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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.” 

 
 

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

 
 
 
 

http://www.adams.edu/academics/student-non-attendance-verification-4-14-11.pdf
https://bannerweb.adams.edu/pls/prod/twbkwbis.P_GenMenu?name=bmenu.P_FacMainMnu


 
 

STEP 4: Choose your CRN in the drop down menu and “Submit.” 

 
 

STEP 5: Click “Electronic Gradebook by Component.” 

 
 
 
 
 
 



 

STEP 6: Click on the “View” link. 

 

STEP 7: Click on any class meeting date on or before the semester’s census date.

 

Click on the class meeting date that is on census or the closest prior date.    

(e.g., Spring 2012 census is Feb. 1, so 2012-01-31 is selected.) 



STEP 8 (Final step):  
Enter score of “0” for students who never began attendance and click “Submit.” 

 

 
 
After submission of “0” scores, non-attendance verification is complete for selected course 
section/CRN.   
 

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

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. 


