
1st Week Proof of Attendance (POA) Instructional Guide 
 
You can click the contents below on any of the steps below for which you need instructions. The answers 
to some of the most frequently asked questions are provided in this document; however, if you have any 
additional questions, please feel free to contact the Office of the Registrar by clicking the email link 
below:  
 
Office of the Registrar: mailto:registration@wvstate.edu 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

Step-by-Step Instructions 
 
 
Step-1: Log in to MyState 
 

 
 
 
  

This is a gentle reminder that the 1st-week Proof of Attendance (POA) reporting is due by 
the date located in the Academic Calendar. Below are instructions for entering the POA into 
MyState (Banner): 

FIRST WEEK ATTENDANCE: Select “Mid-Term Grades”. Enter the date each student last 
attended your class in the MM/DD/YYYY format and leave the grade field blank. If a student 
never attended your class, enter a grade of Q and leave the date field blank. Disregard the 
“Last Attend Date” column. 

mailto:registration@wvstate.edu
https://wvstateu.edu/academics/academic-calendar/


 
 
 
Step-2: Select the Faculty Services Tab 
 

 
 
 
 
 
Step-3: Select Term 
 

 
 
 
  



Step-4: Select Midterm Grades 
 

 
 
 
Step-5: Select Course and Section CRN 
 

 
 
 
Step-6: Enter POA 1 (Either Q or Last Date of Attendance) 
 

 
 
 

After entering all data and hitting submit, log out and log back into the system to ensure the entry saved properly.  


