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Step Introduction

Student absence reports can be accessed in a number of ways in MyCampus:

1. Curriculum Management>Attendance Roster>Attendance Roster by Course. An
Attendance Roster for a specific class meeting will include links to absence reports for
any students who have submitted an absence that includes that meeting.

2. Curriculum Management>Absence Report by Course. Absence Report by Course
lists all students enrolled in a course, including links to absence reports for any
students who have submitted an absence during the period of the course.

3. Curriculum Management>Student Absence. Provides access to all absence reports
submitted by a student.

This job aid looks at how to access absence reports through Curriculum
Management>Student Absence, and explores reviewing, requesting more information
and approving absence reports.

Step Action

1. Overview

In this job aid student absence reports are accessed via Curriculum
Management>Student Absence.

Once accessed, a number of tasks will be carried out:

Changing the return from absence date.
Reviewing the absence report.
Requesting further evidence.
Uploading a new document.
Approving the absence.

arwdPE

Note that there are no mandatory requirements defining how absence should be
managed in MyCampus. This job aid is designed to show the options available in
MyCampus.
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Favorites

Main Menu

Personalize Content | Layout

Search:
®
[ Self Service
[ Workforce Administration
I Canpus Comrmunity
[ Recards and Enroliment
[ Curriculum Management
[ Academic Advisermnent
[ Contributor Relations
[ Set Up HRME
[ Warklist
> Tree Manager
> Reporting Tools
> PeopleTools
[ UnG Interfaces
> Student Registration
— Change My Password
— My Personalizations
— My Dictionary
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Click the Curriculum Management link.
[l Curriculum Management
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Favuvr\tes MalnvMenu > Curriculum Management

% Curriculum Management
Define Course Catalog and Schedule of Classes, manage sttendance and grading,

Course Catalog

Mairtain course cataloy information
nurse Exarm Information

Browse Catalog

Schedule of Classes
lzirtain schedule of classes information

Course Catalog
T hore...

Enroliment Requirements
Mairtain course requisitss
Enrolimert Requrement Groups
Enroliment Requirements
= Envoliment Course Lists

12 More

Facility and Event Information
Maintain Facilfty and Event Infarmeation.
Search for a Facilty.

Class Facilty Usags

Grading
Maintain grade processing.

Grade Post
£ hore:

Learning Management Systems

Enable the sharing of instructional contert and data.
LMS Provider Setup

=] LMS System Setup

LMS Batch Extract Process

= LMS Authertication Profile

UOG Absence Notify Process

Run cortral page for UOG ahsence notification process

Mairtain Schedule of Classes
15 More...

Combined Sections
Create combiner! section IDs and idertify classes o be
combined

Class Roster
‘iew and prirt class rosters.
lass Roster

tirt Class Rister

Gradebook

Miaintain gradebook assignments and categaries.
efine Course Assignments

Gradebook Category.

Student Absence
To acld and maintain student absence information

Roll € i

Copy schedule and workioad from tern to term, and update
schedule with catalog changes.

Cow Prior Term's Schedule

Copy Mndate Vorkload Procsss

Course Rl

Dynamic Dates

Mairtain Dyramic Dates

Generste Dynamic Class Dates
Class Section Dynamic Dates
Dynamic Class Dates Table

Data Fol

Attendance Roster
Generate ancd maintain sttendance rosters.

=l Class Attendance By Template

Instructor/Advisor Infor
Mairtain instructor and advisor information.

Instructor/Advisor Table
4 More

bsence Repo
Absence Report by Course
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ent Absence

Click the Student Absence link.
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Favnvmtes MainvMenu »  Curriculum Management > Student Ahsence
& Newwindow 7 Help B hitp
Student Absence Report
Enter any information you have and click Search. Leave fields hlank for a listof all values.
Add a Mew Yalue

Maximurm number of rows to return (up 1o 300); |200

EmpliD: begins with v || Q

Academic Institution:| begins with -+ || Q

Term: begins with |+ ‘ Q

Search Glear | Basic Search Save Search Criteria

Find an Existing Value \ Add a Mew Yalue
< | bd
Done % Local intranet Sav Fioow -

Enter the student number into the EmplID field. In this example we have used
"2013279".

Click the Search button.

Favn'rite; Ma\n'Menu »  Curriculum Management > Student Absence

D rewwindow P Help  [# Customize Page B http
Absence Comments

StudentID: 2013279 Bennett Olivia
Term: 2011
Absence Report

Absence Type:l Medical .,‘

Absence Duration: | 2 43Y% 3

Beuin Date:[27/092011 |5 Begin Time: ,W
Return Date: (20092011 |5 Return Time: [19:00 |
Actual Return Date: ’—@ Actual Duration {in Daysk:  2.000
Staff ID:,—Q Approved: []
Date Approved: ,—Eﬂ

Comments

Support Documents
@ Allevidence has been uploaded
O Some evidence has been omitted

Unsubmitted Documents

v
< | >
Cone & Local intranet 5 - ®o0w -

Page 4



University
of Gl

Job Aid
aSgOW

In this example the student has submitted a report for a medical absence commencing
on the 27th of September, returning on the 29th of September. MyCampus has
calculated the Actual Duration (in Days) of the absence as 2 days. The student will be
marked as not present for all classes on the 27th and 28th of September.

If required, the return date can be changed by entering a new date into the Actual
Return Date field. In this example the return date is changed to the 3rd of October.
When this entry is saved it will update the Actual Duration (in Days) accordingly.

Note that if the report has a Begin Date, but no Return Date, this indicates that the
student has submitted Part A of the absence report, but has yet to submit Part B. At this
point the student will be marked as not present on Attendance Rosters for all their
classes from the Begin Date onwards.

To enter a new return date, click the Choose a date button.

’@ University
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Absence Comments

Favn'rite; Ma\n'Menu 5 Curriculum Management > Student Absence

Student ID: 2013279

Term: 2011
Absence Report

Bennett Olivia

Find | view al First KA 10r3 O Last

Absence Type:l Wedical

¥

Absence Duration: | 2 43/5 V3

Begin Date: |27/09/2011
Return Date: | 29/09/2011

Actual Return Date:

Absence Approval

Begin Time: |08:00
Return Time: |08:00
Actual Duration (in Days):

2.000

EHE

Absence Dates

D rewwindow P Help  [& Customize Page B http

Staff ID:

= M T W T F s
Date Approved:

Comments
2 3 4 5 8 7 8

9 10 11 12 13 14 15
16 17 18 19 20 2 22 L4
23 24 25 X X WM
30 3

(] current Dete [¥)

Support Documents

@ All evidence has been uploaded

O Some evidence has been omitted

Unsubmitted Documents

& Local intranst %3 -

Click on the 3rd of October.

Click the scrollbar to scroll down to the Save button.

10.

Click the Save button.
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Absence Comments

StudentID: 2013273 Bennett Olivia

Term: 2011
Absence Report

Findt | View a1l First ki 10F3 O L ast

ol E[E]

Absence Type: | Wedical

Absence Duration: | 2 43Y$ W
Absence Dates

Begin Date: (27092011 |5 Begin Time: [02:00 |
Return Date: (2092011 |5 Return Time: [18:00 |
Actual Return Date: ’mg Actual Duration {in Daysy:  6.000
stafm:[ Q@
Date Approved: ,—Ei]

Comments

Approved: []

Support Documents
@ Allevidence has been uploaded

© Some evidence has been omitted

Unsubmitted Documents

D ewwWindow P Help  [# Customize Page Wity

% Local intranet 5 - H100%

11.

October and Sunday, 2nd of October.

The Actual Duration (in Days) has now updated to 6 days.

Note that the duration is inclusive of weekend days and that an absence of more than
seven consecutive days, including weekend days, is defined as a significant absence.

The Actual Duration (in Days) in this example therefore includes Saturday, 1st of

12.

| Ahsence Comments |

To review the details of the student's absence click the Absence Comments tab.

13.

Absence comments fields include Cause of Absence, Missed Classes and
Assessments and Any Other Information.

Note that the Absence Duration shown on this page is the duration initially estimated
by the student when submitting Part A of their absence report.
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Favuvntes Mavagnu > Curr\:u\umhﬂaﬂagemeﬂt > Student Absence

Student ID: 2013278 Bennett Olivia

Absence Duration: I days

Absence Report

Cause of Absence {eq) nature of illness

Missed ClassesiAssessments

Any other information

Ahsence Comments

Term: 2011
Absence Report

Absence Type: Medical =

Food poisoning leading to severe stomach upset

Psych 1001 tutorial on 27/09
Arch 1001 lecture on 28/09

Done

& Local intrangt éa v H1o% -

14.

To review any supporting documents uploaded by the student click back into
the Absence Report tab.

| Ahsence Report |

15.

Click the scrollbar to scroll down the page.

16.

In this example the student has uploaded a supporting document, Medical
Evidence.doc. This would be viewed by clicking on the link in the UpLoad
Documents section.

In addition the student has selected that All evidence has been uploaded.

If you require the student to provide further evidence you can choose to click the Some
evidence has been omitted radial button, and add relevant instructions to the
Unsubmitted Documents field.

The student's absence report will update to show Partial Submission. The student will
not be automatically notified of this further requirement for the Absence Report and, as
the student can only view a report once Part B has been submitted, they will need to
submit further evidence directly to an appropriate member of staff.

17.

Click the Some evidence has been omitted option.

.

18.

Click into the Unsubmitted Documents field.

19.

Enter the desired information into the Unsubmitted Documents field. In this
example "Please submit doctor’s note to admin office” has been entered.

20.

Click the Save button.

Page 7



Job Aid | University

Mam_Menu > Curiculum Management > Student Absence

~
Date Approved: [l B

Comments

Support Documents
O Allevidence has been uploaded
@ Some evidence has been omitted

unsubmitted Documents
Please submit doctor's note to admin office

Upload
Documents
Document
Medical Evidence doc | Delete | 7
|Add|
Created by: Created DTTM:
Updated by: Updated DTTM:
B save | [ ReturntoSsarch | [Exeade| [ERipaatemismEy)

Absence Report| Absence Comments

]

< il | 3

& Local intranet 5 - ®ioow v

21. Additional documents can be uploaded to the Absence Report using the Add button.

In this example a doctor's note, provided in electronic format by the student, is
uploaded.

22. Click the Add button.

Home |

Favn'rite; Ma\n'Menu 5 Curriculum Management > Student Absence

| File Attachment

Please selectthe file thatyou want to uplaad

|[ Browse J

| Upload | Cancel |

waiting For http: {psdevapp.nis.gla. ac.Uk:25200{psc/CSACADIEMPLOYEEJHRIMS|CiUIOG_SR_MIN.LI & Local intranet ¥ v B 100%
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23.

Click the Browse button.

Erowse...

0
Choose File to Upload

Lookin [(@} Deskiop = © & e E-
Doctor Mote.doc
My Recent
Documents

My Documents

€

My Computer

§ |lo=— a
My Network  File name: - Open

e | F| [ ]
Files of type: |A|\ Files[) = Caricel

7

| % Local intranet

24.

Click the Doctor Note.doc list item.
|Du:u:tu:ur Moke.doc |

0
Choose File to Upload

Lookin [(@} Deskiop = © & e E-
Doctor Mote.doc
My Recent
Documents

My Documents

€

My Computer

Q ) |
My Netwark  File name: | Bostor Hote. doc -
Places
Files of type: [arFies ) =

| % Local intranet
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25. Click the Open button.

ites  Main Menu > Curr\:u\umhﬂaﬂagemeﬂt > Student Absence

| File Attachment

Please select the file that you want o upload.
[C:\Doctor Mote.doc |(Browse.. |
| Upload | Cancel |

Waiting For http:fpsdevapp. mis.gla. ac.uk: 25200 psc/CSACAD/EMPLOYEE/HRMS|CiUOG_SF,_MHU.U & Local intranet v W10k -

26. Click the Upload button.

217. Click the Save button.

28. When all evidence has been provided click the All evidence has been uploaded radial
Ib@utton.

29. A final step that can be taken is to approve the absence by completing the information
in the Absence Approval section.

30. Enter the MyCampus staff number for the member of staff approving the absence into
the Staff ID field . In this example "8304451" has been entered.

31. Click the Approved option.
O

32. Click the Choose a date button. In this example the date will be set to 06/11/2011.

33. Click the 6th of October list item.
[5]
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Main Menu > Curr\:u\umhﬂaﬂagemeﬂt > Student Absence

] Newwindow P Help  [E Customize Page
Absence Comments

Student ID: 2013278 Bennett Olivia

Tel 2011
Absence Report

Absence Type: [Medical

Absence Duration:
Absence Dates

Begin Date: [27/09i2011 [

4

Begin e (05:00
Return Date: [29/09i2011 [ Return :[ognn
Actual Return Date: (02102011 [ Actual Duratior )k 6.000

Absence Approval
Staff ID: 8304451 Q
Date Approved: 06102011 [H

Comments

Approved:

Support Documents
@ All evidence has been uploaded

(' Seme evidence has been omitted

Unsubmitted Documents

Flease submit doctar's note to admin office

<

oty &

v

javascript:DatePrompt_winD{UOG_STONT_ABS_ABS_APPROVED_DT$0,'UOG_STDNT_ABS_ABS_APPROVED_DT4promptd

& Local intranet ;

>

& | ®100%

35.

Scroll to the bottom of the page.
Click the Save button.

36.

Favarites

Ma\n'Menu 5 Curriculum Management > Student Absence

Date Approved: 061012011 [H

Comments

Support Documents
@ Allevidence has been uploaded

(O Seme evidence has been omitted

Unsubmitted Documents

Flease submit doctar's note to admin office

Upload
Documents
Document

Medical Evidence.doc

Delete
Daoctor Mote.doc Delete
Add
Created by: Created DTTM:
Updated by: Updated DTTM:
B save | |\ ReturntoSearch B aad

Absence Report| Absence Comments

<

~
| >
htp: {{psdevapp.is. gla, ac. Uk: 252001 psp/ CSACAD/EMPLOVEE IHRMS/hi ?tab=DEFALILT & Local intranet $5 v Bi00% v

Click the Home link to exit Student Absence and return to the home page.
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37. The University of Glasgow student absence policy can be found at Student Absence
Policy

(http://www.gla.ac.uk/services/senateoffice/academic/studentpolicies/absencepolicystu
dents).
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