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Records and Registration Attendance Verification 01/2021 
 

To: All Faculty 

The Attendance Verification process includes critical deadlines and attendance requirements. Please refer to 
the Provost’s original email dated January 19th, 2021 for deadlines and attendance verification requirements. 

 

Step 1:  Log into your MyESU Portal, click on the Faculty Resource tab.   

 

 

 

Step 2:  In the Registration Tool Box, click on the Summary Class List.  Select the current term.  Click submit.  
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Step 3:  Choose the class in the drop down menu that you want to Roster Verify.  Click Submit.  

 

Step 4:  Click on the enter button under the Midterm grade column. 

 

This will direct you to the Midterm Grade page where you can report whether a student has completed any 
academic related activity.  This action is found under the “Attended Hours” column.  
• Students who are attending the class should receive a one (1) in the attended hour’s column 

circled below.  
•  Students who are NOT attending should receive a zero (0) in the attended hour’s column shown 

below.    
• Click “submit” once you have completed the verification process  
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Verification is a validation of academic related activity completed by the student.  Academically related 
activities include but are not limited to: 

• Physically attending a class where there is an opportunity for direct interaction between the 
instructor and students; 

• Submitting an academic assignment; 

• Taking an exam, an interactive tutorial, or computer-assisted instruction; 

• Attending a study group that is assigned by the instructor; 

• Participating in an online discussion about academic matters; 

• Initiating contact with a faculty member to ask a question about the academic subject studied in 
the course; and, 

• Reporting to internship, practicum, or field experience site. 
Academically related activities do not include activities where a student may be present but not  
academically engaged, such as: 

• Living in institutional housing; participating in the university’s meal plan; logging into an online 
class without active participation; or, participating in academic counseling or advisement. 

 
Verification can be submitted multiple times for each section and is due by noon on Monday, February 1, 
2021.  This information will ensure the most accurate enrollment is recorded.  The Student Enrollment 
Center will start processing roster verifications at noon on Monday, February 1 at which point students who 
have been indicated as not attending with a zero (0) in the attended hour’s column will be removed from 
sections.   
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Students requesting to be added to sections: 

If you are allowing a student to be added to your section, you can issue the student a “Registration Override” to 
secure their place in the section. When you issue a “Registration Override” through your MyESU Portal, the 
student must go into their portal and register themselves for the class in order to be added to the section. Please 
be aware of your classroom capacity when issuing student registration overrides.  

Registration Overrides will not function after January 26th as students will not be able to add themselves into 
the class via their portal. If you are requesting students to be added to sections after January 26th please email 
records@esu.edu with the student ID number and CRN of the section you would like the student added to. 

Please note: Instruction on issuing a Registration Override can be found under the Faculty Announcement tab. 

Please see below for additional withdrawal dates for the Spring 2021 semester: 

• The last date to withdraw from a quarter 3 course is January 22.  
• The last date to withdraw from a full semester course is April 5. 
• The last day to withdraw from a quarter 4 course is April 14.  

 

More information and important dates can be found on the academic calendar.   

mailto:records@esu.edu
http://www.esu.edu/academics/calendars/index.cfm

