Please follow the instructions listed below to report attendance. This activity is required and must be
performed by the end of the third scheduled week.

Sign on to Campus Connect at http://cc.ivytech.edu
If you are having problems in and do not know your username or password, please contact the SOS Helpdesk at
1-877-IVY-TECH

1. Choose the FACULTY SERVICES tab

2. Under this tab, select the link located in the ONLINE STUDENT & FACULTY SERVICES box that

says “Faculty click here to.....”

Under ONLINE FACULTY SERVICES click the sentence that beings “Post final grades...”

Click the FACULTY link.

Under GENERAL INFO, choose the SELECT TERM option and Choose the Term - click SUBMIT

Under the FACULTY tab, select GRADE COURSES

Select Course; click SUBMIT — This list reflects all students who are officially enrolled. A “W” in the

grade column will indicate withdrawn students. Please do not allow a student to attend your

class if they are not on the class list. Have that student Contact the Registrar's Office

immediately.

8. For each student that was absent in the FIRST AND SECOND weeks of the course and failed
to notify you of his/her intention to continue, enter "NW" in the Final Grade column.

9. Enter Submit.

a. The students who have missed the first two weeks and you enter “NW” in the grade
column and submit will be dropped from the course and will not be reinstated. A student
who wishes to be reinstated may do so only with instructor approval, and must complete a
change of enrollment form to add the class in question, if approval is received.

b. For those students who were absent for the first and second weeks and notified you of
his/her intent to continue and you wish to have them remain in class, send me an e-mail
at jmarker@ivytech.edu and provide: Your name, the course number, the student’s name,
and state “Missed first two weeks; do not drop.” The contact by the student will be
considered their attendance.

c. If you have a student that was absent the first and second weeks and they have since
withdrawn from the class, please send me an email at jmarker@ivytech.edu and provide:
Your name, the course number, the student’s name, and state “Withdrawn, did not attend
the first or second week.”

10. If you have no problems with student attendance, send me an email at jmarker@ivytech.edu and
provide the following information by the end of your third scheduled week: Your name, the
course number, and state “No problems.”
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SPECIAL INFORMATION REGARDING REINSTATEMENTS - Reinstating students after dropping them for
never attending should be an exception rather than the norm. Please be advised that if a student is on
financial aid that their financial aid will NOT be reinstated. ~ Any reinstatement will require either your
signature on the change of enrollment form or communication with a Registrar's Office staff member via e-
mail or in-person.

A Campus Connect tutorial and instructions for attendance and grading can be accessed at the
http://www.ivytech.edu/richmond/hr/faculty.html website. If you have any questions, please contact the
Registrar’s Office. Thank you in advance for your timely submission of attendance reporting.
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