
Recording No Shows & Last Attendance Date for R2T4 

Students who have stopped attending a class or have never attended the class at all may be recorded using 

a roster within the Faculty Center. Recording the last day of attendance for students who have initially 

attended the class, but have stopped attending at some point will assist colleges in their efforts to address 

Return of Title IV funds.   Colleges can run several queries to pull information recorded on this roster or 

to identify roster that still need to be utilized.   

 

A list of students that have stopped attending and have a last date of attendance recorded can be retrieved 

by running the following queries: 

 K_LAST_ATTENDANCE_DATE:  This query will display the information by the delivering 

campus. 

 K_LAST_ATTENDANCE_DATE_HC:  This query will display the information by the home 

campus of the student. 

A list of “no show” students may be retrieved by running the following queries (only students who never 

attended any class meetings should be recorded as no shows): 

 K_NOSHOW_LIST:  This query will display the information by the delivering campus. 

 K_NOSHOW_LIST_HOME_CAMPUS:  This query will display the information by the home 

campus of the student. 

 

A list of students who have received a grade of “E” or “F”, but do not have a last date of attendance 

recorded can be retrieved by running the following queries: 

 

 K_SR_MISSING_LAST_ATTEND_DT9:  This query will display the information by the 

delivering campus. 

 K_SR_MISS_LAST_ATTEND_HC:  This query will display the information by the home 

campus of the student. 

 

To record no shows or last attendance date, follow the instructions within this section.  

 

1. The Faculty Center should display the My Schedule page as soon as you login to PeopleSoft. If it 

does not, you may navigate to it by selecting Main Menu, Self Service, Faculty Center, My Schedule.   



 

 

2. Verify that you are viewing classes from the correct term.   

 To change the term, click the Change Term button and select the preferred Term and click Continue to 

view classes for that term.  

3. To record students that have never attended class at all or to identify those that have stopped attending, 

click on the No Show/Last Att Date Roster icon for the preferred class.  This will take you to the 

No Show/Last Date of Attendance page for the selected class. 

 

 



4. To record information on the No Show/Last Attendance Date roster, follow the instructions listed in 

steps on the page to populate the roster.   

 Click the Update Roster button.  This will ensure that the roster has the most recent list 

enrollment data on the roster.  

 Click on the No Show/Last Attendance Date page tab to refresh the page and display the most 

recent roster data.  

 

 

  When it is time to report no shows, click the No Show button for any students that NEVER 

attended the class. 

 When it is time to record last attendance dates, use the following instructions: 

o When it is time to report the last date of attendance (60% point in term), enter a Last 

Attendance Date at 60% Point for any students that previously attended, but have 

STOPPED attending.   

o If your campus requires the last date of attendance be recorded at the end of the term 

for students that earned a failing grade, enter a Last Attendance Date at End of 

Term.   

 Once you have entered all of your data, check the appropriate checkbox to indicate the roster is 

ready for reporting: 

o Check the The Now Shows have been recorded and the roster is complete 

checkbox when finished recording no shows. 

o Check the The Last Attendance Dates at 60% point have been recorded and the 

roster is complete checkbox when finished recording last attendance dates at 60% 

point.  

o Check the The Last Attendance Dates at End of Term have been recorded and the 

roster is complete checkbox when finished recording last dates at end of term for 



students that earned a failing grade.     

 Click the Save Roster button.  The data entered will be saved and will gray out.  However, any 

students on the roster that do not have data entered will remain active for updates later. 

6. To view a different attendance roster, click the Change Class button to return to the My Schedule 

page and click on the No Show/Last Att Date Roster icon for a different class to view that roster  

7. Click the Home link when finished. 

 If you make a mistake and enter data in error, you may contact your local college registrar to request 

that the information be corrected.  

 

 


