420
I\SE:)/I 8/16/2021
=N

11620
I\p/l 8/16/2021

1 Ellucian Company L.P. and its affiliates. All rights reserved. Privacy

Final Attendance in Self Service — Independent Study Class Example

Daily Work Eaculty Faculty Overview

Section Details

< Back to Courses

ACA-111-04I: College Student Success

2021 Fall Semester
Graham Campus

TBD
8/16/2021 - 12/14/2021
Off Campus Locations for CU, OFFC1 Classroom Hours

Seats Available 18 of 20

‘Waitlisted 0

ter Attendance Grading Books Waitlist
¢ Name or 1, Q) 08/24/2021
student overall Hours Hours to Date
(8/24/2021)
03:30 03:30 8/24/2021
03:30 03:30 8/24/2021

2021 Ellucian Company L.P. and its affiliates. All rights reserved. Privacy
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VI - Class Roster Certification
(This takes the place of the paper copy of the census roll that we have used in the past.)

Note: You have to certify each of your courses after the 10% (census date) of your class by
following the below procedures:

Click on the Class then Click on the Census Column and the following appears

BIO-275-SB: Microbiology

summer 2021
Pitt Community College

T/Th 11:00 AM - 1:50 PM

5/26/2021 - 7/28/2021

Humber, 215 Lab/shop Hours

TBD

5/26/2021 - 7/28/2021

Asynchronous Class, WEB Classroom Hours
Seats Available 19 of 20

Deadline Dates

Waitlisted 0

Roster Attendance Census Grading Books Permissions Waitlist

6/1/2021 Census

6/1/2021 Census

Student Name Student ID Never Attended Last Date of Class Level

Attendance

Click on the far right button entitled “Certify” — this cannot be done until after the census date.
So if the census date is October 21 then beginning on October 22 this button is enabled and can be
selected.

) Sophomoare Associate 4
M/ddyyyy

Certify Census Attendance

| certify that these students are in attendance, except those marked not in attendance.

o m
—_—

Select Submit. A message will display that the census certification has completely successfully.

Note that this must be done for each class
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