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Step Action 
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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Step Action 
2. Click the Curriculum Management link. 

 
 

Step Action 
3. Click the Attendance Roster link. 
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Step Action 

4. Click the Attendance Roster By Class link. 

 
 

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. 

7. Click the Look up Subject Area button. 
 

8. Click on the ARCH link. 
9. Click in the Catalog Nbr field. 

 
10. Enter 1001 into the Catalog Nbr field. 
11. Click the Search button. 
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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 LC01, Lecture 01. 

 
 



Job Aid 

 

Page 6 
 

Step Action 
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. 

 

 
 

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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Step Action 
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. 

 
 

Step Action 
17. Click the Override option. 
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Step Action 
18. Click the View button. 

 
 

Step Action 
19. To view all students enrolled in the class click on the View All link. 
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Step Action 
20. 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 
the View link in the Absence Report column. 
 
To record the student Morgan Carey as not present untick the Present checkbox. 
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Step Action 
21. Click the Reason dropdown arrow. 

 

 
 

Step Action 
22. Click the Sick list item. 
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Step Action 
23. To record the student Ross Connolly as not present untick the Present checkbox. 

 
24. Click the Reason dropdown arrow. 

 

 
 

Step Action 
25. Click the Personal list item. 
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Step Action 
26. Click the scrollbar. 

 
 

Step Action 
27. Click the Save and Return button. 
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Step Action 
28. Click the Home link to return to the main menu. 

 
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. 

 
 


