1.

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:

o K_LAST_ATTENDANCE_DATE: This query will display the information by the delivering
campus.

e 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):

o K _NOSHOW_LIST: This query will display the information by the delivering campus.
o 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:

e K SR MISSING_LAST ATTEND_DT9: This query will display the information by the
delivering campus.

o 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.

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.



ORACLE’

Add to Favorites

Favorites Main Menu > Seff Service » Faculty Center > My Schedule
i > ~
-
f Faculty Center ]( Advisor Center ][ Search ]
|  myschedue |  classroster |  oraderoster | noshowilast date of attendance |
Faculty Center
My Schedule
Spring 2010 | KCTCS change term I
Select display option: (@ show All Classes (7) Show Enrolled Classes Only
Icon Legend: Eﬁﬁ Class Roster L:_ﬁ‘ Grade Roster ':'« NoShowi Last Date of Attendance
To view data for a different class, you must select the Class, Grade, or NoShow roster icon for that class.
My Teaching Schedule > Spring 2010 > KCTCS
Class Class Title Enrolled Days & Times Room Class Dates
@ﬁﬂ E_ﬂ' MA 1059-2510 College Algebra 17 TuTh 9:00AM - 10:15AM Elizabethtown Jan 11, 2010-
[22834) (Lecture) Comm/Tech May 8, 2010
Colleg
4 Eﬁﬁ ’_?ﬁ‘ MA 105-2511 College Algebra 21 TuTh 10:20AM - 11:45AM Elizabethtovn Jan 11, 2010-
826395 (Lecture) CommiTech May 8, 2010
Colleg
o i B MIS55-2501 Pre-Algebra (Lecture) 5 MoWsaFr 8:35AM - 9:254M Elizabethtown Jan 11. 2010- ~
frR7aas5) FammdiTack  Mauw 8 2010

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.

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.
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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.

e Click the Update Roster button. This will ensure that the roster has the most recent list
enrollment data on the roster.

e Click on the No Show/Last Attendance Date page tab to refresh the page and display the most
recent roster data.
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Step 1:Click update roster button
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Step 3:Record no shows and last date of attendance as needed

Step 4:Click save roster

D The Last Attendance Dates at 60% point have been recorded and the roster is complete

D The Last Attendance Dates at End of Term have been recorded and the roster is complete
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e When it is time to report no shows, click the No Show button for any students that NEVER
attended the class.

e 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.

e 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

D The No Shows have been recorded and the roster is complete —

m



students that earned a failing grade.

e 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.

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 ™ jicon for a different class to view that roster

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.




