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Attendance Tracking Entry by Faculty in WebAdvisor

Faculty can execute the following steps in the order noted below to track student attendance at

course section meetings:
1. Login to Web Advisor
2. Trak student attendance by clicking théeb Attendance Trackintink on the Faculty
Menu in WebAdvisor.
3. Branch to the appropriate attendance tracking web form based on the selected
Attendance Entry Method.
4. Enter attendance information andil@mit to save the data.

Attendance Tracking

Facuty completethe following steps to select course section meetings or contact hour sections

for tracking attendance:

Step 1.Click on the Attendance Tracking link on the Faculty Menu in WebAdvisor.

/2 artendance Tracking - Windows Internet Explorer _|51|£|
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Cape Fear Community College  R18_Test

CHANGE PASSWORD LOG out Main MENU FACULTY MENU HELP CONTACT Us

FACULTY Welcome R. B. Fancher!

Attendance Tracking

* = Required

Form Start Date® 030409
for Batch Entry only ﬂ
Choose Class Name and Start End Meeting Days of
One Title Del Mthd Faculty Date Date Bldg Room Times ook Loc Term

lel ENG-111-DO1MZ TR CLASS
Expository Writing

B. Bennett, R, || 03/04/08 H 0506103 H E || 613 || 12:00 - 13:50 || WMVF H WILW H 20085P ‘
Fancher

SUBMIT

CHANGE PASSWORD LoG out Main MENU FACULTY MENU HELP CONTACT Us

Weqﬁg dw‘sqp_l

i~ A

Step 2. Form Start DateRequired:Enter a date to start attendance trackiongthe date to

globally update all active students for batch entry methods of unscheduled makeup or class

cancelled. An error will be displayed if the date entered is not wittinsection start and end



dates or if the date is in the future(TheBatch Entry procestor cancelled and makeip days
is shown in detail beginning on pg. 9 of this manual.)

Step 3Required{ St SO &aSOGA2y o6& Of AOTAYSQIRBSNR®RAZ2 0

Step 4 Click theSubmitbutton. An error will be displayed if the user does not select a section.
The form will be redisplayed to allow the user to correct the invalid data.

After clicking on the&submitbutton, the Attendance Entryweb formwill be displayed if batch
entry wasnot selected. Théttendance Batch Entryeb form will be displayed if the
attendance entry method i¥lnscheduled Makeupr Class Cancelled

If the user does not wish to track student attendance at this time, theyctiakFacultyMenu
to return to the menu.

Scheduled Membership Attendance Entry

Facultycomplete the following steps to enter and maintain student attendance after selecting
the Scheduled Membershigttendance Entry Method and Form Start Date on Aieendance
Trackingweb form and clicking th8ubmitbutton.

The form will display the student namestatus/status date (links to the student profile), no

show statusseat total(number of days in attendance)O scheduled meeting dates starting

from the attendance start date entered on the &g Attendance Tracking web form, and the

last date of attendanceo b 2 1S G KIF G GKS RIFEGSEA FLIISFEN a (GKSe
yet, it will not appear until that date.JEnter an attendance type of E, ET dr # indicate the

first day of attendance Anyblank datesafter E or ET attendance typage considered present

and are included in the attendance totaldVeb Attendance does not allow you to enter any

attendance codepriorto2yS 2F (KS Ww9Q O2RSao®

No-Shows: First,a grade of NS must be enterazh the Grading Rostefor the course in

WebAdvisor.A Nashow check box should be checked for any students not in attendance by

the census date of the coursdter you have entered the NS grad®o not checkhis box until

the census date has occurreBe carefulentering acheck in this field as it writes to the

Aa0dzRSYy 1 Qa 02 dzNAE .SOnteFhOrNR2 & YK 21T d SEVA SN2 OS&aa SR«
Office in Datatel, the stude@Statuswill change to¥2 A G KRNI ¢ £ Q F-shé&v G KS RI (
gl & LINPOSaaSR o0& (0KS wS Blatudfiedladeh h TFTAOS o Af ¢

Drops: Students who have dropped the courserihg the drop/add period will beemoved
from the Web Attendance rostein addition, sudents whohave dropped are alseemoved
from the Grading Rostefor the course in WebAdvis@ndno grade is entered

Withdrawals: Codes of EL, TL, and L are used to indicate a last day of attendance in a course.
Faculty may enter one of these cod&s students who withdraw from the courdsased on the



LI NI A Odzf F NJ aGdzRSydQa OANDdzvyaidl yoSao Cl Odzt G e
withdrawal period each semester, with the last date of attendance indicated for any student

who has withdawn. TheStatusfield will indicate whether a withdrawal has been processed on
GKS aiddzRSyd o0& (OKce fashpsedthatinestuddthashwkharawd Shby

Oly SyiGuSNI 2yS 2F (GKS W[ Q aidl itddza Ogddhée 2y GKS
roster for that student.! y& | 4§ 0SyRIyOS O2RS&>X LINB@A2dzate S
status codes on the withdrawn student, will need to be removed by spacing out the codes.

Vi

Attendance Entry
Cla=s Name CAS-3000-01 Metworking Technology
Mesting 2007CEZ 051807-081507 0700 - 08:00 MW CLASS
Location
Census Data 052307
Form Start Dateifttendance Method 05A807T Scheduled Membership
Instructors
Membership A = Absent, E = Students first day, EL = Students first and last day, ET = Student entered first day tardy, L= Last day student attended, T= Tardy, TL= Tardy lastday.
Contact Hours. Enter the number of howrs attended in incraments of quarter hours.
No Last
Student Status Days 0516 0521 0523 0528 0530 0604 0606 0611 0613 0618
Show Date
Attend, Add r 10 |E | | | | | | ‘ | 081807
Will DENTOT
Attended, (| Add [+
Never || azaros | | | | | | | | |
Klass, Add 6 061807
2 e | g | I I | A I | | 3
Previous/Mext hd
Check All That Apply
r | hereby certify that | ittil it i ion Vi i ission in fieu of a si
r This is my final submission. All attendance has been entered for this section.
| susmm |

Step 1. Student Statu<Clicking theStatusbeside the stdent namein this column will linko
the Student Profile web form where you can obtain additional information on the student.

Step 2. No Show: Agrade of NS must be entereoh the Grading Rostefor the course in
WebAdvisorfirst. Check thenever atendedboxon the grading rosteto indicate a student
neverattended class. Once a student has been given a NS grade and the never attended box
checked in the grading roster and saved, the never attended check box on your web attendance
roster will also Bow as checked.



Step 3 Attendance TypeValid codes for Scheduled Membership attendance are:

Code| Description | Comments
A Absent
E Entry First day student entered class

ET | Date entered class, tardy| First day student entered class

B First, last date attended | First and last day student entered class, for withdrawalg|

T Tardy

L Last date of attendance | for withdrawals

TL | Tardy, last date attended | for withdrawals

Step 4 Previous/Next:This field will recalculate the For8tart Date and redisplay the form

with a new list of datesYou must check therst electronic signature box when going from
previous/next pages or an error message requesting you check the electronic signature box will
appear.

Step 5 Electronic Sigature: The firstcheck box serves as a signature confirming the
attendance information. This i®quired if data was added or changed. This includes blank
dates after E or ET attendance typddis also includes navigating the Previous/Next drop
down menuas well. The second check box serves dmal submissionindicating all
attendance has been entered for the semest&o not check the final submission box until
you have finalized all attendance for the semeste@nce final submission has occurred,
facultymay notmake any changes to their web attendance roster.

Step 6. Click theSubmitbutton. An error will be displayed if the user does not enter valid
attendance type codes or if data is entered for dates that occur in the future. The form will be
redisplayed to allow the user to correct the invalid data.

After clicking on th&submitbutton, the menu will be displayed.

If the user does not wish to track student attendance at this time, they cankaickltyMenu
to return to the menu.

ContactHours Attendance Entry

Faculty complete the following steps to enter and maintain student attendance after selecting
the Contact Hours Attendance Entry Method and Form Start Date on the Attendance Tracking
web form and clicking th8&ubmitbutton.

The brm will display the student namestatus/status date (links to the student profile), no
show statustotal hours(number of hours in attendancg)0 nonscheduled meeting starting
from the attendance start date entered on the Web Attendance Trackingfaeb (including



weekends)nd the last date of attendanced b 2 1S G KIF d GKS RFGS& | LILISH N
has not happened yet, it will not appear until that date.)

No-Shows: Agrade of NS must be entereoh the Grading Rostefor the course in
WebAdvisor first. Check the never attended box on the grading roster to indicate a student
never attended class. Once a student has been given a NS grade and the never attended box

checked in the grading roster and saved, the never attended check boxuonveb attendance
roster will also show as checked.

Drops: Students who have dropped the course during the drop/add period wittb@ved
from the Web Attendance rostern addition, students who have dropped are atemoved
from the Grading Rostefor the course in WebAdvisor amb grade is entered

Withdrawals: If a student withdraws from the course, no time will need to be entered from the
date they withdraw. Faculty will receive a withdrawal report, at the end of the withdrawal
period each smester, with the last date of attendance indicated for any student who has
withdrawn. TheStatusfield will indicate whether a withdrawal has been processed on the
d0dzRSyli o6& GKS wS3IA&AGNINDRa hFFAOSO

Attendance Entry

Clzzs Mame ACC-3107-A41 Accounting
Masting 2008CE1 0204.08-0501.08 1500 - 168:03 MTWTH CLASS
Location
Census Date 082008
Form Start Datettendancs Method 0240408 Contact Hour
Instructors
Membership A = Absent, E = Students first day, EL = Students firstand last day, ET = Student entared first day tardy, L= Last day student attended, T= Tardy, TL = Tardy last day.
Contact Hours. Enter the number of hours sttendad in increments of quarter hours.
No Las
Student Status Hours 0204 0205 0206 0207 0208 0209 0210 0211 0212 0213
Show Dat
Rueniy [Mev? r 420 1150 [ 1.50 [ [1.50 [ [ [ [
Will 020108
Attendad, || Maw I
il = | | | | | | | | |
Klass, Mew r 250 <
Skip 020108 |1 50 | ‘1'00 | | | | | |
Fravious/MNext e
Check All That Apply
r | hereby certify that | ittil it i ion via ek i ission in fieu of a s
This is my final submissicn. All sttendance has been entered for this section.
suBMIT

Step 1.Student StatusClicking theStatusbesidethe student name will linko the Student
Profile web form where you can obtain additional information on the student.

Step 2. No Show: Agrade of NS must be enterean the Grading Rostefor the course in
WebAdvisorfirst. Check the never attendea on the grading roster to indicate a student
never attended class. Once a student has been given a NS grade and the never attended box



checked in the grading roster and saved, the never attended check box on your web attendance
roster will also show ashecked.

Step 3 Attendance TypeValid entries for Contact Hours attendance are the number of hours
in increments ofjuarter hours Note facultydo not use attendance codes when entering
attendance on a Contact Hour coursé blank date indicates ankzssencefor a Contact Hour
course.

Step 4. Previous/NextThis field will recalculate the Form Start Date and redisplay the form
with a new list of dates. You must check the first electronic signature box when going from
previous/next pages or an error ragage requesting you check the electronic signature box will
appear.

Step 5. Electronic Signatur@he first check box serves as a signature confirming the
attendance information. This is required if data was added angled.This also includes
navigatng the Previous/Next drop down menu as well. The second check box serviisas a
submissionindicating all attendance hdseen entered for the semesteiDo not check the final
submission box until you have finalized all attendance for the semest@nce final
submission has occurred, facuityay notmake any changes to their web attendance roster.

Step 6 Click theSubmitbutton. An error will be displayed if the user does not enter quarter
hour increments for contact hours or if data is entereddates that occur in the future. The
form will be redisplayed to allow the user to correct the invalid data.

After clicking on th&submitbutton, the menu will be displayed.

If the user does not wish to track student attendance at this time, they éakFacultyMenu
to return to the menu.



Batch Attendance TrackingUnscheduled MembershigMake-up Days)

Facuty complete the following steps to enter and maintain student attendance after selecting
the Unscheduled MakeupttendanceEntry Method andForm Start Dateon the Attendance
Trackingweb form and clicking th8ubmitbutton. With the Unscheduled Makeuption, the
WYC2 N)Y { indedslio b&theld&eof the makap. In the example below, 020509 is the
makeup date. (**Contact hour courses will not use this featyre.

lslx]
@@ ~ ] https: jmonnbeam. cicc.eufirebdvisor/Webitdvisor TOKENIDX=50501 8554985 5=236APP=3T&CONS TITUENC Y='WEFC j@ |E\ |£\ [ \Elzl
J Ele Edit Wiew Favorites Tools Help J ﬁ -

v o & Attendance Tracking J - v v shPage v () Toos v (@) G i

Cape Fear Community College  R18_Test

CHANGE PASSWORD LoG out MAIN MENU FACULTY MENU HELP CONTACT US

FACULTY Welcome R. B. Fancher!

Attendance Tracking

* = Required

Form Start Date® 020509

for Batch Entry only  |{W]NIRRYIEyE M IERGETS ~

Choose y Start End Meeting Days of
One Class Name and Title Del Mthd Faculty Date Date Bldg Room Times Week Loc Term
fal AUB-112-001 Painting & TR LAB M. Dixon, M 01/06/09 05/08/09 (| K 109 10:30 - 11:20 F WILW || 20095P =
Refinighing Il Dixon
fal AUB-112-001 Painting & TR LAB M. Dixon, M 01/08/09 05/08/09 || K 109 07:30 - 12:20 T WILM || 20085P
Refinighing Il Dixon
fal AUB-112-001 Painting & TR CLASS || M. Dixon, W 01/06/09 05/08/09 (| K 107 07:30 - 09:20 ] WILW || 20095P
Refinighing Il Dixon
fal AUB-112-HDO1 Painting & TR LAB M. Dixon, M 01/08/09 05/08/09 || K 109 13:30 - 15:20 TTH WILM || 20085P
Refinighing Il Dixon
fel AUB-112-HD01 Painting & TR LAB M. Dixon, M 01/06/09 05/08/08 || K 108 14:30 - 15:20 W WILW || 20085P
Refinighing Il Dixon
Il AUB-112-HD01 Painting & TR CLASS || M. Dixon, W 01/06/08 05/06/08 || K 107 13:30 - 14:20 W WILW || 20085P
Refinighing Il Dixon
fel AUB-122-001 Non- TR LAB M. Dixon, M 01/06/09 05/08/08 || K 108 09:30 - 10:20 F WILW || 20085P
Structural Damage Il Dixon
fel AUB-122-001 Nan- TR LAB M. Dixon, M 01/06/08 05/06/08 || K 108 07:30 - 12:20 w WILW || 20085P
Structural Damage Il Dixen
[pone & tmternet [#100% -

The form will display the student names, status/status date (links to the student profile), no
show status, seat total, Form Start Date entered on the Web Attendance Tracking web form,
and the last date ohttendance.



/2 Batch Attendance Entry - Windows Internet Explorer - |5‘ |i|

@?}' I’ https:fmoonbeam,cfcc.edufwebadvisor fwebadvisor? TOKENIDS=£5854 2030 3855=38APP=ST&CONSTITUENCY="WEFC ﬂ & 2| X IGng\e yoaks
J File Edit Wiew Favorites Tools Help J% -

W e .Batch Attendance Entry J @ v - & - |i:r Page - @TDUIS T @' -5 >

Batch Attendance Entry

* = Reguired
Class Name AUB-112-HD0A1 Painting & Refinishing Il
Meeting 20085P 01/08/09-05/06/09 13:30 - 14:20 MW CLASS
Location ‘Wilmingten Campus
Census Date 02/05/08

Form Start Date/Attendance Methed  02/05/09 Unscheduled Makeup

Instructors

M. Shawn Dixon
M. Shawn Dixon

Comments* IMade up for snow day

Student Status No Show Days 0205 Last Date
Calvery, Brian New 01/08/09 -

Herrin, Zakery New 01/08/09 -

11

Labriola, William (| New 01/08/09 =

Check All That Apply
[ | hereby certify that | am submitting this attendance information via i in lieu of a sig

- Thig is my final submission. All attendance has been entered for this section.

%)

| T T |6 meernet [ 100w - 4
Aistart| | @ @ v & @ 2 E % G A | 8 erchive) -, | Thas st ue_... | #) wanstructio... | 5 poament1 - .. | G patatel- Ri6... [ 2 Batch atten... [DEIBEIE D 3 2:35pm

Step 1. CommentsRequired:The user must enter & form comments in this field explaining
the reason or method for the makep date. This will be useth lieu of completing the paper
Contact Hour MakéJp Schedule forr€FCC has usedtire past

Step 2.Student StatusClicking theStatusbeside the student name will link to the Student
Profile web form where you can obtain additional information on the student.

Step 3 No Show: Agrade of NS must be entereoh the Grading Rostefor the course in
WebAdvisorfirst. Check the never attended box on the grading roster to indicate a student
never attended class. Once a student has been given a NS grade and the never attended box
checked in the grading roster and saved, the never atéehcheck box on your web attendance
roster will also show as checked.

Step4. Attendance TypeThe entries in this field default to thd ¢ Makeup attendance type

code.{ LI OS 2dzi lye& WwWaQ O2RS&a (KI{ LRLMHzZFIGS F2N

makeup attendance.

Valid attendance type codes for this web form are:

10



| Code | Description | Comments |
[ M | Makeup

Step 5. Electronic Signatur&he first check box serves as a signature confirming the
attendance information. This is required if data was atlde changed. This also includes
navigating the Previous/Next drop down menu as well. The second check box serfemhs a
submissionindicating all attendance has been entered for the semesBw.not check the final
submission box until you have finaed all attendance for the semesterOnce final
submission has occurred, facuityay notmake any changes to their web attendance roster.

Step 6.Click theSubmitbutton. An error will be displayed if the user does not enter quarter
hour increments focontact hours oif data is entered for dates that occur in the futurd he
form will be redisplayed to allow the user to correct the invalid data.

After clicking on th&Submitbutton, the menu will be displayed.

If the user does not wish to track stent attendance at this time, they can cliekcultyMenu
to return to the menu.

11



Batch Attendance Entry Class Cancelled

Faculty or Designated Staff Members complete the following steps to enter and maintain
student attendancefter selecting theClass Cancelleéittendance Entry Method anBorm
Start Dateon the Attendance Trackingveb form and clicking th8ubmitbutton. With the
Class Cancelle2 LJG A 2 Y= (1 KS Heed® tedve tHe ddteNdtheantelied €lass In
the example below, 020409 is the cancelled class d&t&Contact hour courses will not use
this feature)

The form will display the student names, status/status date (links to the student profile), no
show status, seat total, Form Start Date entered on\ttheb Attendance Tracking web form,
and the last date of attendance.

/2 Batch Attendance Entry - Windows Internet Explorer - |ﬁ' |£|
6\:_: v [ https:moonbeam. cfcc.edufehadyisorfwebadvisor?TOKENIDX=55E542030 3855=7&APP=STECONSTITUENCY=WEFC (] e | Gongie | 2=
J File Edit “iew Favorites Tools  Help J % =

ke o Batch Attendance Entry J - v - |5 page - (G Tock - @ & ?

FACULTY Welcome R. B. Fancher!

Batch Attendance Entry

* = Reguired
Class Name AUB-112-HD0A1 Painting & Refinishing Il
Meeting 20085P 01/06/09-05/06/09 13:30 - 14:20 MW CLASS
Location ‘Wilmingten Campus
Census Date 02/05/08

Form Start Date/attendance Method  02/04/09 Class Cancelled

Instructors
ll. Shawn Dixon
Comments* ISHUW day
Student Status No Show Days 0204 Last Date
Calvery, Brian New 01/08/0% - C
Herrin, Zakery New 01/08/09 - C
Labriola, William (| New 01/08/09 =
Check All That Apply
[ | hereby certify that | am submitting this attendance information via i in lieu of a sig ]
- Thig is my final submission. All attendance has been entered for this section.

[pone [T T [ @ memet ESTR
Bistart| |3 @ b & 002 %O A | 5 wdive)-n. | T asstoe., | 5 wazstrudio,. | 5] poounent: - .. | &g Detatel - Ri8... |[@ satch atten... | I D 2 237 M

Step 1. CommentsRequired:The user must enter free form comments in this field explaining
the reason or method for the makep date. This will be used lieu of completing the aper
Contact Hour MakéJp Schedule forr€FCC has used in the past

12



Step 2. Student StatuClicking theStatusbeside the student name will link to the Student
Profile web form where you can obtain additional information on the student.

Step 3 No Show: Agrade of NS must be entereoh the Grading Rostefor the course in
WebAdvisorfirst. Check the never attended box on the grading roster to indicate a student
never attended class. Once a student has been given a NS grade and the never attended box
checked in the grading roster and saved, the never attended check box on your web attendance
roster will also show as checked.

Step 4 Attendance TypeThe entries in this field default to thég Cancelledcattendance type
code. Valid attendance type cosléor this web form are:

| Code | Description | Comments |
| C | Cancelled

Step 5. Electronic Signatur@he first check box serves as a signature confirming the
attendance information. This is required if data was added or changed. $bhigaludes
navigating the Previous/Next drop down menu as well. The second check box serdemhs a
submissionindicating all attendance has been entered for the semeskBw.not check the final
submission box until you have finalized all attendantm the semester. Once final
submission has occurred, facuityay notmake any changes to their web attendance roster.

Step 6.Click theSubmitbutton. An error will be displayed if the user does not enter quarter
hour increments for contact hours drdata is entered for dates that occur in the futur&he
form will be redisplayed to allow the user to correct the invalid data.

After clicking on th&submitbutton, the menu will be displayed.

If the user does not wish to track student attendance as time, they can clickacultyMenu
to return to the menu.

13



Example of How Cancelled and Makg Classes appear in Wekitendance

b2GS K2g¢g (GKS o6FGOK SyGNB LJXIFOSa KS W/ Q yR V¥
ever been in attedance in the class. These codes will not appear on students who have been

marked a NeShow.

/2 attendance Entry - Windows Internet Explorer - |5‘ |i|
5@ ~ [&] https:Jmoonbeam. cfec.edufiebidyisor/webidvisor?TOKENIDK=7 P565230 388 55=38APP=S TECONSTITUENCY =WEFC = al 4[| %] | Googie |2~
J Ele Edit Y“iew Favorites Tools Help J % -
v e £ | Attendance Entry | | J o - v b Rage = Taok - (@)= G >
El
Attendance Entry
Class Name AUB-112-HD01 Painting & Refinishing Il
Meeting 20085P 01/06/09-05/06/09 13.30 - 14:20 MW CLASS
Location ‘Wilmingten Campus
Census Date 02/05/08
Form Start Date/Attendance Method  01/06/09 Scheduled Membership
Instructors
Membership A = Absent, E = Students first day, EL = Students first and last day, ET = Student entered first day tardy, L = Last day student attended, T = Tardy, TL = Tardy last day.
Contact Hours Enter the number of hours attended in increments of quarter hours. )
Student Status :Euw Days 0107 012 14 w2 0126 0128 0202 0204 0205 0209
Calvery, New 18
el i L [E | I I la I I Ic M |
Herrin, New - 17
L | ET | 5 | v | lc I |
Labriola, || New
el et L™ / / | | | | | | | |
T
Previous/Hext I VI
Check All That Apply
[ | hereby certify that | am submitting this attendance information via [ in lieu of a sigl

- This is my final submission. All attendance has been entered for this section.

SuBMIT

|D0r|s ,_ ,_ ,_ ’_ ,_ ’_ @ Internet

14

0% -



Attendance Tracking Export

Users can complete the following steps to export course section meetings or contact hour
sections to MicrosofExce:

Step 1.Click on the Attendance Tracking Export link on the Faculty Menu in WebAdvisor.

CHANGE PASSWORD LaG Our Main MENU FACUL TY MENU

FacuLTy

Attendance Tracking Export

* = Required

Term* M
Subject M Courze Mo Section Mumber
Locations [i]

Academic Level M

Instructor's Last Mame

SUBMIT |

CHANGE PASSWORD Loc Our Mai Meny FactL Ty MenU
Step 2. Term Required:Selectthe Term to view attendanciom the dropdown box.

Step 3. SubjectSelect a Subject from the dropdown box. All Subjectishsiincluded in the
selection if this field is left blank.

Step 4. Course NoEnter a Course Number. All Course Numbers will be included in the
selection if this field is left blank.

Step 5. Section NumbeEnter a Section Number. All Section Numheitsbe included in the
selection if this field is left blank.

Step 6. LocationsSelect a Location from the dropdown box. All Locations will be included in
the selection if this field is left blank.

Step 7. Academic Levebelect an Academic Levebiin the dropdown box. All Academic Levels
will be included in the selection if this field is left blank.

15



{GSL) y® Lyai NHnitBeNsE diamp of theélinstyulctdf S\ instructors will be
included in the selection if this field is left blank.

Step 9.Click theSubmitbutton to initiate the search.

After clicking on th&submitbutton, the Attendance Export Resultweb form will be displayed.

If the user does not wish to export attendance at this time, they can EackiltyMenu to

return to the menu.

Attendance Export Results

Complete the following steps to choose course section meetings or contact hour sections to
export after specifying selection criteria on tAétendance Tracking Expoweb form and

clicking theSubmitbutton.

The form will display course section meetings for membership classes or course sections for
non-membership classes for the classes matching the selection criteria entered on the

Attendance Tracking Export web form.

Step 1. Choose OneRequired:Select asingle section or section meeting from this column.

CHANGE PASSWORD Lac OuT Mair Men Facue Ty Meny

Attendance Export Results

Choose One Class Name and Title Del Mthd  Faculty Start Date End Date Bldg Room Meeting Times Days of Week Loc Term
0O ACC-3107-01 Ascounting DL | CLASS | E. Ucate 020408 | 0501005 | A 22 15:00 - 16:30 MTWTH 2005CET
@] AER-3103-01 Awiation Ground Schoal far Pil TR | CLASS | 5. Moare 021 805 03621005 | & 20 06:00 - 12:00 Tl 1001 | 2008CE1
0O AGR-3009-01 Design, Drainage and Erasion © | TR | CLASS | 5. Smith 021508 | 032e0s | A 23 18:00 - 20:30 TTH 2005CET

SUBMIT |
CHanGF PASSWORD Lo Our Mawe Mrrit: Fariy 7v Mrnitz Hrr p

Step 2.Click theSubmitbutton.
After clicking on th&submitbutton, the Export Resultsveb form will be displayed. If the user

does not wish to export attendance at this time, they can dha&uty Menu to return to the
menu.
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Export Results

Complete the following steps to export attendance information to a coru@kmited file

format after selecting a course section meeting or contact hour section oAttemdance

Export Resultsveb form and clicking th&ubmitbutton.

The form will display student attendance data in a corrheimited format that can be

exported into other applications. The first line of data is header information associated with the
attendance types/hours.

Step 1.To export the data to Microsoft Excel, highlight the data or rigltk on the web screen
and choose Select All from the popup menu.

Step 2.Rightclick on the veb screeragain, and choose Copy from the popup menu.

Step 3.0pen a blank Excel workshesnd select Paste Special from either the Edit menu or the
Paste Options icon. Select either Unicode text or text and click OK.

Step 4.Select the Paste Options icon and choose the Use Text Import Wizard. (If using Excel
2003, highlight the entird column. SelecDatafrom the menu. Then seledtextto Columns.)

Step 5.Choose the Original Data Type of Delimited and the comma as the delimiter.
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