.. New Process for Grades and Attendance

* Instructors now have the ability to record attendance and grades in
Lumens.

 When an instructor records this data, the student transcript reflects the
recorded information.

* Attendanceshould be recorded on a daily basis.

 Final Grades and Attendance must be entered no later than 48 hours from
the last class meeting.

* Instructorentry of grades and attendance will be implemented on
Monday, August 10, 2020.
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.. New Process for Grades and Attendance

As an instructor, when you sign into
Lumens, you have access to:
* My Profile (is editable with
exception of BIO or Photo)

}-L" k. Lumens Instructor Menu
-

BROWSE LEY

S~ o * Past rosters*

e ) Wel CNM i tor. Thank you for helping fulfill CNM's visi f"Changing Li Building C ity" * Fu rtu re rOSte rS*

B : * Record Attendance

FUTURE ROSTERS > ° Reco rd Grades

e : * Current rosters*

e * Can view and print class rosters and sign
in sheets
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Recording Attendance

e
- Class Selection for Attendance Recording

o Record Attendance

s~ P This view allows you to Search for
yost esters CoRTre Numibar Claws Tyve MG B any current or past class you want to
e v s e B record / edit attendance for.
Search filters include: Class name,
Class ID, Course number, Class
Click to add text Type, Class Start Date on or after,

Class Start Date on or before, Term
= Enter search criteria
s Click Search

Showing records 1 through 10 of 25,
| Salect]
O Metwork Fundamentals(260128 /2986) 03/19/2012 04/13/2012 After finding class
© Mot Soups for Cold Nights{120001 /2608) 03/32/2012 03/22/2012 o Click Select
O Accounting 101{240110 /3018) 04/16/2012 04/20/2012
O Medical Terms - Aand? for Coders, Part 1(6000001 /2995)  04/17/2012 0S/17/2013
(o] A Women's Guide to Wise Investirg(210001 /2887) 08/12/2012 0s%/12/2012
() Fatent Sifing and Medical Insurance(6000003 /2999) 05/14/2012 07/04/2012
Zatient Bifing and Medical Insurance(6000003 /2958) 08/18/2012 06/14/2012
& Adminstrative Process for Medical Coding(6000009 /3020)  05/28/2012 05/30/2012
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Recording Attendance (con'd)

Record Attendance - continue

The class dates appear; you can
choose to record attendance for all
class meetings or individual classes
that have met. (Attendance cannot be
recorded for future class meetings)

e [f all students attended class,

DAININNL Widreridie L] =]
s — submit attendance as is.

o Click Check All

o Click Submit
Record Student Attendance for Adminstrative Process for Medical Coding

» |f student(s) absent, record

Class Hame (ID): Admirstrabve Process for Medcal Codng [3020) H
Class Schadule: Monday, Wadnasday, 4:00 PM - 6:00 BM; 2 sessicns stanting May 31, 2013, srling May 30, 3013 time a“andad v

Instructor: Linda Cooper . ] If David Chﬂi did I'IDI
Fetact fours: ""I“ : . Click text attend class, change
Student narme (05232012108 23/ 20120 20 201200 20/ 200 contact hours to 0.00.
Baniak lehny 200 200 200

200 o If Renae Maier arrived
Raniakpetar (200 200 200 £00 30 minutes late for
Chalbmid  [200 0.00 200 200 class, record 1.50
Chikicass Salian [o.00 200 200 290 contact hours.
Godden Terrd 200 200 200 200
Mader Benoe 200 200 200 150
Wotermen Falle |2 g 200 200 200
After attendance has been entered,
aling Selection for Adminstative Procass for Medical Coding Aendancs Lumens displays your name and
date recorded.
When completed...
e Click Back
T * Automatically returned to the
“Class Selection for
2 Aftendance Recording” page.

Make sure to verify that contact
hours for each date are

correct. If incorrect do not enter
attendance and notify Academic
Technical Assistant or your
Program Manager.
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- Recording Grades

Unless otherwise directed please use the following grades listed below. They
should be completely spelled out and in capital letters.
« COMPLETE

INCOMPLETE

« NO SHOW

=1 ]

Sanrch for a Clane vamg B asic Sakdi

Class Mame

Coprs= Mumber

Cless Start Dale an or After

Term

Clzes 1D
Cless Type

N Clewy Start Dale an or Before

L

Search || Clear Search

il Classes

Record Grades

This view allows you to Search for
any class (current, past, upcoming)
you want to record / edit grades for.

Search filters include: Class name,
Class |ID, Course number, Class
Type, Class Start Date on or after,
Class Start Date on or before, Term
* Enter search criteria
e Click Search
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. Recording Grades (con'd)

y Record grades: Select a class Record Grades - continue
Saanth for b Sars vang e peans finlde 3 =
Class Name ; 7 Class 10 TR When class is located...
Cowrse Number j 5 class Type (i Cissss ¢ Click Select radio button.
Class Start Date on or After ﬁ 'm‘.w“w": Class Start Date on or Defore 7'3:““_%:
Term [ ’

Class Name { Cowtse # / Ciass 1D)

Admisst-wive Process for Medical Coding{eC02008 /3020)  04/21/20:2 287302012
Record grades Record student grades...
Class Nome (1D): Adminstrative ®rocess for Medical Coding (3020) . Entel' numbers, 'etters or
Class Schedule: Monday, Wednesday 4:00 pm - §:00 pn; 4 sessions starting May 21, 2012, ending May 30, 2012 combination
g sudentname | ____ Grade | Recordedby | Recordedon | e Click Submit
Banisk, Jobn 90 ]
Sanak, Peter 100
Chai, David [o0 9
Childress, Colleen _:9"5— |
Golder, Terri 85 1
Malery Jonae 75 | * * <
s 5 1 Only one grade is stored; the

— FINAL GRADE, which is typically
[(Submit ] [ Sack ]
2] entered after the class end date.

View grades Lumens returns you to the View
Class Name (ID): Admirstraove Process for Meshcal Coding (2020) grades page. and you’ name and

Class Schedules Monzay, Wednesday 4:00 pm « 5:10 pm; 4 sessions arting May 22, 2012, endng Nay 37, 2012 ps
— date grades recorded display.
[ Swhentneme | Gude | kecociedby |

Bariak, Johe L] Cosper, Urda ot/oe/2512
£} Peter (344 Cozper, Urda 05082212 H -
::;m 0 cac:, ::a 06/08/2312 Clle. :
Chidase, Cabeen 5 Cospe, Urds osvean2 o Edit grades to make changes.
Gokden, Tam ] Cosper, Urds osoran2 = N 2 “
aier, Rene = Cotper, rda ag/0a2012 e Print View to print /view grades
Waterman, Saly “ Cozper, Urda 06,08/2012

e Return to class search. CNMI .
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Print view =, 2 1

Betom to class search




. Recording Grades (con'd)
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e Return to class search. CNMI .

RELWUNN 10 Cldss sealtll n enu lty Inc

Edit arades i | L4 o
Print view =, 2 2

Betom to class search




Student Transcript

Fiy dim baard ey preable ArTEil Py el I iy LIPS ESEL Fiy i s iy by el StUdﬂnt vlﬂw
s e R Studant Transcript ".n'l:l'han a studant_ signs in to Lumens,
Lumens Training his / her transcript display both grades
A0 5E Haan Mesional Hegheay Sufle 1485, i Walkey, MH 25410
and attendance for each class
Studant e com plﬂtﬂd

FIAFLE GROWE, FI 22310

Clesus Inbarmaiion

Clacks Masie Course | Hiurs Locaties  {lass Rass Eved  Instructor CEUs CEUs
Fumiar! | stfeaded | o Starl Dwiln Dais Earssd
Claas 1B Fasaikile

ASmnreave B3O ! (7S5 cf@an |7 Treiming S/31/2012 0533730L1 Lindm 248 0.0d

Procees for =l Ca=tar I pr

Fedeil Codin
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