
Step 1. Log into the faculty portal and click Faculty Services. 

Step 2. Click Attendance Verification. 

Step 3. Select the appropriate Term. 

Attendance Verification Instructions 



Step 4. Choose the course for attendance verification from the dropdown menu. 

Step 5. Check each student who has not attended the course. Also check the box to 

verify completion of attendance verification. Lastly, click save to complete the process.  
Note: You must click the verification button even if all students have attended your course. 

Step 6. The following screen will appear and your attendance verifications for this 

course are complete. 



If all students attended, you must still check the box to verify the completion 

of attendance verification. 

If you fail to check the verify completion box, the following screen will appear 

and your attendance verification will NOT be verified.  

Please note: You must complete this process for each course that you teach and  

                    BEFORE the deadline. 

 

Additional Information 



The following screens are generated once the no show process is completed in the Registrar’s Office. The 

top screenshot illustrates students who were processed correctly. The bottom screen lists all of the profes-

sors names who failed to turn in attendance verification(s).  

 

Instructors 

who fail to  

report         

attendance 

verifications 

will be listed 

here. 


