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Web Attendance 
Web Attendance is an electronic system, available through WebAdvisor, for documenting 
entry, attendance, and withdrawal of a student using an electronic roster in lieu of a paper 
roster. Web Attendance is a critical component of College operations for audit purposes, 
student retention / student success, and Financial Aid management. Every curriculum 
course must use Web Attendance for documenting student attendance and absences in 
a class. 

Locating Web Attendance on the College Website 
Faculty can access Web attendance through the BCCC website. Web attendance is part 
of Web Advisor which is available at the bottom left-hand side of every page on the 
College website (Figure 1).  

http://www.beaufortccc.edu/
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Figure 1 Link for Web Advisor at the bottom of every web page. 

Clicking the link for Web Advisor will take you to the portal for Web Advisor. Select “Log 
In” near the top right hand side to access your account (

). You will use the same 
username and password that you use for other BCCC resources like email, Blackboard, 
etc. (Figure 3).  

 

Figure 2 Location of Log In button on Web Advisor portal. 

 

Figure 3 Log In screen for Web Advisor. 

On successful log in, you should select “Faculty” (Figure 4) to enter the “Faculty 
Information” section and then “Web Attendance Tracking” (Figure 5) to access the web 
attendance tracking menu. 
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Figure 4 Faculty access point for Web Advisor.  

 

Figure 5 Link for Web Attendance in the Faculty - WebAdvisor for Faculty Menu 

 

Accessing your Courses for Recording Attendance 
Once you have accessed the “Faculty – Web Attendance Tracking Menu” as described 
above, you will need to access your specific courses for recording attendance. There are 
four options available to you (Figure 6), although you will most likely only use the first or 
last option. A discussion of the last option is provided in section Using the Search Feature 
to Locate Your Courses. 

 

Figure 6 Options for accessing Web Attendance for classes.  

Select the first option “Attendance Tracking.” This page will display courses for which you 
are the instructor (Figure 7). There may be lots of courses listed on this page. Courses 
that have multiple delivery types (e.g. hybrid, clinical, lab, etc.) will show up with multiple 
entries. In the example below CJC-100-02 and ENG-112-48 show up multiple times 
because there is a LAB and CLASS modality associated with the former and an online 
and seated portion associated with the latter (Figure 7). 
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Figure 7 Attendance Tracking page displaying courses for the instructor. 

You will need to record attendance for each delivery type (for example recording 
attendance for both the seated and online portion of a hybrid class). The following 
sections will demonstrate how to record attendance for Traditional, Online, and Hybrid 
courses. 

Using the Search Feature to Locate Your Courses 
The “Div/Dept Attendance Search” option is useful if there are lots of courses associated 
with you. Once you have accessed the “Faculty – Web Attendance Tracking Menu” as 
described above, you will need to access your specific courses for recording attendance. 
Select the last option “Div/Dept Attendance Search.” You will be directed to a search 
screen that will allow you to filter courses based on a number of criteria (Figure 8).  The 
“Term” field is required at a minimum. 

 

Figure 8 Div/Dept Attendance Search screen. 

If you want to list all courses you are teaching for a specific term, select the Term and 
enter your last name (Figure 9). Selecting Submit will display only courses for which you 
are the instructor during the Term selected (Figure 10). 
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Figure 9 Searching for a course by term and name. 

 

Figure 10 Result of using Div/Dept Attendance Search. 

Results can be filtered in additional ways using the option(s) for Subject, Course No, 
Section Number, Locations, etc. 

Recording Attendance for a Traditional Course 
For the example discussed here, we will use a traditional section of ENG-112. By default, 
web attendance will use today’s date as the “Form Start Date.” Change this date to the 
date for which you wish to record or update attendance. In this example, we will assume 
that we are making our first update for the attendance for ENG-112-02. For Spring 2018, 
classes began on 1/8/18 which is the date we will use for “Form Start Date.” (Figure 11) 
After you have selected the appropriate Form Start Date and course, select Submit to 
view the attendance dates for the course. 
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Figure 11 Example for traditional course. 

 

Web Attendance will display the meeting dates for the class. In this example, the class 
meets three days a week (MWF). Dates are display as 4 digit numbers; for example, 0108 
represents the 8th of January. In this example, there are only two students in the class 
(Figure 12). 

 

Figure 12 Traditional class attendance roster. 

The legend above the attendance roster is a useful guide for recording attendance. For 
example “E” is the entry date for the student. “A” denotes and absence and “L” denotes 
the last date of attendance of the student. These are the most typical values that you will 
use in Web Attendance. 

 

Figure 13 Legend for web attendance. 
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The options below the attendance roster (Previous/Next and Check All That Apply) are 
options to carefully consider when updating Web Attendance (Figure 14). You should 
always select the 1st option under “Check All That Apply” before using “Submit.” This acts 
as your official signature and saves your attendance data in the system. When you have 
finished updating the attendance for the dates displayed, select the “1st checkbox” at the 
bottom and choose “Submit.” Do not select the 2nd checkbox until the end of the semester 
after all attendance has been recorded. If you need to update additional dates beyond 
those displayed you can use the dropdown box to select “Next” and then submit. This will 
display the next available dates for attendance. When you have finished recording 
attendance for the day simply choose “Submit” and you will return to the main Faculty 
Web Attendance menu. 

 

Figure 14 Options for updating web attendance. 

Recording Attendance for an Online Course 
All of the basic steps in recording web attendance for an online class are the same as 
though for a traditional class. However, for an online class all dates display because the 
class does not have a regular meeting schedule (Figure 15). In the example shown in 
Figure 15, the first student completed the Introductory Assignment on January 8th and 
was absent on January 15th—as determined by not submitting an assignment that was 
due on the 15th. The 2nd student completed the introductory assignment on January 10th. 

 

Figure 15 Example of web attendance for an online course. 

The legend above the attendance roster is a useful guide for recording attendance. For 
example “E” is the entry date for the student. “A” denotes and absence and “L” denotes 
the last date of attendance of the student. These are the most typical values that you will 
use in Web Attendance. 

The options below the attendance roster (Previous/Next and Check All That Apply) are 
options to carefully consider when updating Web Attendance. You should always select 
the 1st option under “Check All That Apply” before using “Submit.” This acts as your official 

Always select before Submit. 

Only select at the end of the semester. 

To move forward or backward for attendance dates. 
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signature and saves your attendance data in the system. When you have finished 
updating the attendance for the dates displayed, select the “1st checkbox” at the bottom 
and choose “Submit.” Do not select the 2nd checkbox until the end of the semester after 
all attendance has been recorded. If you need to update additional dates beyond those 
displayed you can use the dropdown box to select “Next” and then submit. This will display 
the next available dates for attendance. When you have finished recording attendance 
for the day simply choose “Submit” and you will return to the main Faculty Web 
Attendance menu. 

Recording Attendance for an Hybrid Course 

All of the basic steps in recording web attendance for a hybrid class are the same as 
though for a traditional class and online class (see Using the Search Feature to 
Locate Your Courses 
The “Div/Dept Attendance Search” option is useful if there are lots of courses associated 
with you. Once you have accessed the “Faculty – Web Attendance Tracking Menu” as 
described above, you will need to access your specific courses for recording attendance. 
Select the last option “Div/Dept Attendance Search.” You will be directed to a search 
screen that will allow you to filter courses based on a number of criteria (Figure 8).  The 
“Term” field is required at a minimum. 

 

Figure 8 Div/Dept Attendance Search screen. 

If you want to list all courses you are teaching for a specific term, select the Term and 
enter your last name (Figure 9). Selecting Submit will display only courses for which you 
are the instructor during the Term selected (Figure 10). 
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Figure 9 Searching for a course by term and name. 

 

Figure 10 Result of using Div/Dept Attendance Search. 

Results can be filtered in additional ways using the option(s) for Subject, Course No, 
Section Number, Locations, etc. 

Recording Attendance for a Traditional Course and Recording Attendance for an Online 
Course). A hybrid class will appear with (at least) two entries in the Web Attendance 
screen; one entry corresponding to the seated portion and the other to the online portion 
(example: Figure 16). 

 

Figure 16 Example of appearance of hybrid class with seated and online components displayed. 
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Attendance data for the online and seated portions is updated separately using the 
steps outlined in the sections above entitled Using the Search Feature to Locate 
Your Courses 
The “Div/Dept Attendance Search” option is useful if there are lots of courses associated 
with you. Once you have accessed the “Faculty – Web Attendance Tracking Menu” as 
described above, you will need to access your specific courses for recording attendance. 
Select the last option “Div/Dept Attendance Search.” You will be directed to a search 
screen that will allow you to filter courses based on a number of criteria (Figure 8).  The 
“Term” field is required at a minimum. 

 

Figure 8 Div/Dept Attendance Search screen. 

If you want to list all courses you are teaching for a specific term, select the Term and 
enter your last name (Figure 9). Selecting Submit will display only courses for which you 
are the instructor during the Term selected (Figure 10). 

 

Figure 9 Searching for a course by term and name. 
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Figure 10 Result of using Div/Dept Attendance Search. 

Results can be filtered in additional ways using the option(s) for Subject, Course No, 
Section Number, Locations, etc. 

Recording Attendance for a Traditional Course and Recording Attendance for an Online 
Course. Attendance for both components must be recorded with entry dates and 
absences indicated for each portion. 

Recording Attendance for Course Scheduled as a Contact Hour Class 
Courses scheduled exclusively as contact hour classes are unique and only include CJC-
100 (Basic Law Enforcement Training) and MLT-271 (MLT Practicum III). Attendance 
data for contact hour courses must be recorded as hours attended. The example provided 
below illustrates Web Attendance data for CJC-100 (BLET). CJC-100 includes a Class 
and Lab component (Figure 17), both of which are scheduled as contact hour 
components. 

 

Figure 17 CJC-100 description and course hours. 

The Lab and Class components appear as individual entries in Web Attendance (Figure 
18). Attendance data for both components must be recorded. Note that the Class 
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component is scheduled every day of the week, while the Lab component does not have 
a regular schedule. 

 

Figure 18 Class and Lab components of CJC-100. 

Recording attendance for the Class component may look like the following (Figure 19). In 
this example, all three students were present for 10.5 hours on the first day of class 
(1/22/18). The 1st student attended for 8 hours on 1/23, the 2nd student for 4 hours on 
1/23 and the 3rd student did not attend (0 hours) on 1/23. Hours of attendance for other 
dates are shown as examples. Note that you cannot use an “E” to indicate entry date for 
a contact hour class. 

 

Figure 19 Example attendance data for Class component of CJC-100. 

After this data is certified and submitted, Web Attendance will report the total number of 
hours the student has attended thus far (Figure 20). For the example provided above, the 
three students have attended a total of 36.5, 34.5 and 34.5 hours respectively (Figure 
20). 

 

Figure 20 Total number of hours attended in a contact hour class. 
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Recording attendance for the Lab component may look like the following (Figure 21). Note 
that all dates appear because the Lab component does not have a regular scheduled 
meeting time. In this example, students did not attend any Lab hours on 1/22 but did 
attend lab hours on 1/23-1/26. Note that you cannot use an “E” to indicate entry date for 
a contact hour class. 

 

Figure 21 Attendance hours for Lab component of CJC-100. 

Just as with the Class component, the total hours attended will display next to the 
student’s name when the data is certified and submitted. 

 

Recording Attendance for a Course with a Class and Lab Component 
The steps for recording attendance for a course with a Class and Lab component are 
identical to the steps outlined above for Traditional, Online, Hybrid, and Contact Hour 
Courses. The only additional step is that attendance must be recorded separately for the 
Class and Lab component as they appear as separate entries on Web Attendance. 
Consider an example of MAT-171 scheduled as a traditional section during Summer 2018 
(Figure 22). This example appears with two entries in Web Attendance. Updating the 
attendance in each component using the steps outlined in the previous sections. 

 

Figure 22 Summer 2018 example of a course with a Class and Lab section. 
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Recording a Last Date of Attendance (“L”) in Web Attendance 
Effective Summer 2018, BCCC has a new “Last Date of Attendance for Instructors 
Procedure.” This procedure defines a 14-day rule that is to be used for maintaining 
attendance records.  

Attendance must be completed by the close of business on Friday of each 
week using Web Attendance throughout the entire term and in accordance 
with the attendance procedure. If a student fails to attend, or academically 
participate in, a class for 14 consecutive calendar days, the instructor must 
document an “L” in Web Attendance to signify last day the student was in 
attendance. Exceptions to the 14-day rule may be made if there is an 
extenuating circumstance as defined in the Last Date of Attendance for 
Students Procedure. 

The full procedure is available through the College website by accessing “About BCCC” 
and then “Policies and Procedures.” According to the procedure instructors must use a 
designation of “L” to record the actual last date the student attended or academically 
participated in the class. Implementation of this procedure requires careful consideration 
of the attendance pattern for each student and “going back” to enter an “L” when 
appropriate. The following example illustrates how this might appear. 

In the example described below, we will refer to attendance in a traditional section of 
ENG-111 (Figure 23). We will assume for this example that all students in the class 
entered the class prior to the census date, but that one student has several absences in 
the month of February. 

 

Figure 23 Example of traditional course. 

In this example, the first student “Elizabeth Warren” has violated the 14-day rule by 
missing the dates of February 5 through February 19 (Figure 24).  The last date that 
Elizabeth was actually in attendance was on February 2. This would be the “Last Date of 
Attendance” for Elizabeth.  

http://www.beaufortccc.edu/assets/pandp/3-0937_Last%20Date%20of%20Attendance%20for%20Instructors%20Procedure.pdf
http://www.beaufortccc.edu/assets/pandp/3-0937_Last%20Date%20of%20Attendance%20for%20Instructors%20Procedure.pdf
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Figure 24 Student with 14 days absence in traditional class.  

To indicate this in Web Attendance place an “L” on February 2, certify and submit the 
data (Figure 25).  

 

Figure 25 Recording an "L" in web attendance for LDA. 

However, you will receive an error message from web attendance (Figure 26). Web 
Attendance does not allow any other attendance data to appear for dates beyond the Last 
Date of Attendance (i.e. dates to the right of the “L”). To clear the error message, simply 
remove the “As” to the right of the “L” and re-submit your data.  

 

Figure 26 Error message related to "L." 

There should be no other entries on web attendance beyond the “L.” After clearing the 
“As”, entering the “L”, and submitting the data the final result should appear like Figure 
27.  
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Figure 27 Successful entry of an "L". 

 

Weekly Workflow for Recording Attendance 
Attendance should be recorded on a weekly basis and, per procedure, must be submitted 
by close of business on each Friday. It is important that attendance data is certified for all 
meeting dates of the course thus one should always begin recording attendance for a 
class with a form start date that corresponds to the beginning of the term. For example, 
the spring 2018 semester began on 1/8/18. The Form Start Date for any regular class 
that began at the beginning of the term should use this date (example: Figure 28). Note 
that Web Attendance displays the start date of each course so that you can reference this 
when entering the Form Start Date.  

 

Figure 28 Form start date should begin with the first day of class for the course. 

The example that follows will demonstrate the process for updating attendance data on a 
weekly basis. This process should be followed for all classes. 

ENG-112-02 meets three days per week (MWF) during Spring 2018. The first day of class 
was Monday 1/8/18. Class meeting dates for the first three weeks of class are indicated 
in Figure 29. Note that Monday 1/15/18 was a holiday. 
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Figure 29 First three weeks of class for ENG-111-02. 

Recording attendance data for the first week of class may look like the following example 
(Figure 30). In the example shown, the first week of class corresponds to Monday 1/8/18, 
Wednesday 1/10/18, and Friday 1/12/18. The first student entered on 1/8 while the 2nd 
student entered on 1/10. Since you are recording data on 1/12, no dates beyond 1/12/18 
will display. 

 

Figure 30 Example of recording weekly attendance during 1st week. 

In this example, the 2nd week of class includes dates of 1/17 and 1/19 (1/15 was a 
holiday). Since you are submitting data on 1/19, no dates beyond 1/19 will display (Figure 
31). In this example, the 1st student was absent on 1/19. 

 

Figure 31 Example of recording weekly attendance during 2nd week. 

In this example, the 3rd week of class includes dates of 1/22, 1/24, and 1/26. Since you 
are submitting data on 1/26, no dates beyond 1/26 will display. In this example, the 2nd 
student was absent on 1/24. 
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Each week should be updated in a similar fashion using the appropriate form start date. 

Recording Students Who Never Attend Class 
Students who do not enter (attend) a class by the census date should be marked as a 
“No Show” by selecting the “No Show” option next to their name and Certifying/Submitting 
the data. Students should only be marked as a “No Show” after the census date for the 
class. In the example demonstrated in Figure 32, the 1st student (Elizabeth Warren) did 
not enter the class prior to the Census Date. 

 

Figure 32 Documenting a "No Show" in Web Attendance. 

Codes Used in Documenting Attendance and Absences 
There are four attendance codes (Figure 33) that are to be used in documenting 
attendance/absence at BCCC. Those codes include E, EL, A, and L corresponding to 
Entry Date, Entry Date and Last Date—for students who enter and only attend class once, 
Absence, and Last Date of Attendance. Other codes are optional for faculty use. 

Code Description Comments 

E Student’s First Day of Attendance prior to the 
Census Date (“Entry Date”). 

Required 

EL Student’s First and Last Day Attendance (prior to 
the Census Date) 

Required 

A Absence Required 

L Last Date of Attendance Required 

Figure 33 Codes used for documenting attendance. 
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Additional Resources 
Video instructions for Web Attendance, as well as an electronic version of this document, 
are available on the College website under About BCCC and Faculty Resources (Figure 
34).  

 

Figure 34 Location of Faculty Resources and Web Attendance videos on the BCCC website. 
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