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Census Roster

The Need

• Ability for faculty to certify their rosters at census dates

• Ability for faculty to mark no shows, last date of attendance and assign final grades for 
these students as appropriate

• Ability for back office to drop students marked as no show or given a last date of 
attendance OR in conjunction with use of drop roster, the ability for faculty to clear their 
rosters prior to certification of census roster

• Ability to report on outstanding certifications

Census Certification
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Census Roster
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Allow faculty to certify rosters on 
census dates

• Census dates show by section on 
Faculty Overview

• Faculty mark students who never 
attended or stopped attending on 
Drop Roster and then certify here 
OR mark students here and the 
back office uses DREG to drop

• Set up on CDWP and define 
census dates for section (SRGD, 
ACTM, etc.)

• Tab shows based on CDWP 
settings until certified for a 
particular census date.

Setup

• Define Census Dates

• Define which position 
contains Census Dates 
and a label (optional)

• Determine if the Certify 
button will be available 
prior to the defined census 
dates

• Define where your LDA/NA 
will be Editable, Read-Only 
or Hidden

Census Roster
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Create a saved list to use with the 
Deregistration (DREG) process

• If you do not allow faculty to drop 
from Self-Service using the drop 
roster, you can use DREG to drop 
students in certified sections who 
are marked with an LDA or NA

• To create a saved list for DREG, find 
certified sections and then save the 
active students in those sections 
who have LDA or NA marked.

• Can be created using SLCR and 
refreshed to schedule DREG to run 
as a phantom process.

Census Roster
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Use Deregistration (DREG) to 
process inactive students

• Using your saved list, run 
DREG with the appropriate 
rules, settings and 
communication codes

• With the 2021-2 release, 
DREG now produces a 
CSV report and allows for 
Update/Non-Update 
mode.

Census Roster
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Report on certification status

• Report on missing 
certifications

• Report by census date 
positions or dates and various 
other criteria

• A CSV report is produced 
based on the selected criteria 
that includes faculty email for 
following up on missing 
certifications and department 
and division for distribution to 
chairs

Census Certification Report (CNRP)
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The Need

• Ability for faculty to drop students to clear rosters of inactive students before certification

• Ability for faculty to mark no shows, last date of attendance and assign final grades for 
these students as appropriate

• Should not be required in order to use Census Roster

• Allow faculty to drop only during periods when a drop is allowed and when census 
certifications are still pending 

Drop Roster
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Allow faculty to drop 
inactive students

• Must be enabled on 
sitemap and the section 
and faculty must have 
appropriate permission

• Shows only active 
students

• Grade validation applies 
and the list shows those 
marked as available for 
midterm grading

Drop Roster

© 2021 ELLUCIAN 

11

12



7

Setup

• Enable on Faculty Navigation 
(Section Details) on Sitemap

• Faculty must have 
DROP.STUDENT permission

• Registration controls for 
faculty should allow drops

Drop Roster
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Setup

• Define drop roster reason 
and with 2.32, indicate if you 
require NA or LDA prior to 
allowing a drop on CDWP

• Enable drop roster for the 
section using Show Drop 
Roster field on SOFF

• With 2.32 SBCP, COCO, and 
SCOP will automatically copy 
the Show Drop Roster flag

Drop Roster
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Setup

• The Show Drop Roster 
flag is also available at 
the course level. If set on 
COFF, it will be copied to 
sections created from this 
course but can still be 
changed at the section 
level.

Drop Roster
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Drop Roster Tab Availability
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Excerpt from Self-Service Baseline Configuration Guide
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Drop Roster and Drop Button Availability
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Excerpt from Self-Service Baseline Configuration Guide

Summary
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Takeaway #1
Whether you choose to 
allow faculty the ability 
to drop or not, faculty  
can use the Census 
Roster to report inactive 
students and certify the 
roster.

In summary

Takeaway #2
If you choose to allow 
faculty the ability to drop 
inactive students, the 
optional drop roster will 
accommodate this 
need.

Takeaway #3
We have added several 
features after the initial 
release and are tracking 
related CRs and IDEAs.
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• CR-000180343 Under Section detail Certify button is disabled on the Census tab. 

• IDEA-68636 Drop Roster - Parameterize the Never Attended Option. The "Never Attended" and 
"Last Date of Attendance" options are bundled together as combined offering. There should be a 
little more logic behind the "Never Attended" option as it is not a valid option after the census date 
has passed. Hence, add an option to hide the "Never Attended" checkbox on the Drop 
Roster/Final Grading screens after a designated census date has passed.

• IDEA-69054 Parameters to hide "Books" and "Census Dates" on Faculty Section Overview

• Complete – IDEA-68697 Self-Service Faculty: In the Drop Roster if you click Never Attended the 
grade field should be disabled. Added parameter on GRWP. Available with 2.33.

Change Requests and IDEAs
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Colleague Self-Service Base Configuration Guide 
The base configuration guide goes into detail describing scenarios when the Certify 
button is enabled/disabled, when the Census/Drop Roster tabs are available, when 
grades are required, etc. 

Release Notes for Self-Service 2.31/2.32 and Related Updates and 
Colleague Student and Core Quality Update 2021-2
The release notes provide details for the functionality released including any setup.

Additional Resources 
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Thank you.

Principal Business Analyst
wendy.gehring@ellucian.com

WENDY GEHRING
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