
Positive Attendance Roster 
1. Sign in to Faculty eServices 

Important!  If you do not see your classes for the current term, you must select it 
using ‘Change Term’. 

 
2. Click on ‘Positive Attendance’ 

 



3. Enter the number of hours that the student attended class in the ‘Instructor Contact Hours’ 
column 

 
Notice:  Your entries will not be saved until you click on ‘Submit Roster’. 
Important!  You may only submit this roster once. If you have changes after you 
Submit, please contact Admissions at ext 2164. 

4. After you make an entry for each student, click on ‘Submit Roster’ at the bottom of the page 
5. If your submission was successful, the page refreshes and contact hours entries will display 

with a gray background 
Important!  You cannot edit a submitted roster. If you need any assistance, 
please contact Theresa at ext 2891 or Admissions at ext 2164. 


