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Faculty — Submitting the Electronic Census Certification Deadline

Exception Form

There are several forms, in the faculty portal available to faculty. These forms are submitted completely
electronically, directly into OnBase for processing. No need to email or print a form. This guide will focus
only on submitting the Census Certification Deadline Excpetion Form.

To access the forms, faculty will sign into their MyVCCCD portal, click on the Faculty tab, then on VC
Faculty Forms.

MyCollege | Faculty

Faculty Self-Service I

Summary Class Roster

Check Roster

Instructor's Detailed Schedule
| Lookup Schedule

Drop Roster [Census Reporting]
| Post Grades
Submit ARF Requests
IManage Field Trip Requests.
DegreeWorks
VC Faculty Forms
WC Library Resourges
Other Applications:
Banner9
Report Viewer
Canvas
Starfish [Early Alert]
Starfish Help

Respendus:
The licensing information listed below must be entered each time the Respondus
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A new tab will open, where you will select the Census Certification Deadline Exception e-form.

ke VC Faculty Forms

Faculty E-Forms

Online electronic forms have

2en developed o save time and resources by routing the forms electronicaly. The online forms provide 2 paperless solution 1o processing forms, thus eliminating the need to mail, emal or print tne forms.

10 Adnit 2 Dual Envollment Student
<ation Deadline Exception

« Positive Attendance Record Suomission
« Reinstatement Request

The form will open in a new internet browser tab.

Faculty information will auto populate at the top of the form.

2 Faculty - MYVCCCD 5) MyVCCCD Downloads - VC Facy' X [INGUNRESUSSISSSREMCRCHIE ) OnBose 20331000 [DisasterRe: X | @ Application Navigator X | A Adobe Sign, an Adobe Documer. X | +

C { @& obweb. UnityFe ?key=UFKey

Census Certification Deadline Exception

‘\ VENTURA COUNTY COMMUNITY COLLEGE DISTRICT

Opening the Door to Higher Education

The deadiine for reporting Census activity has passed. We do not have record of your certification of Census or any drops for non-attendance. The option to report Census or indicate No Drops to Report through MyVCCCD is no longer available for the term.
Instructor
Instructor 1D First Name Last Name
Course
Campus Year~ Term~
Course Subject (IE: MATH)~ Course Number (IE: V01« RN~
Students to be dropped as “No Shows” or who were no longer actively attending or participating prior to census (if any): m
1 hereby certify that I have reviewed my class roster, and with the exception of any listed above, | do not have any “No Shows” or students who stopped attending participating prior to the Census deadline to report.

Submit Census Certification Deadline Exception
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Next, faculty will select from the Campus drop down menu, Ventura College.

Campus -

[

Moorpark College

Oxnard College

Ventura College K

Move to the next field on the form, Year. Select the drop down menu and pick the applicable year.

Campus * Year

| v [ %

Course Subject (IE: MATH)~ 2021

| | 2020 }
2019

I hereby certify that | have reviewed my class roster, and with the exception of any listed

-

Submit Census Certification Deadline Exception
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The third field on the top row, Term, faculty will select the applicable Term from the drop down menu

Course
Campus Year~ Term~
" Fall J
Course Subject (IE: MATH)~ Course Number (IE: V01)~
Summer
Spring

s sssnra ma lnnanr actiuahs atbanding ar naricinatine nrine fa cancne GF anos

Cridante #n ha drannad ac SAa Chae? ar

Move to the second row of the Course section and enter the Course Subject in the first box on the left.
This will be ART or MATH only. The course number, such as V01, goes in another field.

1000 [DisasterRec X | @ Application Navigator

2 Faculty - MpVCCCD. X | 55 MyVCCCD Downloads -VCFacu! % [GHINESUSSESSSSIIN AR G} Onbase

c 0

& obweb.vcced.edu/FormSubmit/UnityForm.aspx?key=UFKey

Census Certification Deadline Exception

ENTURA COUNTY COMMUNITY COLLEGE DISTRICT

Opening the Door to Higher Education

The deadline for reporting Census activity has passed. We do not have record of your certification of Census or any drops for non-attendance. The option to report Census or indicate No Drops to Report through MyVCCCD is no longer available for the term.

Instructor
First Name Last Name

Instructor ID

Course
Campus * Year= Term=
Course Number (IE: VO1)~ RN~

Course Subject (IE: MATH) -

Students to be dropped as “No Shows” or who were no longer actively attending or participating prior to census (if any):
I hereby certify that I have reviewed my class roster, and with the exception of any listed above, 1 do not have any *No Shows” or students who stopped attending| participating prior to the Census deadline to report.
Submit Census Certification Deadline Exception
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The second field on the second row is for the course. For example V01 or VO1A.

27 Faculty - MyVCCCD: X | 55 MyVCCCD Downlosds - VC Facul % [[RSHISCSSMESIENSE 63 Ontaxe 20331000 DisasterRec X | @ Application Navigator

C {d @& obweb.vcced.edu/FormSubmit/UnityForm.aspx?key=UFKey Q% » O :

Census Certification Deadline Exception

VENTURA COUNTY COMMUNITY COLLEGE DISTRICT

Opening the Door to Higher Education

The deadline for reporting Census activity has passed. We do not have record of your certification of Census or any drops for non-attendance. The option to report Census or indicate No Drops to Report through MyVCCCD is no longer available for the term.
Instructor
Instructor ID First Name Last Name
Course
Campus * Year= Term=
Course Subject (IE: MATH) - Course Number (IE: VO1) - RN
Students to be dropped as “No Shows” or who were no longer actively attending or participating prior to census (if any): m
1 hereby certify that I have reviewed my class roster, and with the exception of any listed above, I do not have any “No Shows” or students who stopped attending participating prior to the Census deadiine to report.

Submit Census Certification Deadline Exception

Move to the final field on the second row and enter the CRN tied to the Subject and Course for which
you are certifying census.

2 Faculty - MyVCCCD: 55 MyVCCCD Downloads - VC Facu @ nitps fobwebvcect s  OnBas 000 [DisasterRec X | @ Application Navigator

C () @ obwebvcced.edu/FormSubmit/UnityForm.aspx?key=UFKey Qv 0O :

Census Certification Deadline Exception

VENTURA COUNTY COMMUNITY COLLEGE DISTRICT

Opening the Door to Higher Education

The deadline for reporting Census activity has passed. We do not have record of your certification of Census or any drops for non-attendance. The option to report Census or indicate No Drops to Report through MyVCCCD is no longer available for the term.
Instructor
Instructor ID First Name Last Name
Course
Campus « Year= Term+
Course Subject (IE: MATH) - Course Number (IE: VO1)~ RN
Students to be dropped as “No Shows” or who were no longer actively attending or participating prior to census (if any): m
1 hereby certify that I have reviewed my class roster, and with the exception of any listed above, I do not have any “No Shows” or students who stopped attending participating prior to the Census deadiline to report.

Submit Census Certification Deadline Exception

Next faculty have two options, certifying that all students on their roster were in attendance as of the
census reporting deadline listed on their class roster, or list students who need to be dropped for
nonattendance. Each process will be outlined on the following pages.

09/18/20



IVENTURA COLLEGE

A D M I Sd S I O N S 4667 TELEGRAPH ROAD, VENTURA, CA 93003
E C O R D S (805) 289-6457 | VCADMISSIONS@VCCCD.EDU

Certify that all students on the roster were in attendance as of the census reporting

deadline listed on their class roster
If all the students listed on the class roster were in attendance on the census reporting deadline, you will
click the blue Submit Census Certification Deadline Exception button.

27 Faculty - MyVCCCD: X | 55 MyVCCCD Downlosds - VC Facul x [RSISCSUESMESIENE 63 Ontaxe 20331000 DisasterRec X | @ Application Navigator

C {d @& obweb.vcced.edu/FormSubmit/UnityForm.aspx?key=UFKey Q% » O :

Census Certification Deadline Exception

‘.\ VENTURA COUNTY COMMUNITY COLLEGE DISTRICT

Opening the Door to Higher Education

The deadline for reporting Census activity has passed. We do not have record of your certification of Census or any drops for non-attendance. The option to report Census or indicate No Drops to Report through MyVCCCD is no longer available for the term.
Instructor
Instructor ID First Name Last Name
Course
Campus - Year~ Term~
Course Subject (IE: MATH)~ Course Number (IE: VO1) - RN~
Students to be dropped as “No Shows” or who were no longer actively attending or participating prior to census (if any): m
1 hereby certify that I have reviewed my class roster, and with the exception of any listed above, I do not have any “No Shows” or students who stopped attending participating prior to the Census deadline to report.

Submit Census Certification Deadline Exception

Submitting the form will automatically forward the form to Admissions & Records for processing. Faculty
will receive an email confirmation when the form is submitted.

Once faculty submit their electronic certification form, A&R will receive and process it manually. There
will be a turnaround time, depending on the volume of census forms received, before the automated
“your census is due” email will turn off.

Faculty will receive a confirmation email that their census certification form has been approved when
A&R’s work is complete and the automated “your census is due” emails are turned off.
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List students who need to be dropped for nonattendance and certify census
If there are students who were not in attendance and need to be dropped from the roster, click the blue

Add button to list their information.

%3 Faculty - MyVCCCD. X | s MyVOCCD Downloads - VC Facu X [INGNNE VS SINNISRSPRV S &3 OnB.ase 20.33.1000 [DisasterRec X | @ Application Navigator
Q % » 0O :

C (1 & obwebvcced.edu/FormSubmit/UnityForm.aspx?key=UKey

Census Certification Deadline Exception

VENTURA COUNTY COMMUNITY COLLEGE DISTRICT

Opening the Door to Higher Education

The deadline for reporting Census activity has passed. We do not have record of your certification of Census or any drops for non-attendance. The option to report Census or indicate No Drops to Report through MyVCCCD is no longer available for the term.

Instructor
Instructor ID First Name Last Name

Course
Term~

Year=
Course Number (IE: VO1)~

Campus *

Course Subject (IE: MATH)~

Students to be dropped as “No Shows” or who were no longer actively attending or participating prior to census (if any): m

I hereby certify that I have reviewed my class roster, and with the exception of any listed above, 1 do not have any *No Shows” or students who stopped attending| participating prior to the Census deadline to report.
Submit Census Certification Deadline Exception

Clicking the Add button will generate an additional section of the form to list student information.

Students to be dropped as “No Shows” or who were no longer actively attending or participating prior to census (f any):

Student ID -

Last Date of Attendance [type in NO SHOW if applicable] - m

Student Name

1 hereby certify that | have reviewed my class roster, and with the exception of any listed above, I do not have any “No Shows™ or students who stopped attending/participating prior to the Census deadline to report.

List any student who is a No Show in the course or who were no longer actively attending or
participating prior to census.

In the Student Name field on the left, add the student’s full first and last name.

Students to be dropped as “No Shows” or who were no longer actively attending or participating prior to census (f any):
Last Date of Attendance [type in NO SHOW if applicable] < m

Student ID -

Student Name -

1 hereby certify that | have reviewed my class roster, and with the exception of any listed above, | do not have any “No Shows™ or students who stopped attending participating prior to the Census deadiine to report.

In the Student ID field, list the student’s 900 number as noted on the class roster.

Students to be dropped as “No Shows” or who were no longer actively attending or participating prior to census (if any):
Last Date of Attendance [type in NO SHOW if applicable] - m

Student ID <

Student Name

1 hereby certify that | have reviewed my class roster, and with the exception of any listed above, I do not have any “No Shows™ or students who stopped attending/participating prior to the Census deadline to report.
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In the final field on the right, indicate the student’s last date of attendance in the course.

Students to be dropped as “No Shows” or who were no longer actively attending or participating prior to census (f any):

Student Name - Student 1D~ Last Date of Attendance [type in NO SHOW if applicable] - m

1 hereby certify that | have reviewed my class roster, and with the exception of any listed above, I do not have any “No Shows™ or students who stopped attending/participating prior to the Census deadline to report.

If the student never attended the course, type the words NO SHOW.
To add additional students, click the Add button again and repeat this process.

When faculty have added all the students needing to be dropped, click the blue Submit
Census Certification Deadline Exception button.

27 Faculty - MyVCCCD: X | 55 MyVCCCD Downlosds - VC Facul x [RSIISCSESMESIIENE 6 Ontaxe 20331000 DisasterRec X | @ Application Navigator

C Y @ obweb.vcced.edu/FormSubmit/UnityForm.aspxkey=UFKey

Census Certification Deadline Exception

VENTURA COUNTY COMMUNITY COLLEGE DISTRICT

Opening the Door to Higher Education

The deadline for reporting Census activity has passed. We do not have record of your certification of Census or any drops for non-attendance. The option to report Census or indicate No Drops to Report through MyVCCCD is no longer available for the term.

Instructor
Instructor ID First Name Last Name

Course
Campus * Year= Term~

Course Subject (IE: MATH)~ Course Number (IE: VO1)~

Students to be dropped as “No Shows” or who were no longer actively attending or participating prior to census (if any): m

I hereby certify that I have reviewad my class roster, and with the exception of any listed above, | do not have any “No Shows” or students who stopped attending/ participating prior to the Census deadline to report.
Submit Census Certification Deadline Exception

Submitting the form will automatically forward the form to Admissions & Records for processing. Faculty
will receive an email confirmation when the form is submitted.

Once faculty submit their electronic certification form, A&R will receive and process it manually. There
will be a turnaround time, depending on the volume of census forms received, before the automated

“your census is due” email will turn off.

Faculty will receive a confirmation email that their census certification form has been approved when
A&R'’s work is complete and the automated “your census is due” emails are turned off.
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