Faculty Class Participation Reporting (CPR) Guide
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Class Participation Reporting (CPR) - formerly known as Census Reporting - is the process of
verifying that a registered student is actively participating in the class. Class participation is
reported for every student at the start of each part-of-term for all classes. An additional
participation report is also required for 16-week and 12-week classes.

By submitting your course (s) CPR, you are confirming that students can receive their essential
financial aid funds because they began attendance and submitted a graded assignment (as defined
on the CPR page) within the first week of class. If a student is reported as not-attending, they will be
withdrawn for non-attendance at the end of the Class Participation Reporting period.

For students who have missed the first week of class due to registering on the last date to
add a course, instructors should specify to these students that they must attend the first
class of week 2, or they will be reported as not-attending and withdrawn from the course.
Instructors are strongly encouraged to re-check their TitanWeb rosters for new students
prior to finalizing their Class Participation Report.
If the student has had no active participation by the end of the reporting period, they should
be reported as “No” for not attending.
Access the Class Participation Reporting from your myEFSC portal and follow the easy
steps.
o Indicate YES, if a student began attendance and submitted a graded assignment OR
o Indicate NO, if a student has NOT attended and submitted a graded assignment

Class Participation Reporting (CPR) Procedure

Instructors will receive a notice when the web is open for CPR reporting.

Report through myEFSC portal > EFSC Employee Applications.

CPR Reporting begins the second week of class.

Dates for CPR reporting are listed in the “Important Dates and Deadlines” matrix on the
myEFSC portal.
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https://www.easternflorida.edu/registrar/course-related/class-participation-reporting.php

To Access, Complete and Submit the Class Participation Report

1. From the myEFSC Portal, go to the EFSC Employee Applications section.
2. From the dropdown menu, select Faculty - Class Participation Reporting.
3. Click Launch.

EFSC Employee Applications o

Your Frequently Used Applications

® Census Reporting Reports
® Faculty - Census Report

Faculty - Class Participation Reporting (CPR)

4. Onthe Faculty - Class Participation Report Welcome page, at the bottom of the page,
select the course(s) to report.
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Click on a course to report.

Course CGS 2100 - 507, Microcomputer Applications (05/19/2025 - 06/27/2025) (20649, 202520) - Not Reported (click to repart/change)

Note: If you are not the Primary Instructor on the course, you will not be able to report. Contact
your Collegewide Chair or their administrative assistant for assistance.

OR - Faculty Class Participation Reporting Guide — 8/25/2025 2



5. Before verifying each student for Class Participation, please read the entire section
carefully. Pay special attention to the instructions in the blue section as it will help you
determine whether a student should be marked as NO (student has not attended class and
submitted a graded activity) or YES (student has attended and completed a required graded
activity).
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YES Click YES if the student has attended and participated in class during the first week of the term. See below for the definitions of attendance/participation.
IN-PERSON CLASS

1. Student physically attended at least one class session,
AND
2. Student completed a required graded activity.

ONLINE CLASS

1. Student is actively participating in class,
AND
2. Student completed a required online activity.
Note: Simply logging into the Canvas class does NOT constitute attendance/participation.

HYBRID or DIRECTED STUDY CLASS

1. Student physically attended at least one class session, AND
2. Student completed a required graded activity.
Note: Simply logging into the Canvas class does NOT constitute attendance/participation.

NO  Click NO if the student has not attended class and submitted a graded activity..

2 |BO0 isfian 04/08/2025 Oves O No
3 |BOO | 04/07/2025 Oves Owno
4|B0O0 ya 0410772025 Oves Owno
5 BOD eyenne 04/07/2025 Oves  OnNo
6 | BOD a 04/07/2025 Oves O wuo
7 |BOO zk 043062025 COves  Ono
8 |[BOO 04/09/2025 Oves O no
9 | BOD en 04/09/2025 Oves Owno

OR - Faculty Class Participation Reporting Guide — 8/25/2025 3




6. Based on each student’s participation as detailed in the blue section, select either Yes or
No on the roster. Each student must be reported. Don’t forget to click the “I certify...” box
and submit button when you are done.

Important: The CPR roster is pulling directly from Banner. It is a real-time list of current
students registered in the class. Itis very important that the Canvas roster matches with
the CPR roster.

Student ID Student Name Reg'd Add/Drop Week Registration Date YES NO
1600 nielle 04/07/2025 Oves Ono
2 BOO isfian 04/08/2025 Owee | Ono
3 BOO i 04/07/2025 Oves Ono
4 BOO ya 04/07/2025 Oves | Ono
5 BOO eyenne 04/0772023 Oves Do
& B00 E 04/07/2025 Oves  Ono
Z_ B0 ke 0302075
* | cerify:

1. The accuracy of this report.
2. All students reported as YES have attended and participated in class as defined above.
3. l understand that this information is used for financial aid disbursement authorization, including VA benefils.

Submit For Class CGS 2100 - 502 (20649)

Verify the CPR roster matches your Canvas class list.

It’s important to compare the CPR roster with the Canvas class list, as some students may be
officially registered and appear on the CPR roster but have not yet completed the Canvas Student
Orientation.

In Canvas, the list of students registered in your class can be found by selecting the “People” link in
the left-hand menu.

e Students who appear on the CPR roster but are listed as “Observers” in Canvas have not
yet completed the Canvas Student Orientation. These students must complete the Canvas
orientation to be officially added to the Canvas roster and participate in course assighnments
before the CPR reporting ends.

Ifthe “Observer” status is not updated by the end of the CPR reporting period, they should
be reported as “NO” for not attending.

e Students who have withdrawn from the course are listed as “inactive” in Canvas under the
“People” link. These students are no longer registered in the course. Due to system
limitations, these names cannot be removed from the Canvas roster.
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7. After submission, the date Class Participation was reported will be displayed at the bottom
of the Faculty — Class Participation Welcome page.

@\ Eastern Florida ,
SIATE COLLECH Faculty - Class Participation Reporting (CPR) Tite

elcome

Course List Sign Out

confirmation.

Inaccurate census reporting could result in improper disbursement of FSA funds to students, repayment of disallowed FSA disbursements, negative audit findingy
up to and including termination of the college's participation in FSA Programs.

Each instructor has a critical role in ensuring only eligible students receive FSA funds. Basically, you are confirming that students can receive their essential finan
because they began attendance (as defined below) within the first two weeks of class. Please use the criteria below to determine if each student has established
class. You can make changes to this report before the submission deadline if needed. If you have any questions, contact the Office of the Registrar at
censusreporting@easternflorida.edu

Click on a course to report.

Course CGS 2100 - 50Z, Microcomputer Applications (05/19/2025 - 06/27/2025) (20649, 202520| Reported on 06/01/2025 (click to report/change)

Faculty Email Notification - Who has Added or Dropped From Your Course?

To help instructors stay informed about enrollment changes, a daily email will be sent to the primary
instructor of each class section whenever officially registered students add or drop the course during
the add/drop period or after late appeals are approved. Instructors will receive this daily digest only
on days when add/drop activity occurs. This ensures more accurate Class Participation Reporting.

Note: For Canvas courses, the daily digest list may not immediately match your current Canvas
roster. It can take up to 24 hours for registration changes to be reflected, depending on when a
student adds or drops a course and when the faculty notification is sent. If the digest list does not
immediately match your Canvas roster, please check again after 24 hours.

Questions?
For questions on completing your Class Participation Report please contact the Office of the
Registrar at this link, Class Participation or 321-433-7284.
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