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How To Enter Attendance 

Note:  There are different ways of entering attendance.   

 
1. Click on My Classes Menu bar 

2. Click on Gradebook 

3. Select the Term to use to from the View Courses List (if Available).  This will display a list of courses for the term 
selected. 

 

 

4. Click on the Course Title to select the course to work on 

5. Within the Attendance tab click on the Day to enter attendance  
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Note: Notice the attendance calendar is color-coded. Green = Attendance has been posted and Orange = Attendance is needed. 

 

 

 

6. Click the ‘Edit’ button  

7. Enter the attendance for each student. 

 

 

 

8. Once finished scroll to the bottom of the page and Click Update.  This step is very important else attendance will not be 
saved. 

 
Note: The information is saved in CampusVue® Student and will be available to students via the Student MyCampus.  Notice 
how the background color on the attendance calendar has changed to green for the day posted.  

 

How To Enter Attendance For Classes That Require A Day 

    

 

1. Click on My Classes Menu bar. 

2. Click on Gradebook. 

3. Select the Term to use to from the View Courses List (if Available).  This will display a list of courses for the term selected.  

4. Click on the Course Title to select the course to work on. 

5. Within the Attendance tab click on the Day to enter attendance  

6. Click on Student Specific Time. 
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7. Attendance tab click on the Day to enter attendance. 

8. Click on Student Specific Time. 

9. Enter the Date Ranges to enter Attendance for. 

 

10. Click on Build Grid button. 

11. Enter Present ‘P’, Absent ’A’ or Excused ‘E’ for each student. 

 

12. Click on Save once done. 

 

 

 

 

 

 

 

How To Add Attendance for Online Courses 
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1. Login to mycampus.asun.edu 

2. Click on faculty mycampus homepage 

3. Click on the online class 

 

 
4. Then click on the select specific time 

5. Then click on the from and to for a week of attendance and click build 

6. Then enter the attendance for the days that the students were present so for the web classes they could pick a single 

day each week and post attendance 
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How To Change Attendance 

Based on permissions and settings you may be permitted to EDIT the attendance entered.   

 
1. Locate the Attendance to change. 

2. Click on Edit. 

3. Make the changes. 

4. Save the Changes. 

 

How To Add Course Materials  

Note: Not all Staff will have access to this option. 

 

1. Click on My Classes Menu bar. 

2. Click on Gradebook. 

3. Click on the Assignment and Exams tab (if enabled). 

 

4. Select the Term to use. 

5. Click the ’+Add Assignment/Exam’ tab. 

6. Click on ‘+ Add Assignment/Exam’ link. 

7. Enter the Description. 

8. Enter Comments. 

9. Click the ‘Save’ button. 

 

 

To Attach A Document: 

1. Under Attach Document enter a File Description. 

2. Click the Browse Button. 


	title
	Faculty_MyCampus_Tutorial 11
	Faculty_MyCampus_Tutorial 12
	Faculty_MyCampus_Tutorial 13
	Faculty_MyCampus_Tutorial 14
	Faculty_MyCampus_Tutorial 15



