
 

Submitting Attendance/Non-Attendance 
 
Location(s):  myNKU: Student Administration  Faculty Services 

Purpose:  Perform this procedure when you need to report attendance/non-attendance. 

1. Log into myNKU. 
2. Select the Student Administration tab. 
3. Select the Faculty Services sub-tab. 
4. Click Grade and Attendance Reporting. 

 
 

• Current course load is displayed in the Course List grid. 

 

Rev: 02/14/2014 ©2014 Office of Information Technology 1 

 



 

5. Select the course to highlight the row for which you will be entering grades. 
6. Select the appropriate Grading Type from the drop down arrow. You may need to scroll down to 

see the Grading Type drop down. 
 

• Students enrolled in that course will be displayed below the Course List grid.  

 
 

Note: An error message will be displayed if a Grading Type was selected that is currently 
unavailable. 

 
 

 
 

7. Grades may be chosen from the match code or you may type the letter grade directly into the 
Grade column. 

 
 
 

 
 

This is the match code. 
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Note: If all students in that specific course section are attending, click All Attending. The 
grade of AT will be populated for each student. 

 
 

8. Enter all grades and click Save. 

 
 

9. A confirmation message will be displayed, reflecting the student ID number, name and awarded 
grade. 

 
 
Note: An error message will display if the course section is currently locked. 

 
 

10. Click Log off to securely end and close your myNKU session. 
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