Recording Attendance on Campus Solutions

You can access Campus Solutions at this link https://studentadmin.manchester.ac.uk/psp/CSPROD/EMPLOYEE/HRMS/?cmd=logout 
1.
Log onto the system:
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2.
Select ‘Faculty Center’:
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Please note: 

This screen may differ slightly from the above screen shot depending on your access rights. Faculty Center will always be under the Self Service menu.
3.
Select ‘My Schedule’:
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4.
Click on the icon of a person waving to view the electronic attendance rosters for each course:
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5.
Click on ‘View’ for the class you want to mark attendance for. If you cannot see the date, click ‘View All’ to reveal the rest of the dates.
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6. Once you have selected a class, please note that only the first 5 names of students will appear so you need to click ‘View All’ in order to see everyone in the class.  
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7. For each student on the roster there is a ‘Present’ tick box to mark their attendance.  There is also ‘Select All’ and ‘Clear All’ functions at the bottom left of the table.  These can be used for ticking all, or un-ticking all ‘Present’ boxes.  Choose the ‘Select All’ link to tick all boxes and then de-select those who are not present.
An explanation for the absence, i.e. sick, authorised, unauthorised etc, must be recorded in the column ‘Reason’ .
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8.
Finally, remember to ‘Save’.  You can then ‘Sign Out’ or click on ‘My Schedule’ to return to your list of classes.
