ADAMS STATE COLLEGE
Faculty Web Services — Non-attendance Verification Instructions
Updated 01/31/2012

Definitions of attendance activities and ASC policy

INSTRUCTIONS:
STEP 1: Login to Faculty Web Services.

STEP 2: Choose the “Faculty Services” tab, then click “CRN Selection.”

’ Adams State College WWW Information System
R

@

Great Stories Begin Here
Personal Information Student Services & Finanial Aid JEETEMCRS:TLUGEE  Finance
TTeee——
Search RETURM TO MENU  SITE MAP HELP  EXIT

Fp Faculty Services

< CRM Selection
: Lile

Faculty Schedule by Day and Time
Detail Class List

Summary Class List

Registration Overrides

Registration Add/Crop

Electronic Gradebook by Component
Student Menu

Display student information; View 2 student's schedule; Process registration overrides: Process a student's registration Change a student's clazs aptions,
Advizor Menu

“iew a student's transcript; View a student's grades; Display your security setup,

Email addresses by course reference number

Get a list of your students and their email addresses by CRN, either in a roster like format or a carmmma-delimited single line for pasting into your email client

RELEASE: 8.3 powsred by
SUNGARD' SCT HIGHER EDUCATION

STEP 3: Choose the relevant semester in the drop down menu then click “Submit.”

Adams State College WWW Information System

ADAMS STATE COLLEGE
[c_ o L o R A D Of
Great Stories Begin Here
Personal Information Student Services & Financial Aid QTR0  Finance
search RETURN TO MENU ~ SITE MAP  HELP  EXIT

Select Term Jan 20, 2012 04:02 pm

C’—') Select the Term for processing then press the Submit Term button,

Select a T€rm: | Spring Semester 2012 [v|

( Gt

— owared by
RELEASE: 8.1 SUNGARD' SCT HIGHER EDUCATION
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STEP 4: Choose your CRN in the drop down menu and “Submit.”
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STEP 5: Click “Electronic Gradebook by Component.”

Aonussrarzcottins Adams State College WWW Information System

Great Stories Begin Here

Personal Information Student Services & Financial Aid RV LLE TR Finance

search RETURM TO MENU  SITE MAP  HELP  ExIT

o

E@ Faculty Services

Term Selection

CRM Selection

Faculty Detail Schedule

Faculty Schedule by Day and Time
Detall Class List
summary Class List
Registration Overrides
eretration Add/Drop
Electronic Gradebook by Component

Display student information; Wiew a student's schedule; Process registration overrides; Process a student's registration; Change a student's dass options.,
Advisor Menu

Wiew & student's transcript; View a student's grades; Dizplay your security setup.

Email addresses by course reference number

Get a list of your students and their email addresses by CRN, either in a roster like format or a comma-delimited single line for pasting inta your email dient
Final Grades

RELEASE: 8.3 powsred by
SUNGARD' SCT HIGHER EDUCATION




STEP 6: Click on the “View” link.
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\_-j/ Select any of the highlighted grade components to enter student scores for the companent. You may also select an individual student and enter scores for their compaonents.
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Description Weight Grade Must Include in Incomplete mponents
Scale Pass Midterm or Final Scores
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STEP 7: Click on any class meeting date on or before the semester’s census date.
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Course Atributes

Title: Communication Arts I GT-C01
Course: EMG 101 - 01
CRMN: 11479

Students Registered: 24

Component: MEETO1 - TR 0800-0915 2012-01-16 to 2012-05-11

Subcomponents
Description _________ Weight Grade Scale Must Pass Incomplete Scores
Dayool 4 2012-01-17 1/100 LATTEND Mo 24

DAY00Z2 1 2012-01-1% i 4 e 4 ‘

Davoos - 2012-01-24 | | Clickion the class meeting date thatis on census or the closest prior date.
DAY004 262"t | (e.g.,Spring 2012 census is Feb. 1;s0 2012-01-314is selected.)

DANDOY

DAYD0S - JUTe=tre=0s 1/100 ATTEMND Mo 24

DAYODY - 2012-02-07 1/100 ATTEMND Mo 24

CAYO0s - 2012-02-09 1/100 ATTEMD Mo 24

DAYODS - 2012-02-14 1/100 ATTEMND Mo 24

DAYD10 - 2012-02-16 1/100 ATTEND Mo 24

DAYO11 - 2012-02-21 1/100 ATTEMND Mo 24




STEP 8 (Final step):

Enter score of “0” for students who never began attendance and click “Submit.”

Course Attributes

CRMN: 11479
Course: EMNG 101 - 01

Enter Sub-Component marks

Title:  Communication Arts I GT-CO01

Component: MEETO1 - TR 0800-0915 2012-01-16 to 2012-05-11

Spring Semester 2012
Jan 20, 2012 04:24 pm
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Subcomponent

Description Weight Grade Scale Must Pass Incomplete Scores

DaY00s - 2012-01-31 1/100 ATTEND Mo 24

Grade Submission

Cutoff Dates

Midterm:

Final: Feb 01, 2012

Subcompanent Marks

Record Student Student Status Score  Out Percent Grade Due Submission Extension Marker Real

Number ID MName of Date Date (MM/DD Date (MM/DD

.......... IYYYY) JFYYYY)
i an 28 Bri * ek 100 Maestas, Maria B. |v| OE
Registered™*

2 an; 37 Bri * ek i} 100 Maestas, Maria B, |v| OE

S Registered**
e ——

3 o0 g Maestas, Maria B. |V OEA
Ja Reg|stered>’“’<

4 a0 ac 0, FHeh Maestas, Maria B, |¥| OE-
A Registered®

5 a0 24 | ily **Pagistered** Maestas, Maria B, [w| OE
L.

& a0, 28 C o FEYeh 100 Maestas, Maria B. |%| OE
S M. Reqgistered®*

7 an; F5C *H ek 100 Maestas, Maria B, [w| OE
c Registered®*

an L6 HZ lin  #**yiieh 100 ¥ t foriz o lwel AE

15 L T an, ~THeEgstered T o0 Maestas, Maria B, ¥ CE]
e

17 el 16 P2 A ey 100 Maestas, Maria B, |%| OFE-
Re Registered®

18 a0 55 PE e 100 Maestas, Maria B, |¥| OE-
W Registered®*

19 a0 12 R H ek Maestas, Maria B, ¥| OE+
le 1 Registered**

20 a0 70 St #HPagistered Maestas, Maria B, | OE-
A M.

21 =hi} 99 Tni e Maestas, Maria B, | ™| QE-
M R. Registered®*

] a0 37 T H ek Maestas, Maria B, v | OE-
El Registered*

23 a0 31 Vi **RRegistered Maestas, Maria B, | OE-
G it

24 an; 6 W *H el Maestas, Maria B, || CE
Je R. Registeraed®®

If you receive an ERROR message regarding duplicates and the “OE
Reason”, please re-enter the score of 0 for the desired student and then
select “Entry Error” in the “Reason” field on the far right and re-submit.
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After submission of “0” scores, non-attendance verification is complete for selected course

section/CRN.

**Be sure to report all course sections.**



