GEeORGIA HiGHLANDS COLLEGE

Office of the Registrar

Attendance Verification Process

Log into the GHC Faculty/Staff Intranet

e If you are off campus and not using a GHC issued device, you will need to use the VPN.
e Click on VPN Access Instructions and follow the steps there, if needed.

Faculty/Staff

Working at a GHC instructional site?

If you're a member of Georgia Highlands College’s faculty & staff, click the button below to log on to the GHC Employee Portal.

ENTER FACULTY/STAFF INTRANET PORTAL

Working offsite? VPN Access is required.

Faculty & staff can access the GHC Employee Portal offsite with VPN software.

l VPN Access Instructions

Click on Information Technology.

Enrollment Statistics

Human Resources Information Technology

Click to enter Human Resources Click to enter Information Technology

Faculty General Information

Click to enter Facufty Click to enter General Information



https://www.highlands.edu/facultystaff/
https://www.highlands.edu/vpn/

Click on Access a System.

Install or Configure Software on your
Personal Device

Configure My Phone or Voicemail View IT Policies, Documents, and Forms

Update Your Duo Settings (Device

New Empl Technol Overvi
ew Employee Technology rview Management Portal)

Click on Banner/Score.

Install or Configure Software on your
Personal Device

Access a System

Banner/Score
D2L
Duo Device Management Portal
Microsoft Office 365 (Employee Email)
GHC Employee Password Reset
Manually Connect to the "P-Drive”
Navigate
OnelSG / PeopleSoft / Careers
Performance Progression

Works

Facilities Work Order System (Qware)

Request a New Account or Remove Account
(requires authorization)

Get Help from IT

Zoom Information, Guides, and FAQs

Request a New Account or Remove Account
(requires authorization)




Go to the Banner 9 Self Service Dashboards section and click on
Faculty/Staff Self Service — Banner 9. If you are accessing this for the
first time, you will be asked for a PIN. Your PIN is your six-digit
birthdate (if your birthdate is June 1, 1958 your PIN in 060158).

GHCP PRODUCTION

SCORE: Self Service 9 Student Self Service — Registration Faculty/Staff Self Service — Banner 9

Financial Aid Dashboard




Go to the Faculty Course Maintenance section and click on
Attendance Verification.

Faculty Course Maintenance

Faculty Detailed Schedule

Displays the faculty member schedule for the selected term. Both primary and non-primary instructors with instructional assjgnments can access this page.

Faculty - Week at a Glance

Display of all of an instructor’s classes for the selecred week

Assignments

All classes ta which a faculty member is assigned: history includes all current and past assignments while active shows all assigned classes that have students registered for them.
Syllabus

Maintain syllabus information, learning objectives, required materials, and technical requirements for the course; either type the information or copy from another source and paste.
Office Hours

View or maintain office hours for a class; slect the Display check box to allow students to view a class's office hours on the Web; using the Copy To pull down list, the instructor can also

populate the office hours for other sectionsView or maintain office hours for a class; slect the Display check box to aliow students to view a class'’s office hours on the Web; using the Copy
To pull down list, the instructor can also populate the office hours for ather sections.

Faculty Grade Entry

Enter and update midterm, final, and incomplete grades, in addition to the last date of attendance and hours attended.

Attendance Tracking

Track attendance and absence statistics for students by CRN and meeting

Faculty View Academic Transcript

Attendance Verification

Select Term and Course

Select a term and course from the dropdown list. Selecting the course will automatically populate the
Course Information section of the page.

Attendance Verification

selectaTerm| ]

Selecy a CRN: | ~

Course Information

Course Not Sehecrad

Georgia Enhancements 9.23




Attendance Verification

Salect a Term: Summer Term 2022+

Select a CRN: CHEM 1030 01: Everyday Chemsiry, 0096 (4] w

Course Information

CHEM 102001

Tithe: Everyday Cnemisry

CRN: 50096

Duration: 11-8MAY- 2022 1o 05-JUN-2022
STATUS: AT

Enrellment Counts

Maximum  Actual  Remaining
Enrgliment o a4 il

Current Attendance Verification Counts

ATTENDING HOT ATTENDING

4 a

Section Verification
S&CTin is currently NOT VERIFIED. Last updated on 2022.11.23, by Taylor, Cinady

Currently Enrolied Students - Amtending

Check if Not Attending  Student Name [-]
O MAILLS, MARTY BELL H3243564
0 SEKD, ASAKD
o THOMAS, TONYA REGING 313248972

Registration Status Lewvel
*++Weh Registered™
3245304 *+\Weh Aegistered=

““Weh Regstered ™

bage 1 Barbage | 5w | R Feuea B

Currenthy Enrolied Students - Previously Marked as Not Attending

Check if Atmending  Student Name 1=} Registration Seatus  Leval Credits
| HEAD, IMBMANLIEL STAM 3356874 *EWeb Registered™  Undergraduate - Seme: 3,000
€
Lo | [T e P——

Undergraduate - Semester 3000
Undergraduate - Semester 3000

Ungergratuate - Semester 3000

credits Date Begistered
W2-10-26TIENEIT
2021-10-28T0S 051

2021-10-Z8T15 15548

Date Registerad Date Reported as ...
IOV Z-NTOEOF V4T 2032-11-23TV6 1656 =

w
¥




Change students’ enroliment status

Add a check to the box next to every student that you wish to mark as not attending in the Currently
Enrolled Students - Attending section. Add a check mark next to every student in the Currently Enrolled
Students — Previously Marked as Not Attending section that you wish to mark as attending.

Click the Submit Changes button.

Currently Enrolled Students - Attending

Chack If Not Attending  Studart Name 1] Registration Status Lavel Cradits Date Registerad
] MILLS, MARTY BELL 913242564 **Neb Replstered*+ Urdergraduane - Semester 3000 2021-10-26T1606. 232 -
0 SEKD, ASAKC F13245304 “*Weh Regisiered Undergraduane - Semester 3 000 2021-10-28T05: 05 M
O THOMAS, TONYA REGINA 913242972 **Web Registered** Undergraduane - Semester 3000 2021-10-ZAT1 505 54
< »
Sage 4 o1 a-:\.nl ® ..-J Rpozedy s 1

Currently Enrodled Spudents - Previously Marked as Not Attending

Chack If Actending  Student Mams e Registration Status  Level Cradits Data Registarad Dae Reporcad as ...
O HEAD, IMMANLUEL 5TAM1 3256574 *“Wep Registered ™ Undergraduate - Semes 3000 2112 NTOIOHNAT 2022-11-23TIE16362 ~
< >
Pagr 1 o 2ar fagn |T| e Foursd.

SUBMIT CHANGES

A green message will appear in the upper right Notification Center indicating that the record was
successfully saved.

To refresh the page, click the “Click Here to Reload Page and Continue” button under the Update
Confirmation heading at the bottom of the page.

ﬁ 4 Cingy Taylor

Attendance Verification

Selecy & Term: Summer Term 2022 ~

Selecr a CRAN: | CHEM 1020 01 Everyday Chemisiry, 50096 (4) o

Course Information

CHEM 102001

Tithe: Everyday Chemistry

CRM; 50036

Duration: 11.MAY. 2022 to 03 JumN.2022
Starus: AcTive

Enroliment Counts

Maximum  Actual  Remaining
Enroliment n 4 25

Update Confirmation

Click H=re to Reload Page and Comtinues

Georgia Enhancemaenits 8.23

The Current Attendance Verification Counts section will be updated to indicate the number of students
attending and not attending. The Currently Enrolled Students - Attending and Currently Enrolled
Students — Previously Marked as Not Attending sections will also be updated. Review these sections to
verify the information is correct.




|:> Secrion is ourrenty NOT VERIFIED. Last updated on 2022-11-23, oy Taylor, Cindy
B

Clicking SUBMIT CHANGES does not submit the roster for verification.
You must confirm that the check box is checked and SUBMIT
CHANGES for a final time in the next step.

Wait until the attendance deadline date to submit the roster for final
verification and look for the Section Verified notice. Even if you
complete all steps before this last one (inlcuding the first SUBMIT
CHANGES), your attendance will not be verified. You must ensure the
verification checkbox is checked and you receive the Section Verified
notice for attendance verification to be complete.

Verify the Completion of Attendance Verification

Log into Self-Service Banner as a faculty and navigate to the Attendance Verification link. Select a term
and course from the dropdown list. Selecting the course will automatically populate the Course
Information section of the page.

If the Section Verification indicates NOT VERIFIED, check the box, and click Submit Changes.

Section Verification

Currently Enrodied Soudents - Atrending

Chedi if Mot Attending  Student Name o Registration Status Level Credits Date Registersd

O SEKD, ASAKD 913249304 *NeD Registerad v Undergraduate - Semester  3.000 202010 2870505012 =
0 THOMAS, TONYA REGINA 913248072 *iWeD Regicterad Undergraduate - Sermester 3,000 H021-10-20T15:15:547
€ 2
g 1 o PP [

currently Enrodied Students - Previousty Marked as Not Artending

Chech if Attending  Student Name 1] Registration Status  Level Credits Date Registered Date Reported as ...
| HEAD, IMMANLUEL STAMFI 3256874 **iNeh Registerad™  Undergraduste - Seme: 3,000 2020-12-11T03: 09142 2022-11- 23TV 616562 =
0 MILLS, MARTY BELL 913242564 **Web Registerad*  Undergraduate - Seme: 3000 H20-10-26T16:16: 232 J022-11-23T1 60162

v

€ 3

g 4 o1 Gerlage | 55 | s Psens 1

SUBMIT CHANGES

A green message will appear in the upper right Motification Center indicating that the record was
successfully saved.

To refresh the page, click the “Click Here to Reload Page and Continue" button under the Update
Confirmation heading at the bottom of the page.




# L Cindy Taylar

Attendance Verification

Select o Term: Summer Term 2022 ~

Salecya CRN:  CHEM 102001 Everyday Chemismy, 50096 {d) o

Course Information

CHEM 102001

Tithe: Everyday Chemistry

CRM: 50036

Duration: 11.MAY. 2002 to 03 |UN. 2022
StaTus! AcTive

Enrollment Counts

Mazimum Actual  Remaining
Enrgliment 3n 4 26

Update Confirmation

Click Here to Reload Page and Continue

Georgia Enhancemaents 9.23

Adfter refreshing the page, the Section Verification indicates VERIFIED.

Section is currently VERIFIED. Last updated on 2022-11-23, by Taylos, Cindy

: Section Verification




