FACULTY INSTRUCTIONS FOR
ATTENDANCE RE-VERIFICATION

The following instructions are used when an instructor wishes to correct a mistake in the instructor’s
Attendance Roster submission.

1. Go to http://www.sfasu.edu/ and navigate to your mySFA account one of the following ways:
a. Click on the mySFA icon to go directly to the mySFA login (Red Arrow)
b. Click on the drop down menu in the top right corner and choose “Faculty & Staff”, then
click mySFA on the left-hand side of the page (Blue Arrow)
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2. Select in the Quick Navigation box-Faculty.
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3. Click the SSB (Self-Service Banner) gray box.
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4. Select the Faculty Services tab at the top
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5. Click the "Attendance Re-Verification” hyperlink near the bottom of the form.
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6. Select the current term and click Submit.

Select Term

Select a Term: | Fall 2016 v

Submit

7. Select a course and click Submit.

Select a CRN

CRN: [SFA 101 033: Freshman Seminar, 11103 (23) V|

8. Review the instructions listed. Click the box beside each student who you are re-verifying as

attending the course. Click Submit.

¥ Choose a different term

Choose a different section
Course: 11103 Term: 201510

Please select the box next to the student(s) you would like to re-verifiy as now attending for the course above. After selecting
the appropriate student(s), click the submit button at the bottom of the page. Only the student(s) that you previous marked as
not attending on your Official Attendance Roster will be listed below. Please note: Attendance is defined by physical attendance
or participation in an academically related activity such as submission of an assignment, examination, or participation in group
or online discussion. Once submitted, these student(s) will be re-enrolled by the Registrar's Office, no further action will be
needed from you or the student.
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The screen below will appear. You are finished re-verifying enrollment for one or more of your
students.
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Thank you for submitting this attendance re-verification form. Students will be re-enrolled by the Registar's
Office, no further action will be needed from you or the student.
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