
Verification of Attendance Rosters (COA)

For classes with both a graded component and enrolled students, instructors confirm that an enrolled student has not attended at a
timeframe based on the institution.

Learn How:

Step Action

1 Navigate to: 

HR/Campus Solutions > Self Service > Faculty Center > Verification of Attendance Rosters

Note:
If you do not see the Faculty Center link, please contact Susan Lai at (718) 289-5305 or susan.lai@bcc.cuny.edu

2 As needed, click the change term button to view rosters from various terms/institutions. 

3 On the Select Term page, select a Term radio button for the current semester. 
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4 Click either of the Continue buttons. 

5 The Verification of Attendance Rosters page for that term displays a list of all the faculty member's classes that require
verification of attendance for the term. 

Each row contains the following columns:

Class Data (subject, catalog number, class number, and description)
Enrolled (number of students enrolled)
Career (undergraduate or graduate course)
Submitted (indicator, yes or no, for roster submission)
Roster Due Dates (period during which roster can be submitted)
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Remaining Days (numbers of days left to submit the roster)

Note: If the roster availability dates have either passed or are in the future, then this message displays:
**Verification rosters are not available.*

6
Click the verification of attendance roster icon  for the appropriate class. 

Note: The roster contains only students who are enrolled for the class. No dropped or withdrawn students
are listed on the roster.

7 The default value for the attendance radio button is Yes, attended. Select the No, never attended radio button for any student
that has never attended the class up to the 20% point in the term/session. 
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8 Click the save button. 

Note: If you make changes to the roster, but have not yet completed it, then you may save the roster and
return later to complete and submit the roster.

9 Once the attendance roster is completed, click the submit button. 
This message displays: **This roster has been submitted to the Registrar.** 

Note: Clicking the SUBMIT button disables the roster for any future changes.
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 -End of Instructions-
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