Instructions for Online Verification of Student Participation/Attendance

1. After logging into MyMHCC, full and part-time faculty would start by locating the course within the
Faculty Course Center they want to report attendance on:

Welcome to { Personal info | Logout )

Admissions Plan and F 2gister Student Services Student Life  Adviser Info more

‘fou are here: Faculty Home

My.mhcc.edu
Faculty Home & TR C ey Frequently Used
ty
Staff Home [ Course List tor — Access Former Home Page
Student Home : :
- ; = . : Adviser Info
W w My Faculty S ;
Old Home View More Options Yiew My Faculty Schedule Eacully Mairi Page
Winter Term - 2016 Blackboard / Online Learning
. : Finance / Accounting / Business
Quick Links ep—— e et o Intranet
HD110-W2  Career Planning |Select Area . 7 | Foundation '
My Courses — Online Campus Directory

HD208-01  Career and Life Planning | Select Area .. v |
Personal

2. Then click on the drop down box and locate Attendance:

My.mhcc.edu
Faculty Home Faculty Course Center
Staff Home Faculty Course Center = Faculty Schedule = Default \View

StudentHome  Course List for [
Old Home
Yiew More Options Yiew My Faculty Schedule

Quick Links Spring Term - 2016

Course Title Go Directly To
My Courses Eﬁ”u' Career Planning Attendance ¥
Personal o _ Select Area ..
MO214-  Building a Professicnal Course Details
Q‘ Copy Portfolio Class List
MOZ Grade Entry
Courses H1 Portfolic
Accessibility EBSYEW' General Psychology Select Area ... ¥
Corrective Action

Ml
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3. The screen will show the students registered in the course.

Faculty Course Center - Update Student

Aftendance

Faculty Course Center = Faculty Schedule = Default Yiew = Update
Student Attendance

Course: HD1IDSWT r

Course Details Spring Term - 2016 | Undergraduate | HD110-W1 | Career Planning

Catalog Faculty Meets Dates Rooms

G115 0:00 - 0000 AWM 03/28/2016 -04/20/2016 DL /WEB / WEB

Class List Spring Term - 2016 | Undergraduate | HD110-W1 | Career Planning (4
students)

Student . Did the Student

o Student Major Status Participatel Attend ?

389123 Person, Test, JJr Mental Registered(03/28/2018)
Health

Mot
Social v submitted
Sve
823777 Test, Dars General Registered|03/28/2016}) - Mot
Studies submitted

Submit

4. Click on the drop down box to mark each student as having attended/participated or not.

Faculty Course Center - Update Student

Attendance

Faculty Course Center = Faculty Schedule = Default view = Update
Student Attendance

Course: HD110-W1 -+

Course Details Spring Term - 2016 | Undergraduate | HDA110-W1 | Career Planning

Catalog Faculty Meets Dates Rooms

UG1S 0:00 - 000 AM  03/28/2016 -0420/2016 DL/ WEB / WEE

Class List Spring Term - 2016 | U
students)

IS[Eudent Student Major

raduate | HD110-WH1 | Career Planning (4

Did the Student

fELE Participate/Attend?

385123 Person, Test, Jr Mental Registered(03/2
Health

Mot
Social - submitted
Swe :
623777 Test, Dars General Registered(03/28/2016) :]ES Mot
Studies o submitted

Submit
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5. When attendance/participation has been entered for each student, click Submit:

Faculty Course Center - Update Student

Aftendance

Faculty Course Center > Faculty Schedule = Default iew = Update
Student Attendance

Course: HD1I0D-WT *

Course Details Spring Term - 2016 | Undergraduate | HD110-WH1 | Career Planning

Catalog Faculty Meets Dates Rooms

UG1S 0:00 - 000 AM  03/28/2016 -04/2002016 DL/ WEB / WEEB

Class List Spring Term - 2016 | Undergraduate | HD110-W1 | Career Planning (4
students)

I,‘igudent Student Major Status Did the Student

Participate/Attend ¥
389123 Person, Test, Jr Mental Registersd(03/28/2016)

Health Mot
Social TEes ¥ submitted
Sve
523777 Test, Dars General Registered(03/28/2016) Mot
Studies submitted

— ?
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6. A message will display when attendance has been submitted:

Faculty Course Center - Update Student

Attendance

Faculty Course Center = Faculty Schedule = Default Visw = Update
Student Attendance

Attendance successfully submitted

Course: HD110-W1 -+

Course Details Spring Term - 2016 | Undergraduate | HDA110-W1 | Career Planning
Catalog Faculty Meets Dates
UE1E

Rooms
0:00 - 0:D0 AM  D3/28/2016 -04/30/2016 DL /WEB /' WEB

Class List Spring Term - 2016 | Undergraduate | HD110-W1 | Career Planning
(2 students)

IS[;udent Student Major Status Did the Student

Participate/Attend ?
385122 Person, Test, Jr Mental Registered(03/28/2018)

Health
Social Yes ¥
SWE
623777 Test, Dars General Registered(03/28/2016) Yes ¥
Studies

Subimit
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