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To: Continuing Education Faculty

From: Lynn Ceresino Neaulit LN}B

Subject: November 1, 2019 Go Live for New Online Attendance and Grade Roster for
Continuing Education

As you know, the new Online Attendance and Grade Roster for Continuing Education
will go live Friday, November 1%, The new process was developed with input from CE
faculty and staff. Training was provided throughout the CE campuses and via Zoom the
week of October 21%. If you missed the trainings, following is the link with Job Aids
(step-by-step guides) for SDCE Faculty at mySDCCD Info Hub:
https://mysdccd.atlassian.net/wiki/spaces/MY S/pages/324075521/Continuing+Educatio
n+Faculty+Tutorials+CE

It is imperative that faculty only enter daily attendance for students beginning
November 1!, Attendance data added to the system prior to November 15t will
cause the custom program to fail. Attendance data that has been submitted for June
through October will be added to Campus Solutions via another special process.

Following are the key roll out dates for the new Attendance and Grade Roster:
Friday, November 1, 2019

e Al faculty will begin to use the new online Attendance/Grade Roster via
mySDCCD portal (see screenshot below).
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e Student hours from Attendance tracking classes will automatically populate to the
Attendance/Grade Roster nightly.

e Faculty will NOT input teaching hours on Friday, November 1%!, and Saturday,
November 2" Instead, faculty will submit a CAV summary per the normal
process. Teaching hours will be submitted online in the new attendance roster
beginning the week of November 4™ (see screenshots below).

Friday, November 1, 2019 — Only input student hours and save

Select Your Week....

Week  [09 - Week of 10/28/2019 - 11/03/2019 v
Student Roster...
Enroliment Mon Tue Wed Thu
StudentiiD]  fName status O qo;28 10729 1030 10/
0005107623 Asy,Sandra Nicole Enrolled € | 000, 0.00 | 0.00 | 0.00
0000680408 Chen,Ming-Shiow Enrolled ° 000 0.00 000 : 000
0005768162 E'em”s'R'Cha“’ Enrolled € | 000 000 000 | 0.00
000s63g200 COrrAlesilJason ooy @ | 000 000 | 000 0.00
Patrick
0005765273 Cox,Junko Otsu  Enrolled © 0.00.  0.00 : 000! ; 0.00
0001245745 Craft,Emi Enroled €@ | 000 000 00 000
0005656429 g::'g"""eat“e’ Enrolled € | 0.00 000 000, 0.00
Totals...
Teaching. Hours ! Average Class Size
Teaching Hours D.00 Total Teach Hours 12.00

Average Weekly Class Size 0.00 Average Size Total 37.75

Submit Teaching Hours

Attendance/Grade Page Action’

Save | Print CAV Sign In Sheet

Fri Sat Sun Weekly Cummulative
111 1172 11/3  Hours Total Houra

000{] 0.00 0.00
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000/ 000 000

000 o000 000

000/] 000 ©0.00
000.] 000 000

0.00/] 000 000
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Monday, November 4, 2019 — Continue to input student hours and begin to input

teaching hours

Select Your Week....
A0 - Week ol 1120718 1171072019 [

Week
3 he w
Student Roster... ‘ 1. Enter the eekly ho"H;msd | View All | @I @ First 4 1-70f7 * (ast
Enrollment Mon Tue Wed Thu Fri Sat Sun  Weekly Cummulative Input . Enrofiment
StudentiD} gName Status Drop | 444 415 116 147 148 |15 1910 Hours TotalHours  Grade  ComPietion Message
0005107623 Ary,Sandra Nicole Enrolled [~ ] 000 000 000 000 000 | 000 000 000 1800 Submit Grade
0000680408 Chen,Ming-Shiow Enrolled (<] 000 000 000 000 000 | 000 000 000 3300 Submit Grade
ooos7ee162 MR Engies @ | 000 000 000 000 000 | 000 000 000 3300 | Submit Grade:
0005639209 Sy 1925 Enrgied @ | 000 000 000 000 000 | 000 000 000 3300 | Submit Grade
0005765273 Cox,Junko Otsu  Enrolied © 000 000 000 000 000 | 000 000 000 33.00 Submit Grade
0001245745 Craft,Emi Enrolled (] 000 000 000 000 000 | 000 000 000 332.00 Submit Grade
0005655429 2:;'2”-”““’ Enoled € | 000 000 000 000 000 | 000 000 0.00 33.00 ! Submit Grade!
4 Totals...
Teaching. Hours / Average Class Size Update All Option...
i 000
Teaching Hours Total Teach Hours 12.00 Input Grade ; Q Hours Day :‘
Average Weekly Class Size 0.00 Average Size Total 3775 Completion
Submit Teaching Hours Apply To All
Attendance/Grade Page Actions.. 2. Click Save
[ Save Print CAV Sign In Sheet Print '‘Weerhy CAV Summary FINAL Posting
Teaching. Hours / Average Class Size Update A
, 3. Enter Teaching Hours
Teaching Hours 250 |Total Teach Hours 0.00
< Input G
Average Weekly Class Size 000 Average Size Total 0.00
Comple
. ’ 4. Click Submit Teachin
Submit Teaching Hours €
Hours
Attendance/Grade Page Actions...
Save Print CAV Sign In Sheet Prnt Weekly CAY Sur
Teaching. Hours / Average Class Size 3, EnterTeaching Hours Update All Option...
250
Teaching Hours Total Teach Hours 250 Input Grade Q Hours Day
Average Weekly Class Slze 1550  Average Size Total 1550 Completion g
Submit e b He e Apply To All

Attendance/Grade Page Actions...

Save

Print CAV Sign In Sheet

, 5. Click Print Weekly CAV Summary

' Print Weekly CAV Summary I FINAL 1Z05ting




Please continue to submit your attendance for June-October (except those utilizing the
Attendance Tracking System) to the campus attendance clerk via the designated
campus email address below.

Thursday, November 5 - FINAL Electronic rolibooks/excel files with daily attendance
from classes that ended in October are due to the campus attendance clerks.

e Cesar Chavez: cecesarchavezattendance@sdccd.edu
e ECC: ceeccattendance@sdccd.edu

e Mid-City: cemidcityattendance@sdccd.edu

¢ North City: cenorthcityattendance@sdccd.edu

e West City: cewestcityattendance@sdccd.edu

Thank you for your support. If you have any questions, please contact CE Instructional
Services’ office at (619) 388-4850.

id

cc: Carlos Cortez, Michelle Fischthal, Star Rivera-Lacey



