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1) Find the reporting period for each of your classes:

Attendance Attendance
Semester Description Begin Due
Full semester (16 weeks) 1/28/2013 2/3/2013
CCPA courses (16 weeks) 1/28/2013 2/3/2013
First half of semester (8 weeks) 1/28/2013 2/3/2013
Late start term (13 weeks) 2/11/2013 2/17/2013
Online Courses (13 weeks) 2/11/2013 2/17/2013
Second half of semester (7 weeks) 3/25/2013 3/31/2013
Spring Break Intensive (1 week) 3/25/2013 3/31/2013
Paralegal program (12 weeks) 2/11/2013 2/17/2013
Paralegal program (16 weeks) 2/11/2013 2/17/2013
Paralegal program (14 weeks) 2/25/2013 3/3/2013
Paralegal program (9 weeks) 2/25/2013 3/3/2013
Paralegal program (8 weeks) 5/6/2013 5/12/2013
Paralegal program (6 weeks) 5/13/2013 5/19/2013
Saturdays at Schaumburg, 1st half (8 saturdays) 1/28/2013 2/3/2013
Saturdays at Schaumburg, 2nd half (7 Saturdays) 4/1/2013 4/7/2013
Pharmacy courses 3/4/2013 3/10/2013

2) Loginto RU Access using the link at the top of the RU home page http://www.roosevelt.edu/.

g——
Future Studentz | Current Studentz | Facul taff | Alumni | Donorz Contact Uz | Directory | Library > RU Access ) Apply =

If you forgot your PIN, and already set up security questions, click the “Forgot PIN?” button to retrieve your PIN.

User ID: |
PIN:

[ Login | | Forgot PIN? |

Otherwise, contact the Registrar’s Office at 312-341-3535 to have it reset.

3) Click on the “Faculty & Advisors” tab:

SIS | RUACCESS

Personal Information Registration & Other Student Services \ Faculty & Advisors )Emplovee Services

Office of the Registrar January 2013


http://www.roosevelt.edu/

Instructions for Faculty Reporting Student Attendance for Spring 2013 Page 2

4) Download and view your class rosters online.

Personal Information Registration & Other Student Services JGIVE ¥4 Employ
Search

Advisor & Faculty Menu

Advisor Menu: Registration Codes * Unofficial Transcript * CAPP, etc.

Faculty Menu: Term Selection Click “Class List — Summary" to
Your Courses in Selected Term

Class List - Summary

view/print your rosters online.

Class List - Detail

Class List - Download into MS Excel

Post Final Grades and I-Grade Contracts for Current Term
I-Grade Contracts Issued - View/Print

Student Information: Address * E-mail * Phone Number * Current Schedule*®
Link to RU Schedule of Classes

Faculty Week at a Glance

Faculty Detail Schedule

Faculty Office Hours - Display to Your Registered Students
Assignment History

Syllabus for Your Course

Wait List Summary - View

Attendance Reporting

Click: here to record attendance after the second wesk of dass.
Directions for all instructors: This link re-directs you to an external website. Download/print your class

B E-mail the Office of the Registrar

New Degree Program, Major, or Certificate Proposal Form (Beta Version)
Allows faculty to submit proposals for a new program or certificate for approval.

Select Term
5) Select the current term

Select a Term: | summer 2013 =
Summer 2013 -

r = pring

| Subirmit Winter 2012 Pharmacy
Fall 2012 Pharmacy

RELEASE: 8.4 Fall 2012 L
Summer 2012 Pharmacy |

6) Select the course from the drop down menu

Personal Information J@TLTEY-NITTEE Employee Services

Search
Select a CRN
CRN: PSYC 220 98: SOCIAL PSYCHOLOGY, 23211 (20) =]

PSYC 220 98: SOCIAL PSYCHOLOGY, 23211 (20)
PSYC 462 10: ORGANIZATIONAL PSYCHOLOGY, 23112 (8)
PSYC 666 24: LEADERSHIP AND MOTIVATION, 24007 (0)

PSYC 756 20: ADV ORGANIZATIONAL PSYCH, 24008 (2)
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7) Review your roster. If you have a large class, your roster may consist of multiple pages. Please be sure to review
all students on the list.
If you are viewing the Summary Class List online, the information will be displayed as shown below:
Summary Class List
An asterisk will appear next to the appropriate field if any of the following conditions exist: 1) The student has more thar
student has a program, level, college, or degree in the secondary curriculum that is different from that in his/her primary
If the word Confidential appears next to a student's name, the personal information is to be kept confidential.
Course Information
GENERAL PSYCHOLOGY - PSYC 103 01
CRN: 23077 Course Reference Number (CRN)
Duration: Jan 11,2013 - May 03,2013
Status: Active ¢
Course Start Date
Enrollment Counts
Maximum Actual Remaining
Enrollment: 100 42 58
. 0 0 0 Student Name & ID Number
Summary Clasg_List ¢
Record Student Name ID Reg Status
Number
1 Student, John 900123456 **Registered**
2 student, Jane 900456789 Web Registered
3 Student, Joe 960987654 Web Registered
4 student, Jessica 960234567 Web Registered
e Look at the course start date and make sure the first two weeks of the course are over.
[ )

Number.

If all of the students on the roster have attended the class at least once, then note the Course Reference

If any student has NEVER attended the class, print the roster and highlight the Course Reference Number,

Student name and Student ID number of each non-attending student. You will need this information for

the attendance report.
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8) Once you have reviewed all of your rosters and have the Course Reference Numbers, names and IDs of any non-
attending students, return to the Faculty/Advisor menu in RU Access. Click the “Attendance Reporting” link to
launch the attendance survey.

Personal Information Registration & Other Student Services JFEWILEF G52 Employ

Search

Advisor & Faculty Menu

Advisor Menu: Registration Codes * Unofficial Transcript * CAPP, etc.

Faculty Menu: Term Selection

Your Courses in Selected Term

Class List - Summary

Class List - Detail

Class List - Download into MS Excel

Post Final Grades and I-Grade Contracts for Current Term

I-Grade Contracts Issued - View/Print

Student Information: Address * E-mail ¥ Phone Number * Current Schedule®
Link to RU Schedule of Classes

Faculty Week at a Glance

Faculty Detail Schedule

Faculty Office Hours - Display to Your Registered Students

Assignment History
Syllabus for Your Course
Wait List Summary - View
Attendance Reporting

Click here to record attendance er the second week of class.

Directions for all instructors: This link re-directs you to an external website. Download/print your class Thls |Ink WI“ ta ke you to an
B E-mail the Office of the Registrar external website.

New Degree Program, Major, or Certificate Proposal Form (Beta Version)
Allows faculty to submit proposals for a new program or certificate for approval.

Launch attendance survey.

9) Follow the instructions in the survey and click submit.

If all students in all of your sections have attended class, you will need to enter your ID number, name, and
indicate that all of your students have attended.

If you indicate that you have any non-attending students to report, you will be prompted to fill out the Course
Reference Number, Student Name and Student ID for each student.

If you experience technical difficulties with RU Access or the attendance survey, please contact Laura Kehoe in the
Registrar’s Office: lkehoe@roosevelt.edu

For general questions regarding attendance procedures, email registrar@roosevelt.edu.
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