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. ADI\/IISSIONS AND RECORDS

- LaDonna Trlmble
August 13 and 15, 2019
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A&R OVERVIEW

o Staff

e Semester Cycle
 No Shows

o Waitlist and AAC
e Census

« End of Term

e Tips

VU LU I AL G I

\

-
-
-
-
-2
-
£ 4
-
-
-
-
R
-
-
e
-
S
-
-
. -
-
R
= -
-
I
-




Enrollment Services —
Admissions and Records

LaDonna Trimble, Dean Enrollment Services, ext. 6457
(Itrimble@avc.edu)

LaTara Edmondson, Administrative Assistant, Enrollment Services,
ext. 6941 (ledmondson@avc.edu)

Mary Skipper, Attendance Accounting Technician, ext. 6114
(mskipper@avc.edu)

Susette Lara, Attendance Accounting Technician, ext. 6915
(slara@avc.edu)

Tanya Garica, Clerical Assistant 111, ext. 6115
(tgarcia32@avc.edu)

Christy Chereshkoff, Clerical Assistance Ill, ext. 6249
(cchereshkoff@avc.edu)

Anet Youkhana, Technical Analyst, Enrollment Services, ext. 6126
(ayoukhana@avc.edu)

Admissions and Records Office x6504
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Semester Cycle
(Full Term)

First two weeks of term — Late add (crash)
period, drop with refund, drop without W

— Run rosters using myAVC through the census date
— Drop non-attending students immediately after the 15t class using myAVvC

3rd week — Census week

— Online Census is available in myAVC, begin with the Faculty tab
— Identify non-attending students and submit changes

12th week — Last day to drop with a W

— Review attendance policy in Catalog (pg. 33). Faculty may drop students through
the 12t week of the semester. Be consistent when dropping.

End of term — Grade submission

— Grades are entered online through myAVC

— Hard copy documentation (grades and attendance) are submitted online. See the
Admissions and Records Webpage for link.



Y inreLope
VALLEY ;
¥ COLLEGE About AVC +  Academics »

e e

myAVC Login

User Name: |
Password:
[ Submit |

Forgot Password

Login screen for myAVC. Enter your Username and
Password and click the Submit button.
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Using myAVC to Access Course

Information and Grades

ANTELOPE

VALLEY myAVC Login
COLLEGE User Mame Password

mAVC

Antelope Valley College

‘ Register & Pay Student Success Financial Aid Campus Life peTr N ‘ Faculty Forms &0

Faculty myAVC

Grade Record

puts the best of

Faculty Self-Service Menu

Schedule of Classes AV< O n O u r
College Catalog
Faculty Professional Development (FPD)

* FPD Contract System

S desktop
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MyAVC Quick Links
- Under Quick Links,

click the Faculty Self-
Service Menu

L O O R

Atrendance Roster

\

(rade Record
No-shaw & Drop Form
Early Alert

Schedule of Classes

College Catalog
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Instructor No Show & Drop Form

) I nStrUCtor d rop Term Selection
fo rmS are avai Iab I e Stop here first to select 2 term to use while you're within the Faculty M

CRN Selection

h h AVC Select & CRN that has been assigned to you as an instructor for the se
t rOug my Faculty Detail Schedule

A detailed display of your schedule for the selected term.

Use throughout the Faculty Schedule

A matrix display of your schedule for the selected term.

i cl .
Se m eSter to d ro p ESEEE!HE:IElliftsinslflr:atudenta far the selected CRN.
Printable Attendance Roster

n O n —atte n d i n g A printable attendance roster for the selzcted term and CRN. The rosts

Frintable Grade Record

StUdentS (12th \Wwee k) A printable grade record sheet for the selectad term and CRN. The gra

Printable Half Sheets

o Th tt d Frintable half sheets to go with your printable Attendance Roster and
e a en an Ce Summary Class List
A= StUden

-

pOIiCy iS in the AV Instructor ‘do—showE&D"op Fo*rz"n L

it request to drop no-show students or sty

CataIOg (pg , 33) Final Grades
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Instructor No-show & Dro
Form

Instructor No-show 8 Drop Form

Corinrwe Fndormation

Freshman Composithon: ENGL 101 06
cnn: NN

Days  Time Bidhg S
MW 09 20- 1050

Peryprerrfarit iates

Date
Ladt day 1o ADD cdass Ol GEP- 0
Laat date o drop wah 8 REFUND
LasT date o drop WITHOUT & "“W™: 18- SEP-05
LBt date to drop WITH & W™ 13- M0 -0

Sarrrumiary Class Lt
Becord Student Mame
Humber

i |- == =—. .

=
=
O oz/27/2010 |
0 oz/2¢6/2010 | Il

dge that the information above is true and accurate and the students marked above have sither never attended
not attended since the day indicated.

Last Nama

Tha tima and dats af your signaturs will ba recsrdad and ba mads oant of your [astruiter Drop reguast. |}

—

You will receivé an amal confirmation of your drop reguast.

Your request has been successfully submitted. You will receive an email confirmation shortly.
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Waitlist

 Class waitlists are used during registration
and they expire on midnight before the
course start date

e Most classes have a waitlist maximum of 7
or 15 students. Short term classes and
classes with labs do not have waltlist
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Waltlists — view on the printable
attendance roster

Waithst
D Student Name Status
00000002 | Mallery, Guin Nofificatton Sent
200000003 | Mallery, Leah Waithsted
SOO000004 (Marauder, Joe Waithsted
SOO000003 Jackson, Dantel Watthsted
00000007 [ Mallery, Brendon Watlhsted
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= Add Authorization Codes (AAC) — view
on the printable attendance roster

« Course dates — “Last day to ADD a
class” is displayed on the roster.
AAC codes can be used until the last
day to add a class.

Last page of the roster lists AAC.
You will see the code in the AAC
column on the class roster.
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Antel
Int

Census Date: 07 JAN 2010
CRN SUBJ (RSE SEC
10173 ACCT 111 0

INSTRUCTOR(S) - Frimacy TYPE

Covell, Kimbely ) Lecture
Telezing, Martin

Last day to ADD class: 06 JAN 2009
Last day to drop with a REFUND:

Last day to drop WITHOUT "W™: 14 JAN 2009
Last day to drop WITH "W™: 28JAN 2009

Student Name
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CRN
10173

SUBJ
ACCT

BOOKKFEPING

Add Authorization Codes

| ance]
78TZFL
90L9CK
AISMA
BTS25C
HOZR7U
NB3WUE

Student Name

RJJEKV

SBSFP4

WYZ39Y

Z93R8Y

All available codes are shown ahove

Generated Used by Students Available

10 0 10

Add Authorization Codes (AAC) — view
on the printable attendance roster

uthorization Code *

T8TZFL
90L9CK
AJSMA4
BTS25C
HOZR7U
NE3WUE
RJJSKV
SBSFP4
WYZ39Y
793R8V




Online Census Drop

e myAVC “Faculty Self-Service Menu”
e Click Census Drop
e Choose Fall 2019 (term)

e Update drops (or no drops)

e Check the Acknowledgment box

R ) I, B B

e Type your name
e Click Submit
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Online Census Drop

o Under Quick
Links, click on
Faculty Self-
Service Menu

e Click on Censu
Drop

Term Selection

Stop hera first to select a term to use while you're within the Faculty Module,

(RN Selection
Select a CRN that has been assigned to you a5 an instrucar for the selected ferm,

Faculty Detail Schedule
A detailed display of your schedule for the selected term,

Faculty Schedule

A matrix display of your schedule for the selected term,

Detail Class List
A detailed listing of students for the selected CRN,

Printable Attendance Roster

A printable attendance roster for the selected term and CRH, The roster is based on the mast cumant student registration status.

Printable Grade Record

A printahle qrade record sheet for the selectad term and CRN, The grade sheet is based on the most currant student registration status,

Printable Half Sheats
Printable half sheets to go with your printable Attzndance Ruster and Grade Record,

Summary Class List
A summary list of students for the CRH selected,

Mid Term Grades

Instructor No-shaw & Drop Form

Submit request to drop na-show students or students who have stopped attending class, Form is available through the last day to drop with a ‘W' for each cles
Final Grades

Student Menu

Display student information; View 2 student's schedule,

Advisor Menu

View a student’s transcript; View 2 student's grads; Display your security setup,

Faculty Early Alert
The Early Alert Online System.

Census Drop




. : Census Drop form: Update student No Show/Drop or click

= in the No Drops to Report box
-

_,. waummnwﬁmm Employes  Financial Ald

search Go

ensus Drop [Student Name ] [NO-ShOWS ]

A J

‘ourse Information

zriminal Evidence: A1 103 01
IRM: 301585

rays Time Bldg/Rm

aw 0800-0920 LS2 147

RET! AP HILP  EXIT

in as} Anet Youkhana
rop- | s
.

05)2019 02:05 pm

wmnmary Class List
tecord Mo Show Drop
Sumber {Check box) (Check bax)

n B oW Mo O

® o

Morin, Katrina A, 00265059

i

-

No Drops to Repoit
1 do ot hsve any "Ha Shows" or drops to report lor this class,

Caminenis
TimEnts

1 acknowladgs that the infarmation sbove is tres and scourats and the students marked sbove have aither naver attendad clacs or hava nat attendad wince the day indicated,

Firat Hama: Lawt Nama:
(Tra toma ard dats of e ngnaterd il e receedad Bnd B4 rade 11 o pnee Canaed Drog gt |

fiubmit
Yo will recabva an amall confirmation of your deeg raquast.

RELEASE] 1.1.0
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Online Census Drop

e Click the box to acknowledge that
the form is accurate, type your
name, and click SUBMIT.

L O O R

\

I acknowledge that the information above is true and accurate

First Name: Last Name:
(Tha tma and date of your signature will be recordad and ba mace part of your Cansus Drop reguast. )

Submit
You will receive an email confirmation of your drop request.
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Entering Grades

Final Grade Worksheet

":l‘-’i - Enter changes to final grades and attondance hours, thoen click Submits Grades.,
- If the ward "Confidantial® appears next ta a student’'s nama, information Is to be kept confidentisl,
- Click on & stsdent’s name oo view the student’s addross{oes) and phaonai(s).

Coerrse Triforrres fion

Bashc Math Unit 1 - MATH O65C 0L
st 110

Students Registered ! 1%

S Mease sabmit the grades often, There s o 30 odnete e Bt starting 8t 0499 prs o Asg 07, 2008 for this page,

Fiovel Grafes

Record uun Credits Registration Status Grade Rolled Last Attend Date Attend Hours  Registration Humber

B R D D008, NN

N | 00 **Registered/Renstates (B w8 | | [r20 | 10

Jun 12, 2018
I 0 AegistersdREnstatess [ | M [ | [im.oo | 22
lun 14, 2018 )

N | 000 **Registered/Reinstate® 6 w8 | | [izee 6

Jum 11, 2018

[ submit | Reset

2y Please submit the grades often. There is a 30 minute time limit starting at 04:49 pm on Aug 07, 2018 for this page.
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Attendance Records

 Faculty must submit attendance records to
the Admissions and Records Office by the
grade deadline

* For Positive Attendance classes, student
attendance records must include the day
and amount of time attended each day
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Attendance Records

Submit the hard copy
of attendance and grade materials

online by clicking:
https://www.avc.edu/studentservices/adminre
c/gradesattendsubmission. Or, place
attendance and grade materials in the

Admissions and Records mailbox on the
Lancaster campus.
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https://www.avc.edu/studentservices/adminrec/gradesattendsubmission

Incompletes Grades

* May be assigned when students do not
complete course work at the end of the
term due to an unforeseeable emergency

o Contract for Award of Incomplete Grade
form must be completed and submitted to
A&R at the time grades are due

e Enter “I” grade in myAVC when
submitting grades
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Change of Grade

* Avallable in A&R ““mw
and In the division =

student shall be the grade determined by the instructor of the course and the determination of the student’s
the instructor, in the absence of mistake, fraud, bad faith, or incompetency, shall be final *

e Requires instructor ==

COURSE COMPLETED O Fan O Intersasziom O Summer O Spring

CHANGE OF GRADE FROM TO

& dean signatures e e

Other (pleasze axplain)

P St u d e n t S a r e i request st b signed by the intractor and division desn

Instructor’s Signature

notified by email _ —

Divizion Dean’s Signature
O Mot Approved

FOR A&E OFFICE USE ONLY

of the grade change - —

Dat= Completed by Admission: & Facords Teckuican

O Student Record Amnotated O Division Motified O Imstructor Notifi=d O Student Notified

Orignal — AZR Office: Yellow — Division: Pink — Instnoctor: Goldenrod - Stodeart 26718
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TIPS

N/

*»» At the end of the first class, faculty
MUST send an email to drop “no
shows.” Enrolled students who have
contacted you and made arrangements
about missing the first class are not
considered “no shows.” Do not walit
for the census report to drop
students.
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L O O R

\

‘*Reminders: AAC expire on the last

day to add and should not be provided
after that date.
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« Keep copies of information submitted
through myAVC.

e The Help desk number is 722-6300 ext
6605. Hours are subject to change.
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