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FIRST WEEK ATTENDANCE REPORTING INSTRUCTIONS 

IMPORTANT INFORMATION:  

In the new system, only classes with set meeting times will report attendance. 

Classes taught online, through independent study or research, internships, and 

any other arranged course will NOT report attendance. If 

attendance/participation information is needed for a particular student, the 

Registrar will reach out to faculty via email or pull down CANVAS access data on 

individual students.  

 

Follow these steps for attendance reporting: 

1. Log into your MUHUB account using your MU credentials. Login link located at: 

https://www.marian.edu/current-students/my-marian 

 

2. Click on the FACULTY tile to open up the list of assigned courses by term. 

 

3. Click on the course you for which you need to report attendance: 
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4. Click on the “Attendance” link:  

 

 

 

5. Select your meeting date (located on the top right section of your attendance screen). You can 

only select the current or a past meeting date based on the days/times your course is 

scheduled. You cannot manipulate the date to a different date. 

 

  
 

 

6. To update ALL records to PRESENT or ABSENST, select one of these options from the “Update 

All” drop down field: 
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7. To update individual records, go through the list and select one of the options from the drop 

down field: 

 

 

 

 Here are some guidelines on how the Registrar will interpret the selected attendance options: 

a. PRESENT – student attended class during the first week and is an active student at Marian 

University. 

 

b. ABSENT, NO EXCUSE –student is registered, but did not contact the instructor regarding the 

absence. IF they are reported as “absent, no excuse” by other faculty members, an 

administrative withdraw may take place. Otherwise, it is the students’ responsibility to drop 

the course via the MUHUB or with the Office of the Registrar. 

 

c. ABSENT, EXCUSED – student is registered, but contacted the faculty member regarding the 

absence. The student will remain registered in the course and appear on the roster unless the 

student drops the course via the MUHUB or with the Office of the Registrar. 

 

d. LATE – student is registered, but arrived late to class. They are an active student at Marian 

University. 

 

8. If you wish to enter any comments, click on the bubble to the right of the attendance drop 

down field: 
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Enter your attendance comments and click SAVE. 

 

 

9. There is no “submit” button. Once the attendance information has been entered, it 

automatically “saves” the data. If you made an error, you can edit the information at any 

time! 

 

 

What do I do with students who are on my roster, but NEVER attend class? 

If you find you have a student(s) on your roster who NEVER attend class, not even one time, these are 

students who are not here or they failed to process their drop/adds correctly and are attending a 

different course. We will capture “never attended” information during the final grading period, but you 

can flag students as “never attended” at any time: 

 

1. Click on the “Grading” link on your course roster: 
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2. Click in on the “Final Grade” link:  

 

 

3. Click the “never attended” box for the student(s) who have never attended. The flag will remain 

on that student. THERE IS NO NEED TO CLICK “POST GRADES”.  

 

What happens after I mark them as “never attended”? 

During the semester, the Registrar will periodically run a “never attended” report. If it appears the 

student(s) are truly not in attendance, she will run a deregistration process on the student(s), which will 

remove them from your roster.  

What do I do if they appear on my final grading roster? 

If the student is still on your roster when it is time to submit final grades, you will enter a failing grade; 

leave the “never attended” flag and POST GRADES. The Registrar will look for patterns of non-

attendance on student records and investigate further. Your job is complete! 
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