
Instructor Guide for Census Reporting Using MyMV

1. Login to MyMV

2. Select Faculty Card and click on Faculty Self-Service link.

3. Next, select Faculty Grade Entry and click the tab Midterm Grades  to view a list of the CRNs available
for attendance reporting for the current term.

a. If you have multiple sections, using the Search bar can help narrow your findings. Just type
in the CRN you need.

 Finding the Rosters to Report Attendance



1. To see the class roster click on a course from your list of CRNs.

2. Remember rosters can have multiple pages. Please SAVE each page to keep your recorded entries.

3. This reporting is for attendance ONLY. Please ignore prompt asking for midterm grades.

a. Leave Midterm Grade column blank!

 To Report Students Currently Attending:

1. Leave the Hours Attended column blank for students currently attending.

2. In the Last Attend Date column enter the census date for the Part of Term the course runs.

3. If the class has met since the census date, enter the date the class recently met.

 To Report Students who NEVER ATTENDED:

1. Leave the Last Attended column blank for students who never attended.

2. Put a zero (0) in the Hours Attended column.

 Census Attendance Reporting

 To Report Students who attended at least once but STOPPED attending before the census date:

1. Enter the student's last known date of attendance (this will be a date before the census date) in the
Last Attend Date column.

2. Enter the number one (1) in the Hours Attended column.




