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Enrollment Validation Procedures (EVP) for Faculty ± Fall 2024 (202510) 
 
 

WHAT IS ENROLLMENT VALIDATION? 
 
Enrollment validation is a practice that occurs at the beginning of each semester (and each 8-week session and the 5 main 
summer sessions) to confirm the enrollment intent and participation of each student in each class.  This is done to comply with 
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EXEMPT COURSES 

 
The Enrollment Validation Policy does NOT apply to: 
 

 Off-schedule classes (not 8-week or 16-week classes; Parts of Term other than those listed above)  

 Zero-credit classes 

 Courses with a Schedule Type 
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**Instructors may make changes to existing absence reports through this time (e.g. in the case of someone mistakenly 
reported absent, etc.). 
 
***21/<�678'(176�:+2�$5(�5(3257('�$%6(17�$5(�'5233('���,)�<28�'21¶7�5(3257�$1<21(�$6�$%6(17�± 
NO ONE IS DROPPED.  So if you forget to do the Enrollment Validation process or if your students forget to validate their 
enrollment in online/hybrid courses – there is no risk of any student being dropped from any class unless the instructor has 
reported them as absent by the deadline above. 
 
Students who add a course on or 
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HANDY TIPS 
 

 Absences are reported by faculty in MyCentral.  Faculty may only report for classes which they are assigned to in SSASECT 
(INB Banner/Ellucian). 
 

 Online and hybrid classes must be made available in Blackboard to your students prior to the first day of classes and 
must have the Enrollment Validation tool active (if you are using this tool to take attendance). 

 

 Faculty members teaching online/hybrid courses may determine for their classes what counts as participation during 
the first week of the semester.  This can be done by using the EVP tool in Blackboard or having the students 
participate in a discussion board, take a quiz, or any other activity.  However, to meet federal guidelines students 
must do more than simply have logged into the class. 

 

 A student who adds the course on/after the first day should not show up on your EVP reporting list.  These students 
should not be penalized for missing the first day of class.   

 

 For online and hybrid courses, if you have students who are actively participating in the class 
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ENROLLMENT VALIDATION PROCESS 
FOR ONLINE AND HYBRID COURSES 

 
Faculty members teaching online/hybrid courses may determine for their classes what counts as participation during the 
first week of the semester.  This can be done by using the EVP tool in Blackboard or having the students participate in a 
discussion board, take a quiz, or any other activity.  However, to meet federal guidelines students must do more than 
simply have logged into the class. 
 
The "Validate Enrollment" menu item and corresponding components have been added to your Blackboard course menu upon 
course creation.  
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c. The users who have validated enrollment will show a blue check mark icon in the Reviewed column.  Users who 

have NOT validated enrollment will show a gray circle icon and will not have a date in the “Date Reviewed” column. 

 

 
 

d. Print this screen or make note of the students who did not validate enrollment (gray circle). 

 

o If you used another method, check for participation in the appropriate area of Blackboard and follow the steps below. 

o Report absences in MyCentral before noon on Wednesday, August 28th for full semester and 1st half semester classes (and 
noon on Wednesday, October 23rd for 2nd half semester classes).  The earlier a student is reported, the more time they have 
to click the “save me” button in their warning e-mail before the drops occur. 

 
o See the next set of instructions below for how to report absences in MyCentral. 
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HOW TO REPORT ABSENCES IN MYCENTRAL 
 

 Log into MyCentral. (Can’t log in?  Call the Technology Support Center at 660-543-4357.) 
 

 Go to Faculty/Advisor and Select the Enrollment Validation card 

   
 

 Choose the CRN (course reference number) of the course you wish to report.   
o Access to report online and hybrid classes will be available between on Monday, August 19th through noon on Wednesday, 

August 28th  for full semester and 1st half semester classes (and on Monday, October 14th  through noon on Wednesday, October 
23rd for 2nd half semester classes). 

o 










