Never Attended Processing in Self-Service

1. Loginin to your KeanWise account.
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2. Select Academic Planning to access the module.
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3. a.Anew tab will open, go the side bar on the left side of the screen and select the daily work
option, represented by the briefcase icon.

Daily Work Advising Advising Overview

Kean USA Spring 2024 Second-half Term Courses begin Tuesday, March 19, 2024, Last days to add second-half term courses are March 22 (Online Courses) or March 26 (Face-to-Face Courses). Learn more at www
‘Wenzhou-Kean University Spring 2024 course registration is underway! WKU students can learn more at https://www.wku.edu.cn/en/org/office-of-registrar/registration-information/.
- Final Grade Reporting for Spring 2023 full-term and second-half term courses will be open on Thursday, May 4th at 7:00 am. Grading will close on Wednesday. May 17th at 4pm for full term and face-to-face cours

courses will close on Friday, May 19th at 4pm.
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Find a student by searching or selecting below.

° Student

) Advisor

Type a name or ID. Q |

Name Review Assigned | ID Program(s) Advisor(s) Advisee Prefi
Requested Advisee



b. From the menu select the Faculty option and then select Faculty Overview.

KE A N & rutgonza (> signout ® Help

DailyWork - Advising - Advising Overview

Kean USA summer and Fall 2024 course registration began on Tuesday, April 2, with priority course registration. All students should seek academic advisement and must resolve registration holds prior to registering. Learn

more at www.kean.edu/register.

Financial Information vV

Kean USA Registration Resources:
View your Progress Toward your Degree
Search for Fall 2024 Courses
Search for Summer Session | 2024 Courses
Search for Summer Session Il 2024 Courses
View the Academic Calendars
Daily Work View Frequently Asked Questions (FAQs) about Registration
View and Complete the Required Financial Obligation Agreement (FOA)
View and Update your Phone Number and Address
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Find a student by searching or selecting below.
y : :

Faculty Overview © student - - S
[vpe cneme orip Q 3 Email All My Advisees | ¢ Export
Advisor

Departmental Oversight v/

Name Review Assigned | ID Program(s) Advisor(s) Advisee Preferred Email

Requested  Advisee

4. From the list of assigned courses, select the course that that you want to report as Never Attended.

Daily Work Faculty Faculty Overview

Manage your courses by selecting a section below

Spring 2024

Section Times Locations Availability @
PSY*1000-OMHO1: GENERAL PSYCHOLOGY TED TEBD 0/2/0
ACCT*2200-01: PRINCIPLES OF ACCOUNTING | TBD TBD 17271

5. Select the “Never Attended Report” tab.

Waitlisted 1 07,
Roster ver Attended Report a

Permissi Waitlist
QPrint FEmail Al | @Export v
Student Name Student ID Class Level Pass/Audit Preferred Email
Keanu Cougar 1187407 FRESHMAN @kean.eduy
Testchad Test 0933530 FRESHMAN

Note: If you will be reporting students as Never Attended on the selected course roster, skip step 6, and

continue step with 7.

6. a. If all students on the selected course roster have been attending, click the “certify” button.

ACCT*2200-01: PRINCIPLES OF ACCOUNTING |

Spring 2024
KEAN UNIVERSITY UNION

Seats Available @ 0/2/1

Waitlisted 1 of 1

Roster Never Attended Report ~ Grading Permissions Waitlist
24/SP
24/5P ‘
Student Name “ Student D 2 Never Attended o ClassLevel o Credits
Keanu Cougar 1187407 O FRESHMAN E
Testchad Test 0233530 m] FRESHMAN E
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b. Two confirmation messages will appear on the screen,
e A blue box with the date and time you submitted the report.

The second confirmation will be in a green box in the upper right-hand corner of the screen.
Note: Please make note that the confirmation messages will only display after you click on
the submit button. A confirmation email will no longer be generated after submission.

7. a.Inthe Never Attended column, check the box next to each student that you will be reporting
as Never Attended.

ACCT*2200-01: PRINCIPLES OF ACCOUNTING |

Spring 2024
KEAN UNIVERSITY UNION

Seats Available @ 0/2/1
Deadline Dates
Waitlisted 1 of 1

Roster Never Attended Report Grading Permissions Waitlist

24/sP

24/5P

Student Name “ Student ID. J  Never Attended {  dassLevel O Credits
Keanu Cougar 1187407 0O FRESHMAN E
Testchad Test 0033520 0O FRESHMAN E

b. Click the “certify” button once you have selected all students that you will be reporting as
Never Attended.

Waitlisted 1 of 1

Roster Never Attended Report Grading Permissions Waitlist

24/sP

24/5P ‘

Certify
Student Name *  StudentiD { | NeverAttended o

{  ClassLevel $ Credits
Keanu Cougar 1187407 FRESHMAN 3
Testchad Test 0933530 O FRESHMAN 3

c. Click “submit” when the confirmation message appears on the screen.



Certify Attendance

| certify that these students are in attendance, except those marked not in attendance.

Cancel Submit

d. After you submit the report, you will see two confirmation messages on the screen:

e A blue box with the date and time you submitted the report.

e The second confirmation will be in a green box in the upper right-hand corner of the screen.
Note: Please make note that the confirmation messages will only display after you click on
the submit button. A confirmation email will no longer be generated after submission.
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v Never Attended Certification completed successful lyx

Daily Work - Faculty - Faculty Overview

Section Details

< Backto Courses

ACCT*2200-01: PRINCIPLES OF ACCOUNTING |

Spring 2024
KEAN UNIVERSITY UNION

Seats Available © 0/2/1

Deadline Dates

Waitlisted 1 of 1

Roster Never Attended Report Grading Permissions Waitlist

( (@ 24/5P Attendance Certified On 6/3/2024 10:05 AM /
"

e ———

Student Name ~ StudentID. O Never Attended o ClassLevel o Credits
l Keanu Cougar 1187407 v FRESHMAN H
I Testchad Test 0933530 FRESHMAN 3

8. Repeat steps for each additional course roster you are certifying attendance for.



