
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. 

• Attendance should be recorded on a daily basis.

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

• Instructor entry of grades and attendance will be implemented on 
Monday, August 10, 2020.
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New Process for Grades and Attendance
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Lumens Instructor Menu

As an instructor, when you sign into 
Lumens, you have access to:

• My Profile (is editable with 
exception of BIO or Photo)

• Past rosters*
• Furture rosters*
• Record Attendance
• Record Grades
• Current rosters*

* Can view and print class rosters and sign 
in sheets



Recording Attendance
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Click to add text



Recording Attendance (con'd)

Click to add text

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.



Recording Grades
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Unless otherwise directed please use the following grades listed below. They 

should be completely spelled out and in capital letters.

• COMPLETE

• INCOMPLETE

• NO SHOW



Recording Grades (con'd)
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Recording Grades (con'd)
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Student Transcript
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