Self-Service Attendance



Go to the BCCC Homepage,
Click on Self-Service

»
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Reglstratlon is open for Summer 2022.
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Click on the Faculty tab

Hello, Welcome to Colleague Self-Service!

Choose a category to get started.

o Student Finance ® Financial Aid
Here you can view your latest statement and make a payment online. : Here you can access financial aid data, forms, etc.
|—_.J Tax Information & Employee
Here you can change your consent for e-delivery of tax information Here you can view your tax form consents, earnings statements, banking information,

timecards and leave balances.

Student Planning 5 Course Catalog
Here you can search for courses, plan your terms, and schedule & register your course " Here you can view and search the course catalog

sections

o Grades = Advising
Here you can view your grades by term. ! Here you can access your advisees and provide guidance & feedback on their academic
planning
Faculty

Here YOou can view your act ive classes and submit graaes and waivers for students.




Here you will see your courses by semester.
Select the course to enter attendance.

Manage your courses by selecting a section below

20225pP

Section

C15-110-205; Introduction to
_omputers

)

CTI-110-600; Web, Pgm, & Db

Foundation

Times

TBD
4/1/2022 - 5/11/2022
TBD
4/1/2022 - 5/11/2022

M/W 12:00 PM - 12:50 PM
4/1/2022 - 5/11/2022
TBD

4/1/2022 - 5/11/2022

Locations

Internet Course, NET
Classroom Hours
Internet Course, NET
Lab/Shop Hours

Bldg 002, 0112
Classroom Hours
Internet Course, NET
Lab/Shop Hours

Availability @

07270

0/2/0

Books

Census Dates



Once the course is selected, the section roster
and other details will be displayed.

¢ Back to Courses

CIS-110-205: Introduction to Computers

20225P

Online Web Training
TBD

4/1/2022 - 5/11/2022

Internet Course, NET Classroom Hours
TBD
441712022 - 51142022

Internet Course, NET Lab/Shop Hours

Seats Available 0 of 2

Deadline Dat

& Print B2 Email Al @ Export
Student Name Student ID Class Level Preferred Email
Seagulls, Sammy 0389889 sammy3889@live beaufortece

Seagulls, Sully 0364504 Freshman Associate @live beaufortcoc.edu




On the section roster you will have the option to
export, print, or email one or all of the students.

< Back to Courses

CIS-110-205: Introduction to Computers

20225P

Online Web Training

2022 - 5/11/2022
Internet Course, NET Classroom Hours

TBD
4172022 - 51172022
Internet Course, NET Lab/Shop Hours

Seats Available 0 of 2

Deadline Dates

Roster Attendar
& Print B3 Email Al 7 Export W
Student Name Student ID Class Level Preferred Email
Seagulls, Sammy 0389889 Sophomore Associate sammy9889@live beaufortccc edu

d@live.beaufortccc edu

seagulls, Sully The infB#if¥tion contained on these s|iHEEWRIEEARected from
many different sources.




Self-Service Notes

Only faculty can access attendance for their courses in Self-Service.
® All attendance must be recorded — “Present” as well as “Absent”.
® All of the instructional modalities are available on one screen.

® Changes are made as soon as you select an option. You do NOT have to save or
submit changes.

® Recommend double-checking to make sure attendance recorded.

® Instructors should mark all absences as "Absent, unexcused”.

® Do NOT use “Absent, excused”.

® Instructors may mark students as late but the system counts the student as
present.

Attendance must be recorded weekly. Weekly attendance is mandatory.

® MANDATORY: Attendance must be recorded by the end of business on Friday of each
week (by 2PM).

You should not have assignments due on holidays, student-faculty vacation days, or faculty
work days.




Beginning of Semester Notes

® A students first "Present” has to be recorded on or before the census date of the class.

® Besure NOT to record anything for a student before they are first marked “Present”.

® Forhybrid and blended courses, once a student is marked present face-to-face or online, you can begin
marking absences and presents on both rosters.

® **|f a student requests a drop or withdraw on or before the census date of the class, please
do NOT enter an LDA.**

® Referthe student to the Registrar’s office as they will need to complete and turn in the drop/add form
before the last day to drop for that class.



On the section detail screen, click the
Attendance tab.

CTI-110-600: Web, Pgm, & Db Foundation

20225P
Main Campus

M/W 12:00 PM - 12:50 PM

4/1/2022 - 5/11/2022

Bldg 002, 0112 Classroom Hours

TBD

4/1/2022 - 5/11/2022

Internet Course, NET Lab/Shop Hours

Seats Available 0 of

Deadline Dates

Roster Census Grading Books Pei tlist
Student Name Student ID
Seagulls, Sammy 0389889
Seagulls, Sully 0364504




Attendance : Instructional Methods

® ONLINE: Choose any day of the week to record 10 e, g, & o Founaaton
attendance. Online attendance column is labeled

“Time not specified" Synchronous Attendance
® Itisrecommended that you record attendance for wmmsmm
the day that your weekly assignments are due. |
Online
® **When you record an LDA though, it has to be o i
recorded on the day that the student last ‘
attended class, either online or face-to-face.

HYBRID/BLENDED/FACE-TO-FACE: Must take g Sy
attendance on the same day as the class meeting :
time. This column is labeled with the specific

meeting time.



By default, the current date is selected. However, you can
use the Select Date drop down menu to choose different
dates.

® The Export feature on the attendance tab \
allows you to view your full attendance record
on one sheet. e

Update A

® Thisis helpful if you need a view of all your
attendance in one screen for the whole class up
to the current day.

® Self-Service does not show future dates.




® To update attendance for each student, use the
Select Attendance menu to the right of the
student's name.

® If you need to remove attendance for students,

choose “Select Attendance” from the drop down
menu.

® **Pplease be aware that if you use the Update All

feature, it will update all columns listed for that
day. You will have to manually clean up the
attendance for accuracy. **

® Recommended NOT to use Update All.

Recording Attendance

Student Time not specified

Seagulls, Sammy - 7 - ~,

0389889 =5 Select Attendance ~ I~£’-?I,"
Select Attendance

seagulls, sully Present .

0364504 &4 Absent, no excuse \&)
Absent, excused
Late

Roster Attendance Censis
1 —
‘ Update All w
Update All

Update Empty Becords to Present

Tirr
Update Empty Records to Absent

Seagulls, Sammmy |
e S



Recording Attendance Notes

® For fully online courses, if you have a lab and lecture component, you will have at least two
columns. One for lecture and one for lab.

® Forthese courses, you should have the same entry date on both columns of the course. The entry date
should match the Introductory Assignment in Blackboard.

® For hybrid and blended courses, if you have seated and/or online hours for lecture and/or
lab components, you will have a column for each component. So, you could have multiple
columns.

® The entry date for the online portion of the class should match the Introductory Assignment in
Blackboard.

® The entry date for the seated portion is the first day the student shows up for class.



Comments can be added to the student’s attendance status by
clicking on the icon. You must click save for the comments to be
retained and the comments will show on attendance reports.

ieats Available 0 of 2

Seagulls, Sammy at 12:00 PM on 4/11/2022

Jeadline Dates

Roster Attendance Census Gradi Enter a comment up to 50 characters
Comment
Update All V‘ act D,
‘ Cance
Student Time not sp p

! |
Seagulls, Sammy 0
0389889 =4 Select Attendance v Select Attendance v
Seagulls, Sully 0
Select Attendance V‘ Select Attendance V‘

0364504 5




Never Attends (NASs)

To mark a student as never attended, click on the

Grading tab Roster Attendance Census Grading Bo
® Then click on Final Grade e
Overview | Final Grade
® Locate the “"Never Attended” check box to the Q
right of the student that you need to mark as a
Never Attend
* All Never Attends have to be recorded on or Student Name ~ StudentID » Never Attended

within 12 hours after the census date (10%).

® **Please make sure that if a student is marked l
as a Never Attend, that they have no other

0389889
attendance recorded.**

Seagulls, Sammy
0364504

Seagulls, Sully



Never Attend Notes

For fully online courses, record any student who has NOT completed the Introductory Assignment as
“Never Attended” in Self-Service within 12 hours after the census date regardless of whether the next day is
a non-instructional day.

® The first “"Present” you record for a student should be on the exact day the student completed the Introductory Assignment.
The first present should be entered on or before the census date. If this day falls on a holiday or vacation day, use the first
day we return.

® If students do NOT complete the Introductory Assignment, they will not have access to the course content.

For hybrid and blended courses, students are required to attend both the face-to-face class and complete
the Introductory Assignment online by the census date. However, .

® If astudent completes the Introductory Assignment for the online portion of the course prior to the census date but has NOT
attended the class face-to-face, do NOT mark that student as a “"Never Attended.”

® Instead, mark the student as “Present” for the online portion on the day the student completed the Introductory Assignment
and mark them as "Absent, no excuse” in the seated portion.

® Contact the student, as hybrid syllabi clearly state attendance is required in both the online and seated portions, and faculty
should enforce this policy.

® Thus, if a student completes online assignments but does NOT attend the class face-to-face, the student should be
withdrawn after missing 14 consecutive calendar days.

® Ifastudent attends the class face-to-face but does NOT complete the Introductory Assignment for the online portion, do
NOT mark the student as “"Never Attended.”

® Instead, mark the student as “Present” for the face-to-face portion on the day(s) the student attended and mark them as
“Absent, no excuse” in the online portion.

® Intheory, you should not run into this issue, as you can have students complete the Introductory Assignment in the face-

to-face class.



® The last date of attendance should be recorded when

the student has missed 14 consecutive days
immediately.

The last date of attendance is located on the Grading
tab under Final Grade.

To record the last date of attendance, locate the “Last
Date of Attendance” box to the right of the students
name you need to record the LDA for.

® Please be aware of students who have an LDA when
doing your attendance.

® Make sure you do not record attendance for students
after their LDA.

Faculty must review the attendance tab and remove
any attendance taken after the LDA. Student’s cannot
be marked absent or present after the LDA in the
attendance tab.

**A withdraw can not be processed until the
attendance is removed.**

Roster Attendance Census Grading

Overview Final Grade

Student Name Student ID Never Attended

0389889

Seagulls,
Sammy

0364504

Seagulls, Sully

Withdrawing a Student by Entering the
Last Date of Attendance (LDA)

Last Date of
Attendance



Withdrawal Notes

® Itis best practice to have assignments due and attendance recorded for online classes at
least twice per week.

® For hybrid and blended courses, you must record attendance for each date that the class
meets face-to-face and also on dates that online assignments are due each week.

® Forexample, if you teach a 3 credit hour hybrid course, you need to enter attendance for students
three times each week —Twice on the days when they attend face-to-face and once on the day they
complete online assignments.

® Foronline coursework, attendance is linked to assignments and their due dates.

® Unlike during the census period with Introductory Assignments, attendance for reqular coursework is
counted on the days that assignments are due, not on the specific days each student submitted the
work. This holds true for online, hybrid, and blended modalities.

® Example: | have an assignment due on Sunday. Jimmy completed it on the Friday before. | still mark
Jimmy as "Present” on that Sunday because that is the due date. It does not matter that he completed
it ahead of time. Sunday is the day the class "met.” BUT, if Jimmy stops attending after that Friday, his
LDA has to be the date that he last participated academlcally So, with this example, Jimmy’s LDA
would be the date of that Friday and you would need to remove all attendance that you put in for
Jimmy after his LDA.

® Enter LDAs for students immediately after they have missed 14 consecutive days. This is
NOT negotiable as the College has a mandatory 14-day rule for student attendance.




Withdrawal Notes

® MANDATORY: Each week when you enter attendance, closely monitor
students who are close to missing 14 consecutive days. If a student will be
beyond 14 missed days by the next time you enter attendance, notify the
student that they must attend class or complete an online assignment no
later than the 14th missed day due to the attendance policy. If the student
does not attend class or complete an online assignment by the 14th missed
day, enter the LDA in Self Service right away.

MANDATORY: LDAs must be entered immediately for students who miss
14 consecutive days even after the last day to withdrawal.

® Neither the student nor the instructor can initiate a withdraw after the LDW. However,
if a student stops attending after the last day to withdraw (LDW), the LDA must still be
entered in Self Service immediately once the student misses 14 consecutive days. This
is for auditing and Financial Aid purposes. If a student stops attending after the LDW,
they receive the grade they earned. Any attempts to withdraw after the LDW will
require a meeting with the division dean and the VP of Academic Affairs.




Withdrawal Notes

® If a student requests to be withdrawn or dropped after the census date, do NOT enter their
last date of attendance.

® Ifthey reach out through email, you are to email their last date of attendance to them and make sure
they know that there is a withdrawal form that has to be filled out and turned in to the Registrar’s
office. Please refer them to the Registrar’s office, if needed.

® Ifthey come to you in person, write their last date of attendance on the withdrawal form and sign it
under the instructor signature and then remind them that they are to turn it in to the Registrar’s office
to actually be withdrawn.

® **|f a student reaches out to you to withdraw and you have done the above, but in the meantime

they violate the attendance policy, make sure you enter the last date of attendance in Self-Service
once the student misses 14 consecutive days. Do not wait on the student to complete the
withdrawal process!**



Certifying Census Attendance

IE-111-611: Intro to Criminal Justice

=
i LarTgis

® This function is only available ON or AFTER
the Census date for the course.

Before certifying census, make sure all .
attendance has been recorded. Erra— |

Make sure all students either have a “"Present” —
or a "Never Attend” before or by the census
date.

M ¥



Certifying Census Attendance Continued

Saas Anpl abile © o

SIGE0RE Cansas

SFEI0ED

Once you are sure all the Present,
Absent and Never Attended have
been correctly recorded, then click
Certify




Certifying Census Attendance Continued

You should see the Checkbox
popup on topright of screen

CI i c k S U b m it . ".l.'!?'t! j‘li\.l.:lfl.qf:lle 3 1
«  hever Aancad = lLast Dabe of Amendance * Ol Lo | jarce —
Cophomeredssadacn 0000 WON  thereisee censs 1 ety for o

Mow if you go to Census tab on Section Detail page you will see this message



IMPORANT TO REMEMBER

® Once you have certified the attendance at the census date for a particular
course, do NOT go back and make any changes to attendance during the date
range you have just certified. This causes reporting issues when the rosters are
audited by the state.

® Attendance must be certified on or within 12 hours after the census date
even if the next day falls on a non-instructional day.



Submitting Grades

» Self Service allows you to submit
final grades. To access grades,

LT T L LU OO, VYO, T i, O o T OO o o |

H2I5P
hMain Campus

hASW 12:00 PM - 12:50 PM
41172022 - 51172022
Bldg 00z, 0112 Classroom Hours

TED

47172022 - 51172022
Internet Course, MNET LabwShop Hours

Seats Available [ of 2

Negdline Datec

ROsTer Attendance

Census

Grading

‘ e Click the Grading tab. ﬁ

A\

300



Submitting Grades

BAE T O AT

BAsr 2 PEA

fermte Aunllabie 0 of

radin B
Ty E i
—
E F vrrer a2 | 1 d
Siudent Mam sclari 10 Herewr dbiondod Lazi Oaiw af 1 T 1 o, Exprabon - Clann Levesl L i
i it

* The prompt to enter missing grades will remain displayed on the overview
screen until you have entered all the grades for a particular course section.




Submitting Grades

ANSC N

* Click on Final Grade to access final grading options for the students in
the course




dropdown box.

Overview  Final Grade

Srudent Mame & Sruders 1D & Mever Attended & Last Date of

Attendance
OREAERD

seagulls, Sammy
DAGAE0S

Seagulls, Sully

.. Expiration Dare

e

Salect Grade

CaleT Gracke

Class Leve:

cophomare
AESOC| ata

Frestmman sssociaie

Please choose the appropriate grade from the

& Credits



Grading Notes

\\III

® Final grade of "I” (Incomplete) requires an expiration date and a last date of

attendance.

® Final grade of “"F” requires a last date of attendance.

® **Never Attends should not be recorded at this time. They should have
been recorded at the census point of the class.



Submitting Grades

® No changes can be made once the "Post Grades”
button is submitted.

® If agrade change is needed, a Grade Change
Form will need to be submitted to the Registrar's
Office.

f ncdant Grading Braok i v
Jverview  Final Grade l

Post Grades
Credits

® Once all grades have been selected, click
Post Grades. You have now submitted the
grades for the semester.



Class Roster Verification Agreement

This is the last thing you will do with your attendance and grades for all
classes for the semester.

This is how you will electronically sign your attendance rosters.
This one agreement covers all courses taught in the semester.

In other words, you only do this once per semester, at the end of your
semester.



Class Roster Verification Agreement

® To access, go to your Self-Service homepage. —

® Click on your username in the top right and a J FinencoT A —
drop down menu comes up.

Emniploreen

13,

® C(lick on Required Agreements.



Required Agreements

Heguired Agreements

Titke . Apreuimer Period Duse Diate 2 EE

Ebiician Compaimy LIP. and its afffiates, All righis resarosd, Priipcy

* Please make sure to select the
roster for the semester you are
verifying.

*Also, be sure to do this at the end
of the semester once all grades and
attendance for your courses have

been completed.

VW

Click on View



Required Agreements

I Class Roster Verification Agreement o4 E Shabus Pl cprervrd pmbided Wkt u i
¥ el gl apverAT

By accephng this agresmeni, | w=nfy that the attendance ared prace rosters for =ach
COurse seciian taugh ne this termn have besn redbesse sriiby chat they ar= brue
in
| Abd in acoordance with 1he TRCC SLRnE0LIng: B il B Far
0l ¥
Carwsl By

Click Accept.

Click Yes to print the agreement.
Click No to not print the agreement.

Class Roster Verification Agreement

Status:  This agreement was accepted on 5/2/2022 at 4:44 PM.

By accepling this agresemant, | vanfy that the attendance and grade rosters for each course section tawght by me this term bave bien revigaed, | oertify that they ane troe
and accurate in acoordance with the electronic signature policy of Beaufort County Community Collagea.



End of Semester Notes

® For fall and spring terms, you must have all attendance and grades recorded
for students in all courses as well as the required agreement completed
before the end of business of the FWD following the two exam days on the
instructional calendar.

® For summer terms, you must have all attendance and grades recorded for
students in all courses as well as the required agreement completed within
24 hours after the last day of class (LDC) regardless of whether the next day
is a non-instructional day.



