Steps to Approve a Class Attendance Roster

1.) In PeopleSoft, Navigate to the Self Service Class Roster page. (Located in the Faculty Center)
2.) Then you will see the “Class Roster Type” drop down field shown below.
3.) Select the Attendance option.

- Enroliment = ) — =
[- Campus Financas [ Faculty Centar | Advisor Center | Search |
|- Campus Personal

Information |
[+ Academic Records

> Degree
ProgressiGraduation
[ Transter Credit

- Student Admission
(- Outreach

- Student Recrulting

[ AL ¥ ANAT 110 - 0001(1578)  change class

CELL BIOLOGY & MICROANATOMY {Course Reg)

my schedule | class roster | grade roster |

Class Roster

Days and Times Room Instructor Dates
- nments TEA TEA Juffrey Grean, 08/15/2012 -

1 Adisor Center Paula Gragory, 12/21/2012

Ramona Gibson

(- Search

~ Eroxy Terms and Condilions

— Share My Information

— Shudent Center Class Roster Type [Regular_=]

- Request Information e s
I g;s'-':;;fr";:‘m Transcript *Enrollment Status

— Browse Coursa Catalo : )
nrollm a 200 rolled 196

— Community Direclory Seard
Campus Community

dent Recruiting T 3T I m
dent Admissions i b i

::W“’ﬁl:d Enroliment Notify| Photo[1D Name Crada f,, e |Progeamand plen Lovel :::"

Basis
Financial Aid | X Agd ke Kylia |Madicine (MD], New Orleans -
Student Financials l-| O B |oie1202 Elizabeth Honors | 104.00 |44 dicine, MD, KO

The Class Attendance Roster page will be displayed next (see below).
4.) To update the Class Attendance Roster you may do either of the following:
- If all students have attended class: Select the “All students have attended at least one day” field under
the “Attendance Option” section or
- If the student(s) have not attended class: Select the “Student Never Attended Class” field for each
applicable student in the “Enrolled Students” grid.
5.) In the Attendance Action section do the following:
- Indicate the Approval Status of the roster as “Ready to Review”, “Not Reviewed”, or “Approved”. Once
the “Approved” status is selected (and saved) then no more changes to the roster will be allowed.
6.) Save your changes by selecting the “Save” button.
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