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1. Logging into the System 

 
Go to https://westminster.seats.cloud/ and log in using your username@westminster.ac.uk and your 
normal password. (Please note the username is not my.westminster.ac.uk so please remove the “my” if 
it appears and just use username@westminster.ac.uk) 

https://westminster.seats.cloud/
https://westminster.seats.cloud/
mailto:username@westminster.ac.ukand
mailto:username@westminster.ac.uk
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You will see your calendar, defaulted to the current week. Any classes you have scheduled up until the 
next day will be displayed with a list of the events showing on the left. Events beyond tomorrow’s date 
won’t be visible in this calendar view – you should check your CMISGo timetable for your scheduled 
classes. 

 
Overall, your calendar will look similar to this: 

 

 
 

https://timetabling.westminster.ac.uk/Web/Timetable


SEA: Student Access Guide 
Updated: August 2026 
Student Engagement and Attendance Team 

3 

 

 

 

 

Click the Analytics tab to view a line graph that illustrates your weekly attendance trend. To see your overall 
attendance percentage, select the AYTD button (shown in the image below) and hover the cursor over the 
bar with attendace. If you want to check your attendance percentage for each module, click the arrows. This 
will open a bar chart displaying your attendance percentage for every module you are registered on.  

 

Attendance is calculated based on the number of compulsory timetabled events that you have successfully 
logged/swiped into, expressed as a percentage of the total number of compulsory timetabled events which 
appear on your timetable. 

When you have finished using the system, click your name in the top-right corner of the screen and select 
Sign-out.  

 
2. How to note attendance/absences  
 
If you attended a class but your attendance was not recorded, or you forgot your ID card and were unable to swipe 
in, you should add a note to your attendance record. To do this, click the Add Absence button located at the top of 
your calendar in SEA. 
 

 

 
You can then enter the date and time of the class, select the reason for the absence, and, if you attended but 
your attendance was not recorded, explain why it was not captured. You may also add any additional 
information in the Comments field, if required. 
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Click on the save button and this information has been added to your attendance record. 
 

Please note that adding information to your SEA record using the Add Absence function does not change the 
attendance status of the timetabled event(s) in question. The event will continue to be recorded as an 
absence; however, the note provides context for staff reviewing your attendance record. 
For onsite classes, an attendance status on SEA is generated when you successfully swipe your student ID card on 
the card reader within the required time frame. This time frame is no earlier than 15 minutes before the class starts 
and no later than 16 minutes before the class ends. 
 
For online classes, attendance is recorded when you access the relevant module Blackboard site and 
complete the required activity for that class within the required time frame. 

 
Please note, the absence notes field within the Add Absence function is not a communication tool and does 
not allow messages to be sent directly to staff. If you have a query about your attendance record in SEA, 
please contact the Student Centre for assistance. 
 
Where attendance has not been recorded correctly, it is important to identify and resolve the cause to 
prevent the issue from recurring. Please see the SEA Queries page for information on who to contact and how 
to resolve common issues. 

 
If you were unable to attend a class, you can add an absence note (as described previously) by clicking the 
Add Absence button and selecting the appropriate reason for your absence. This information will then be 
saved to your attendance record. 
 

 
3. Further Queries? 

 
Information about how your attendance is recorded at onsite and online events, including what you should do 
if you have back-to-back classes and for answers to further queries about SEA or your attendance record can be 
found at the Student Engagement and Attendance web page and in the document titled SEA Queries – 
”Guidance for Staff and Students”. 

https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.westminster.ac.uk%2Fcurrent-students%2Fsupport-and-services&data=05%7C02%7CJ.Varsani02%40westminster.ac.uk%7Cf4062f5b8a794e3ac2e208dee3510379%7Cbb3c97ff11b54b3792cf1897b2d8766b%7C1%7C0%7C639198134244972501%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=z%2FB9DRH8dVghdXaJWP2bbrUT%2Bi%2B1QRZzqbAgr8QYg%2BE%3D&reserved=0
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.westminster.ac.uk%2Fsites%2Fdefault%2Fpublic-files%2Fgeneral-documents%2FSEA-queries-staff-and-student-guidance.pdf&data=05%7C02%7CJ.Varsani02%40westminster.ac.uk%7Cf4062f5b8a794e3ac2e208dee3510379%7Cbb3c97ff11b54b3792cf1897b2d8766b%7C1%7C0%7C639198134245002511%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=xF643I3Is9xIQ4NqqrSz2fFXxQy%2FUshs7hUIOWmkZrE%3D&reserved=0
http://www.westminster.ac.uk/sea
https://www.westminster.ac.uk/sites/default/public-files/general-documents/SEA-queries-staff-and-student-guidance.pdf
https://www.westminster.ac.uk/sites/default/public-files/general-documents/SEA-queries-staff-and-student-guidance.pdf
https://www.westminster.ac.uk/sites/default/public-files/general-documents/SEA-queries-staff-and-student-guidance.pdf
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