
 
Submitting Attendance for Online APS and Graduate Classes Through 

the Faculty Portal 
Instructors are required to post attendance the first two weeks of every class. This attendance process 
replaces the printed roster check process used in previous terms. 

Open an internet browser and type in the following URL:   

http://portal.asbury.edu 

1. Enter your network username and password. If you 
have a username that includes a departmental prefix 
(ENG, SOC, PSY, etc.), enter this username with 
@asbury.edu on the end. Otherwise use the 
first.last@asbury.edu convention. 

 

2. You will then be taken to your Faculty Portal Home 
Page. At the bottom of this page you will find a 
section  called  “Class  Center”.  This  section  shows  you  
a list of your courses for the current term. 
Select the course for which you would like to enter 
grades by clicking on the appropriate course code. 
 
NOTE: 
You can also find your courses using the “Gradebook” 
link in the “My Classes” menu on the left. Using this 
method, you will need to make sure that the 
appropriate term is selected using the provided drop-
down list. 
 
 
 

 

http://portal.asbury.edu/
mailto:first.last@asbury.edu


3. Once you have selected the course for which you wish 
to enter attendance, select the “Attendance” tab. 
 
 
 
 
 
 
Click the “Student  Specific  Time” button. 
 
 
 
 
 
 
 
Click on the calendar icon under both the “From:” and 
“To:” labels to select the date(s) for which you wish to 
enter attendance. The “From:” date cannot be a date 
in the future. Also, make sure that the “To:” date is 
the same as or later than the “From:” date. 
 
 
 
Click the “Build Grid” button to display a grid including 
student names and column for entering attendance data.  
 
 
 
 

 
4. Using the column labeled with the appropriate date, 

select  “A”  for  any  students  not  considered present 
and “P” for students that have met the requirements 
for being considered present.  
 
 
 
Be  sure  to  click  on  the  “Update”  button  once  you  
have finished entering attendance to save the data.  

 


