
Recording Non-Attendance for Classes 
 
At the beginning of each semester, faculty record non-attendance for students who have 
not reported to class prior to the 5th class day in summer terms or the 11th class day in 
fall and spring semesters.  The University is required to account for non-attendance of 
students to maintain eligibility for Federal Financial Aid programs.  Refer to the Faculty 
Handbook for further details regarding attendance accounting. 
 
Faculty will receive an electronic reminder to record non-attendance by a certain date.  If 
a student is attending your class but does not appear on the class list, please notify the 
Registrar’s Office immediately.   
 
 
 
 
 

 
Steps for Recording Attendance 

 
Step # 1: Log on to OneTech.atu.edu.  At the Welcome tab, open the Banner 

Self Service folder.  Open the Faculty and Advisor folder.  Click 
Attendance Accounting. 

 
 

 
 
Step #2: Select the Term from the drop-down box. 

 

Open the Faculty 
and Advisor 

Folder 

Click on 
Attendance 
Accounting 

Select the 
Term 

NOTE: Reporting a student as Did Not Attend does not drop the student from 
your class.  The student must be reported by every instructor for classes in 
which enrolled, to be administratively withdrawn by the Registrar’s Office. 



Step #3: Select the Course from the drop-down box and click the Submit 
  button. 

 
 
Step #4: If all students have attended at least one class, key your initials in  
  the box shown below and click the Submit button.   

 

 
 
Step #5: If a student has not attended at least one class meeting, click  
  the Did Not Attend box shown below. 

 

 

Click by the 
Student(s) Who 

Have Not 
Attended 

Select Course 

Enter Your Initials 
 (i.e. THR) If All Students 

Have Attended  

Select Submit to record 
non-attendance



 
 
NOTE: Large classes may have more than one page. After submitting grades for 
page one, click on the second set of records to access page two.  (Example: 
Current Record Set 1-55/56-75) 
 

 
 
 
NOTE: When the submit button is clicked on the attendance accounting page; the 
form automatically forwards you to the top of the page.  You will get the message: 
Your changes were saved successfully! 
 

 
 

 
Steps for Selecting Another Course 

 
Step #1: To select another course, click the back arrow or Faculty  
  Services tab. 

 

Look for message 
showing changes saved 

Click Return to Menu Arrow 

Click Faculty Services Tab 

Large Classes have 
more than one page



Step #2: Click CRN Selection to view another class. 

 
 
Step #3: Select new course from drop-down box and click submit. 

 
 
Step #4: Select Attendance Accounting. 
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Select Attendance 
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