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The Faculty’s Role 
From the main screen of MyLeo, click on 12th Day Roster – Current Term 

Faculty Name 



The Faculty Roster 
All courses that you are currently teaching will be listed. 

Click on the course for which you want to enter Roster information. 

Be sure to do your flex entry courses as well. 



The Faculty Roster 
A detailed course roster will appear. 

Under “Has Attended” select either Never or Yes for each student.   



 

The Faculty Roster 

 

Student name 

Student name 999999999 

999999999 



The Faculty Roster 
After updating the roster, scroll down to the bottom of the roster, read the 

validation statement, check the box and then click on the “Acknowledge” 

button. 

 


