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1. Overview

In this demonstration you will explore how to update an attendance roster for a class in
MyCampus.

Classes have been set-up in MyCampus to default to show all enrolled students as being
present. Therefore only students who are not present require their record to be updated
to mark them as not present. In addition a reason for the absence, if known, can also be
added.

As per the current Student Absence Policy, students must record any absence through
their Student Center and, when they do so, this will automatically update their status to
not present for any timetabled classes during the period of absence. However if a
student is unable to do this before timetabled classes the attendance rosters will show
them as present.

In this demonstration we will update the record for two students not present at a class,
one who we know to be ill and one who is absent for personal reasons. Attendance
rosters can be updated directly in MyCampus or by uploading a specifically formatted
data file. This demonstration explores how to update directly in MyCampus.

Attendance Rosters are accessed from the Main Menu, Curriculum
Management>Attendance Roster>Attendance Roster by Class.
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2. Click the Curriculum Management link.

[l Curriculum Management |

versity

SZOW

Browse Catalog
Ciourse Catalog
T hore...

Maintain course requisitss

Enroliment Requirements
=] Enroliment Course Lists
12 More.

Search for & Facilty
Class Facility Usage

ﬁ Grading
Mairtain grade processing.

regte Grade Rosters
racle Roster

Favuvr\tes MalnvMenu > Curriculum Management

nurse Exarm Information

Enroliment Requirements
it

Enroliment Reguirement Groups

ﬁ Facility and Event Information
Maintain Facilfty and Event Infarmation.

@Ed Curriculum Management

Define Course Catalog and Schedule of Classes, manage sttendance and orading
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=
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lass Search
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3. Click the Attendance Roster link.

Eﬂe ilance Roste

Favnvmtas MainvMenu > Curriculumn Managerent

ﬁ Attendance Roster

Generate and maintain attendance rosters

= Generate Attendance Roster Attendance Roster By Class Attendance Roster By Student
Create and update attendance rosters for muliple classes Review and updats sttendance dats for & class Review: and upiate sttendance data for a studsnt
within & term.

Class Attendance By Template
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4. Click the Attendance Roster By Class link.
[Attendance Roster By Class |

’@ University

2 of Glasgow

Favnvrites Mam_Menu > Curriculum Management > Attendance Roster > Attendance Roster By Class

B Mew window 7 Help B http
Attendance Roster by Class
Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Maximum number of rows to retumn {up to 3003 300
Academic Institution:| = v GLIGWY

Term:

L L L

Subject Area:

Catalog Nbr: begins with |+

Academic Career:  |= V‘ ‘ v‘

el

Campus: begins with v Q

Sessiol: = v ol

Class Nbr: = ~|

Class Section: begins with

Description: begins with

Course |D: hegins with |+ Q

Course Offering Nbr: = - Q

[case Sensitive

Search Clear  |Basic Search Save Search Criteria

Done & Local intranet dh - H100% -

Step Action

5. Appropriate criteria should be input to the search screen to locate the specific class
attendance roster you would like to update.

In this demonstration we will update the attendance roster for an ARCH 1001 lecture
on the 29th of September, 2011.

Click the Look up Term button.

6. Click the Academic Year 2011-12 link.
|2EI11 Academic Year 2011-12 2011-12
7. Click the Look up Subject Area button.

Click on the ARCH link.

Click in the Catalog Nbr field.

10. Enter 1001 into the Catalog Nbr field.

11. Click the Search button.
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Favuvntes Mavagnu > Curriculum I\janagememt > Attendan'cg Roster > Attendance Roster By Class
D NewWindow 7 Help [Blntty &

Attendance Roster by Class

Enter any information you have and click Search, Leave fields hlank for a list of all values.

Maximum number of rows to return (up to 300); |300

Academic Institution:|= |+ GLEGW Q

Term: = v 2011 Q

Subject Area: = v ARCH Q

Catalog Nbr: begins with » 1001

Academic Career:  [= ~ v

C hegins with vl Q

- 9 | 9

Class Nbr = v

Class Section: hegins with |+

Descril begins with

Course ID: beging with Q

Course Offering Nbr v Q

[case Sensitive

Search Clear  |pasic Search Save Search Criteria

Search Results |
Miew All First [q] 1-13 ot 43 [i] Lasi

Academic Term Subject Area Catalog Hbr Academic Career Campus Session Class Hbr Class Section D ipti n se ID Course Offering Hbr

GLSGW 1001 UG MAIN 51 5452 Arch 1A Arch of Scotland 100216 1

GLSGW 1001 UG MAIN 51 5456 LCO1 Arch 1A Arch of Scotland 100216 1

GLEGW 1001 UG MAIN 51 5457 Tuo1 Areh 1A Arch of Scotland 100216 1

GLEGW 1001 UG MAIN (51 5468 Tuoz Arch 1A Arch of Scotland 100216 1 b
< | >

& Local intrangt R S

Step

Action

12.

The results from the search lists each class for ARCH 1001.

Click the link for the class you would like to update, in this example LCO01, Lecture 01.

Favuvntes Mavagnu > Curriculum I\janagememt > Attendan'cg Roster > Attendance Roster By Class
Epewwindow 7 Help [ Customize Page B hitn
Attendance Roster By Class
Course ID: 100216 Academic Year 2011-12
Course Name: Arch 1A Arch of Scotland Semester 1
Subject / ARCH 1001 Institution: University of Glasgow
Class Nbi 5456 Class Component:  Lecture
Class Secti Lot Instructor:
Generate Populate fr Student Enroll
Generate Class Mtg Attendance
Eepor Manager
5 save L ReturntoSearch  t=] PreviousinList  +E| Nextin List p Refresh
Done & Local intrangt R S
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13. The first time a class attendance roster is accessed the rosters are created by clicking on
the Generate button. A roster is created for each instance of the class and each roster
will be populated with all students enrolled on to that class at that time.
Once rosters have been generated the option to generate them again is removed as this
would overwrite any attendance information added to each class roster. The Generate
button is inactivated and will appear grayed out.
14, Click on the Generate button.
Generate
Favn'rite; Ma\n'Menu > Cuvr\cu\uml\ﬂanagement > AttendanvceRnster 5 Attendance Roster By Class
D rewwindow P Help  [# Customize Page 2 bt
Attendance Roster By Class
Course |D: 100216 Term: Academic Year 2011-12
Course Name: Arch 1A Arch of Scotland Session: Semester 1
Subject / Catalogé:  ARCH 1001 Institution: University of Glasgow
Class Nbr: L 13 Class Component:  [ecture
Class Section: Leot Instructor:
Populate from Student Enroll
Generate Class Mtg Attendance
Report Manager
Student Attendance Roster c 2 Frot B 150722 O oot
Type Override
1 Print Vigw 2009/2011 O =
2 Frint Wiewr 2206/2011 [ O =
3 Print yiew 27marzont [ ] =
4 | Print view 28/08/2011 O =
5 | Frint Wigw w4zt [ O =
[ save | QA RetuntoSsarch 1] Previousinlist | HE Nextinlist —[S] Metifty | | Refresh
avascript:submikAction_wini{document. wind, ATTEMD_THPLT $hviswallsn’); & Local intranet fg v ®Wi00% <
Step Action
15. A roster has been generated for each instance of the class throughout the period the

class runs. In this example there are 22 rosters.

Click the View All link to see the listing of all rosters.
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16. Clicking on the View button opens the class roster for a specific instance of a class. If
further students have enrolled on to the class since the rosters were initially generated
they will not appear on the roster.

To ensure all students are displayed the Override checkbox needs to be ticked before
viewing a specific roster for the first time. However, if you view that roster again, do
not tick the Override as this would cause any changes you have made to the roster to
be overwritten.

The View button also checks for any new absences submitted by students through
Student Center and adds these to the specific class rosters for the period a student is
absent. These will not be overwritten by the Override process.

a7a University
of Glasgow

Favuvntes Mavagnu > Curr\:u\umhﬂaﬂagemeﬂt > Attendan'cERUstEr > Attendance Roster By Class

Enewwindow 7 Help [ Custoize Page Bihts &

Attendance Roster By Class

Course ID: 100216 Term: Academic Year 2011-12
Course Name: Arch 1A Arch of Scotland Session: Semester 1

Subject/ Catalog#:  ARCH 1001 Institution:  University of Glasgow
Class Nbr: 5456 Class Component:  Lecture

Class Section: Lcot mstructor:

Populate from Student Enroll

Generate Class Mtg Attendance
Beport Manadger

Student Attendance Roster @ B | o it B 122 0r 22 D (oot

Type ate Override
1| Frint Wigw 0wzt [ O =
2 Print View 230972011 O =
3 Print View 270002011 5 O =
4 Print yigw 2992011 [ O =
5 Print Vigw 04110/2011 O =
3 Frint Wiewr 06M0/z011  [H) O =
7 Print Vigw BEIZGEmE! O =
g Print Wigw 1302011 5 O =
9 Print yigw (BRI O =
10 Print Vigw 2001 072011 O =
11 Frint Wiewr 2502011 [ O =
12 | Print wiew BRI O =
13 Print Wigw 0111172011 O =
14 Frint i [ riasaeetinn sl Inamirantd s [l 1 = A7

& Local intranet 43 - ®ioow -

Step Action

17. Click the Override option.
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Favi vt@s Mam_Menu > Curriculum Management Attendance Roster > Attendance Roster By Class
D ewwWindow P Help  [# Customize Page Wbt
Attendance Roster By Class
Course |D: 100218 Ter Academic Year 2011-12
Course Name: Arch 14 Arch of Scotland 3 Semester 1
Subject/ Catalog®: ARCH 1001 Institution: University of Glasgow
Class Nbr: 5456 Class Component:  Lecture
Class Se Lcot Instruct
Populate from Student Enroll
Generate Class Mtg Attendance
Report Mananer
Student Attendance Roster
Type ‘Attendance Date Override
1 Print Vigw Class Maeling ~| [20merz0m 4] =
2 Print Vigw Class Maeting v| [zzoazoi E [m] =
3 Print vigw Class Maeting v|  [zimazorn [H O =
[ Print Vigw Class Meeling v| |[z8marz011 =
5 Print Wigw Class Meeting v [oarozot ] = |
B Print Vigw Class Meeling ~|  osrorzon O =
7 Print Vigw Class Maeting V| [tinozonn F [m] =
8 Print vigw Class Maeting v 1nwzon H O =
E] Print Vigw Class Meeling v| [tertozon [m] =
10 Print Wiewr Class Meeting v| |[zomozort = 0O =
1 Print Vigw Class Meeling v [25n0zom O =
12 Print Vigw Class Maeting v [z7ozon E [m] =
13 Print vigw Class Maeting v otmzon H O =
12 Print ia [riace meeting | Inanionir G 3l ¥ 1= § b
& Local intranet 5 - ®o0w -

Step

Action

18.

Click the View button.
W ey

Favuvntes Mavagnu > Curriculum I\janagememt Attendance Roster By Class

Attendance Roster >

Class Attendance

Cowrse ID: 100216 Term: 2011-12

Cowrse Name: Arch 1A Arch of Scotland Session: gemester 1

Subject / Catalog#: ARCH 1001 Institution: University of Glasgow
Class Nbr: 5436 Class Component: Lecture

Class Secti Leom Instructor:

Template Nbr: 4 Attendance Type:  meeting Attendance Date:  29/09/2011

Student Attendance Roster

1 IWQ Bennett, Olivia UG View
22013285 @ |Boyie.disha UG

3 WQ Bozitevit,Katerina UG

4 IWQ Bronks,Lenn us

[ IWO\ Carey,Morgan UG

Sawe and Return Caneel Upload File Data Attendance data inputtediuploaded:

Daownload Attendance Data

0 Mew Window 7 Help

[ Customize Page B hits

Done

& Local intranet

-

H 0% -

Step

Action

19.

To view all students enrolled in the class click on the View All link.
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Favuvntes Mavagnu > Curr\:u\umhﬂaﬂagemeﬂt > Attendan'cERUstEr > Attendance Roster By Class

& Newwindow P Help & Customize Page

Class Attendance

Cowrse ID: 100216 201112

Cowrse Name: Arch 1A Arch of Scotland gemester 1

Subject / Catalog#: ARCH 1001 Institution: University of Glasgow

Class Nbr: 5436 Class Component: Lecture

Class Section: Leom Instructor:

Template Nbr: 4 Attendance Type:  meeting Attendance Date:  29/09/2011
Student Attendanc: EE

1 ’WQ Bennett, Olivia uG
22013285 |Q |BovleAlisha UG
3 MQ Bozitevit Katering UG
4 ’WQ Brooks,Leon uG
[ qu Carey,Morgan (c]
4 ’WQ Carr Jacob uG
72013202 @ |CanterCharlie UG
o(2013207 |@ |Chan,Riley UG
a ’WQ Colerman, Oscar uG
10 MQ Connolly,Ross [lc]
112013188 | @ |Conway,Stuart UG
12(2013288 | QL |CraigCourtney UG
13 ’WQ Davigon,Faith uG
142013191 (@ |Doplerviadimir UG
15([2013175 || Duncan,Libby us

O

Reported v wiew

01| 0| 0| O] [ 0| @) 0] @ 0] @ 0| @ &) @

=

& Local intranet 5 v ®aow -

Step

Action

20.

the View link in the Absence Report column.

When a student has submitted an Absence Report through their Student Center the
Reason field defaults to Reported. The details of the report can be seen by clicking on

To record the student Morgan Carey as not present untick the Present checkbox.

Favn'rite; Ma\n'Menu > Cuvr\cu\uml\ﬂanagement > AttendanvceRnster 5 Attendance Roster By Class
D rewwindow P Help  [& Customize Page B http A
Class Attendance
Course ID: 100218 Term: 201112
Course Name: Arch 14 Arch of Scotland Session: Semester 1
Subject / Catalogs: ARCH 1001 Institution: University of Glasgow
Class Nbr: 5456 Class Component: |ecture
Class Section: Lcot Instructor:
Template Nbr: 4 Attendance Type:  Mesling Attendance Date:  28/09/2011 | |
Student Attendance Roster
12013278 @ |Bennett livia UG B view =1
22013205 |Q |Boyle Alisha us =
32013178 |Q |Bosicevic Katerina UG =
4 !WQ Brooks,Leon UG =
52013270 | |CareyMorgan uG =
[ ’WQ CarrJacob usG =
72013202 @ |Carter,Charlie us =
a|[2013287 (@ |ChanRiley us =
[} !WQ Colernan,0scar (V] =
10 WQ Connolly,Ross uc =
112013188 Q@ |Conway Suar ug =
12 MQ Craig,Courtney us =1
13 ’WQ Davizon Faith uG =
182013181 @ |DoplerMadimir UG =
152013178 | @ |Duncan Libhy us & = v
& Local intranet 5 v ®o0n -
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21.

Click the Reason dropdown arrow.

Class Attendance

Course ID:

Course Name:
Subject / Catalog#:
Class Nbr:

Class Secti

Template Nbr:

it ID

12013278 |@
22013285 |Q
32013178 |@
42013808 |
5(2013270 |@Q
62013205 |Q
72013202 |Q
82013287 |@
92013308 |Q
102013188 | Q
12013188 @
12|[2013288_|@
132013308 @
142013101 Q@
152013175 Q

100218 Term: 201112
Arch 14 Arch of Scotland Ses: Semester 1
ARCH 1001 Institution: University of Glasgow
5496 Class Component: |ecture
Len Instructor:
Attendance Dat 28/09/2011

4 Attendance Type:  Meeting
Student Attendance Roster C

Bennett, Olivia
Boyle Alisha
Bofitevit Katerina
Brooks,Leon
Carey Morgan
CarrJacob
Carter, Charlie
Chan,Riley
Coleman,Oscar
Connolly,Ross
Corway, Stuart
Craig,Courtney
Davison, Faith
Dopler,Wadimir

Duncan,Libby

flc)
us
us
UG
us
us
us
us
8le)
us
UG
us

Attendance Roster

5 Attendance Roster By Class

D rewwindow P Help [& Customize Page Bl pttp &)

L=

0| 0| O 0] 0| @] O 0] 00 0] [ 01} @) @

=

& Local intranet 5 v ®o0n -

Step

Action

22.

Click the Sick list item.

Class Attendance

Cowrse ID:
Cowrse Name:
Subject / Catalo,
Class Nbr:

Class Section:

Template NI
Student Attendan

Lz @
Daaes o
2013178 |
PR Y
5(z013270 |@
09208 |
D o
[2013287 |
PR Y
10|2013188 | QL
112013188 @
122013288 @
13|[2013308 |
142013191 Q
152013176 | @

%)

o

=

=g

@ | @

Favuvntes Mavagnu > Curriculum Management

> Attendance Roster

> Attendance Roster By Class

100216 2011-12

Arch 1A Arch of Scotland Semester 1

ARCH 1001 University of Glasgow
5456 Class Component: | ecture

Lot Instructor:

4 Attendance Type:  meeting Attendance Date:  28/00/2011

Bennett, Clivia
Boyle Alisha
Bodifevit, Katerina
Brooks,Leon
CareyMorgan
Carr.Jacob
Carter, Charlie
Chan,Riley
Caoleman, Oscar
Connally,Ross
Conway, Stuart
Craig,Courtney
Davison Faith
Dopler,Yadimir

Duncan,Libby

us
us
us
8le)
us
8le)
us
UG
UG
us
UG
us
us

Reported v view

Sick

1| [0 @ 0] 00| @ @] @ 0] @ 0 @] 6] @

& Newwindow P Help & Customize Page

& Local intranet Y ov Haoow -
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23. To record the student Ross Connolly as not present untick the Present checkbox.

24. Click the Reason dropdown arrow.

Fav'te; Ma\n'Menu »  Curriculum I\ﬂarvagement > Attendanvce Roster > Attendance Roster By Class
D rewwindow P Help  [& Customize Page B http A
Class Attendance
Course ID: 100218 Term: 201112
Course Name: Arch 14 Arch of Seotland Se Semester 1
Subject/Catalog#: ARCH 1001 Institution: University of Glasgow
Class Nbr: 5456 Class Component: | ecture
Class Section: Lcot Instructor:
Template Nbr: 4 Attendance Type:  Mesling Attendance Date:  28/09/2011 | |
Student Attendance Roster
12013278 @ |Bennett livia UG view =1
22013205 |Q |Boyle Alisha us =
32013178 |G |Bofitevic Katering | UG =
4 !WQ Brooks,Leon UG =
5 WQ Carey,Margan uG [l =
[ ’WQ CarrJacob usG =
72013202 @ |Carter,Charlie us =
62013267 @ |Chan Riley UG =
[} !WQ Colernan,0scar (V] =
102013188 @ |Connolly,Ross UG v =
11|2013188 QL |conway Stuart ue iy Dty =
12 MQ Craig,Courtney us gﬁ:g;mw =1
132013306 |G |DavisanFaith us Personal =
142013181 | @ | Dopleryiadimir UG ESE“S’ESS =
152013175 @ |DuncanLibby uG a‘,::msed = v
& Local intranet 5 v ®o0n -

Step Action

25. Click the Personal list item.

Fersonal
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Favi vt@s Mam_Menu > Curriculum I\janagememt Attendan'(e Roster > Attendance Roster By Class
D ewwWindow P Help  [# Customize Page W= bt
Class Attendance
Course ID: 100216 01112
Course Name: Arch 14 Arch of Scotland Semester 1
Subject/C ARCH 1001 University of Glasgow
Class Nbi 5456 Class Component: Lecture
Class Secti Lcot Istructor:
Template Nbr: 4 Attendance Type:  Meeting Attendance Date:  28/09/2011 | |
Student Attendance Roster
it ID Mame ?
12013278 @ |BennettOlivia Us =
2/[2013285 |Q  |BoyleAlisha us =
3 WQ Bogitevit Katerina  |UG =
42013408 @ |Brooks Leon UG [=
3 WQ Carey,Morgan (V]e] [ =1
[ ’WQ CarrJacob UG =
72013202 (@ |Carter,Charlie us =
B2m3287 |G |chanRiley us =
92013308 QL |Coleman Dstar UG [=
10 WQ Connolly,Ross uc =
112013188 Q@ |Conway Suar ug =
12 MQ Craig,Courtney us =
13 MQ Davizon Faith uG =
12013181 @ |DoplerMadimir UG =
152013175 Q| Duncan Libby UG ™ = =
& Local intranet 5 v ®o0n -

Step

Action

26.

Click the scrollbar.

FaVle'ltES Mam'MEﬁU > Curriculum “ﬂanagemeﬂt B3 Atteﬁdanvce Roster > Attendance Roster By Class

47/[2013267 QL |Miller Melissa UG = _
482013183 Q |Miller Micola us =

49 WO\ MooreJason UG =

50 ’WO\ Mousseau,Christelle UG =

51| 2013156 QL MuirSimon us =

522013290 | |MurphyMaddison UG =

532013428 | Q |Nho Mal UG =

54 MO\ Parkes Fiona UG =

58 WO\ Patrice ¥incent uG =

56| 2013284 CL |Poole Kyl us =

572013204 Q |PratiBrandon UG =

562013382 @ |Price,Saphia ue =

532013190 O |Ross,Michaela us =

503013438 Q |Salcidn Guattar UG =

51(2013268 QL | gharp,samuel us =

522013301 O |simmons abby UG =

63 ]mo\ SolanaMera UG =

042013425 |Q |Svobodovd,Adéla UG =

Save and Return Gancel Upload File Data Attendance data inputteduploaded:

Download Attendance Data
-
& Local intranet 45 - ®ioow -

Step

Action

217.

Click the Save and Return button.
Save and Return
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Favuvntes Mavagnu > Curr\:u\umhﬂaﬂagemeﬂt > Attendan'cERUstEr > Attendance Roster By Class

Enewwindow 7 Help [ Custoize Page Bihts &

Attendance Roster By Class

Course ID: 100216 Academic Year 2011-12
Course Name: Arch 1A Arch of Scotland Semester 1

Subject / Catalogs:  ARCH 1001 Instity University of Glasgow
Class Nbr: 5456 Class Component:  Lecture

Class Section: Lot Instructor:

[“IPapulate from Student Enroll
Generate Class Mtg Attendance

Eepor Manager

Student Attendance Roster First B 1-22 of 22 13
Type Date

1 Frint View Class Meeting v 20marzntt [H O =
2 | Print view 22M08/2011 O =
3 Print View 27002011 [ O =
4 [ Print wiew [EEF R O =
5 Print View 0401002011 O = i
5 Print yigw (IR O =
7 Print Vigw 110102011 O =
g Frint Wiewr 1302011 [ O =
a [ Print wiew AR O =

10 Print Wigw 2011072011 O =

1| P wigw a0t [ O =

12| [ Print view 271072011 O =

12 Print View 01M 12011 [ O =

14 Print e [ riasamestinn sl Inairntt 6 L4l = A

hitp: [ psdevapp.mis.gla, ac. Uk 25200/ psp) CSACADEMPLOYEE HRMS hi7tab=DEFALLT & Local intranet 95 - Bioow -
Step Action
28. Click the Home link to return to the main menu.
Ime
29. The University of Glasgow student absence policy can be found at Student Absence

Policy

Thank you for completing this MyCampus demonstration.

End of Procedure.
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