Web for Faculty

Reporting 60% Attendance

State requires reporting students who
have not had regular class attendance.

This attendance policy applies to
students who have completely stopped
attending class.




Step 1

Type http://em.tsu.edu on the address line
of your Internet browser (i.e., Internet

Explorer, Netscape, Opera, Mozella, etc.)
and click on “Go”
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Welcome to Enraliment Management and Planning
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Click On My Web/Do it Online




Step 2

Wait untill you see the following page
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Where indicated, enter your user ID
(Social Security Number or T-ID number),

and password as instructed on the login
page, and click “Login”




Step 3

If you are not logging in for the first time,
you should see a page that looks like this:
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Click on “Faculty Services”




Step 4

You should see a page that looks like this:
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Click on “Term Selection”




Step 5

You should see a page that looks like this:
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Select term from the drop down box as
shown above, and click on “Submit Term?”




Step 6

You should see a page that looks like this:
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Faculty Services

CRN Selection
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Click on “CRN Selection” as shown above




Step 7

You should see a page that looks like this:
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Select a CRN from the drop down bhox,

and click on “Submit CRN” as shown
above




Step 8

You should see a page that looks like this:
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Click on “Mid Term Grades”




Step 9

You should see a page that looks like this:
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In the “Last Attend Date” field,
Enter the datE(please use the date format as indicated)
student last seen in the class

In the “Attend Hours” field,
Enter student’s total hours of attendance

(calculation = No. of hours the class meets per
week x the total number of weeks)




Security Is Everyone Business

®m Do not share your password or security
guestion with anyone

® Do not leave your computer

unattended If you are still logged into
the system

m Always use the secure EXIT button
when you have finished utilizing the
“My Web” system




