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FACULTY DROP ROSTERS

The purpose of this manual is to teach current and new faculty how to access, navigate and use our
new Banner 9 drop roster from My Solano.

Log into your MY Solano account and select the “Faculty” tab.

Once on the faculty tab, click on the “Faculty Services” link in the box titled Faculty Links as
shown below:

Faculty

MySokano Faculty

HMySOLANO

# MySolano

Sites [M"

{] Campus Lite | Faculty Grade Assignment | Faculty Dashboard

™ Student Preferences Preferences

Grade Status There are no class assignments at this time
B9 Financial Ald Final Grades &
| Finance Status Course Title & % .
i g— =
No Final Grades are requred af ths tme _
® Faculty " s

Advisor Dashboard

= Employee

Term:
¥r SCC Applications Select Another Term v
10
Faculty Handbook
-or-
| Textbook Request
\ Last Name:
Library
.
Firet Mama-

3. Next, from the Faculty Services Tab, click “Drop Rosters (Census and W).”

Personal Information Alumni and Friends Student FERTOERII Employee WebTailor Administration Finance Financial Aid

Search =

RETURN TOMENU SITEMAP HELP EXIT

Faculty and Counselors

Student Information Menu
Term Selection
CRN Selection
Week at a Glance
Detail Class List
Submit Final Grades
Look Up Classes
Current Schedule
Teaching History
Class Schedule
Course Catalog
Syllabus Information
Office Hours
Print Rosters
I Drop Rosters (Census and W Rosters) I
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FACULTY DROP ROSTERS

4. Ifthisis your first time logging into the drop roster, you will be promoted to select the term.

Personal Information Alumni and Friends Student JEUNREEELILSES Employee WebTailor Administration Finance Financial Aid

search |

Term Selection

Select a Term: | Fall 2019 v
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5. When you have selected the term and clicked submit, the Drop Rosters for which you are the
primary instructor will display as shown below:

0 UL DU UL Y Uy U YV i 0
/ A% \
Alumni Student COVTTUETNNTR Employee  WebTaile Administration Finasce  Financial Al
Search [ RETURN TOMENY  SITEMSS WELP EXIT
AT
Drop Roster Status o8 2019 (201969)

Jul 23, 2019 12:40

I s Page lists the classes for which you are tha primary instnctor for the term. The Drop Rostars that are avaZalde for aach class are listad with the dates of avalabilRty, To access tha drop roster, dick on the avalatia CRN delow. l

Current Drop Roster Summary

()CM Subj  Crse Sec Tithe Rule 10 Roster Type  Census Type Active WMMMW CJ

80257 ART 014 0 Introto Drawing 2 Census Roster 1 Future  Jul 30, 2019-Aug 21, 2019 Not Submitted Total:0 of 8 L]
3 W Roster NA Future  Aug 22, 2019-Sep 16, 2019 Not Submdted
80305 ACCT 001 0 PrinfAcctng 1 Census Roster 1 Future  Aug 12, 2019-Sep 03, 2009 Not Submitted Tetal:0 of 8 No
Finan 3 W Roster NA Future  Sep 04, 2019-0ct 25, 2019 Not Submited
80312 ACCT 001 O PrinjAcctng 1 Census Roster 1 Future  Aug 12, 2019-Sep 03, 2019 Not Submitted Total:0 of 0 No
Finan 3 W Roster NA Future  Sep 04, 2019-0¢t 25, 2019 Not Submitted
Prin/Acctng 2 Census Roster 1 Expired Jun 08, 2019-Jun 30, 2019  Not Submitted Total:0 of 4 No
Finan 3 W Roster NA Now  Jul 01, 2019-M4 25,2019 Jul 22, 2019
81168 ACCT 001 0 Prin/Acctng- 2 Censys Roster 1 No Jul 01, 201904 23,2019 Jul 23,2019  Total:0of 3 No
Finan 3 W Roster NA Future  Jul 24, 2019-Aug 01, 2019  Not Submitted
) Y ~

6. Drop rosters that are available will be highlighted and will have the word "Now” indicated in the
Active column and the dates of access will be in the available column.

S ) {i
N 7/ \
Drop Roster Status
¥ This page lists the classes for which you are the primary instructor for the term. The Orop Rosters that are available for each class are listed with the dates of availability, To access the drop roster, click on the available CRN below.
Current Drop Roster Summary
CRN  Subj Crse Sec Title Rule ID Roster Type  Census Type{active [Avallable | Last Submitted Recorded Grades Rolled
|l 80257 ART 014 0 IntrotoDrawing 2 Census Roster 1 Future Jul 30, 2019-Aug 21, 2019  Not Submitted Total:0 of 8 No
o 3 W Roster NA Future Aug 22, 2019-Sep 16, 2019 Not Submitted (
80305 ACCT 001 0 Prin/Acctng: 2 Census Roster 1 Future Aug 12, 2019-Sep 03, 2019 Not Submitted Total:0 of 8 No
Finan 3 W Roster NA Future Sep 04, 2019-Oct 25, 2019 Not Submitted
80312 ACCT 001 0 Prin/Acctng- 2 Census Roster 1 Future Aug 12, 2019-Sep 03, 2019 Not Submitted Total:0 of 0 Ne
Finan 3 W Roster NA Future Sep 04, 2019-Oct 25, 2019 Not Submitted
81166 ACCT 001 0 Prin/Acctng- 2 Census Roster 1 Expired Jun 08, 2019-Jun 30, 2019  Not Submitted Total:0 of 4 Ne
Finan 3 W Roster NA Now  Jul 01, 2019-Jul 25,2019  Jul 22, 2019
CCT 001 0 PrinjAcctng- 2 Census Roster 1 Pul 01, 201990123, 2019] W1 23,2019 Totak0of3 Mo
L Finan 3 W Roster NA Future Jul 24, 2019-Aug ,9\1, 2019 Not Submitted
o {
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FACULTY DROP ROSTERS

7. To Access the “Census Roster,” which will be available the first day of class, click on your
highlighted CRN#.

Personal Information Alumni and Friends Student [EWIVE1=% Employee WebTailor Administration Finance Financial Aid

Search
Drop Roster Status

17 This page lists the classes for which you are the primary instructor for the term. The Drop Rosters that are available for each class are listed with the dates of availability. To access the drop roster, click on the available CRN below.

Current Drop Roster Summary

CRN  Subj Crse SecTitle Rule ID Roster Type  Census Type Active  Available Last Submitted Recorded Grades Rolled
80257 ART 014 0 [Introto Drawing 2 Census Roster 1 Future Jul 30, 2019-Aug 21, 2019  Not Submitted Total:0 of 8 No
3 W Roster NA Future Aug 22, 2019-Sep 16, 2019 Not Submitted

80305 ACCT 001 0 Prin/Acctng- 2 Census Roster 1 Future Aug 12, 2019-Sep 03, 2019 Not Submitted Total:0 of 8 No
Finan 3 W Roster NA Future  Sep 04, 2019-0ct 25, 2019 Not Submitted

80312 ACCT 001 0 Prin/Acctng- 2 Census Roster 1 Future Aug 12, 2019-Sep 03, 2019 Not Submitted Total:0 of 0 No
Finan 3 W Roster NA Future  Sep 04, 2019-0ct 25, 2019 Not Submitted

81166 ACCT 001 0 Prin/Acctng- 2 Census Roster 1 Expired Jun 08, 2019-Jun 30, 2019  Not Submitted Total:0 of 4 No
Finan 3 W Roster NA Now Jul 01, 2019-Jul 25, 2019 1ul 22, 2019

[BLies] accT 001 0 prnjAcctng- 2 [Census Roster]1 ful 01, 2019-Ju1 23, 2019]  Jul 23,2019 Total:00f 3 No
Finan 3 W Roster NA Future Jul 24, 2019-Aug 01, 2019  Not Submitted

8. After clicking the CRN#, you will be brought to the “Census Roster” screen as shown below:

‘l} '! i r y G {'
Persnal ilommation  Alumnl dad Friends M‘!mm webTailor Adimiaiitration Finesce  Fissmcal Ald
Sparch [ AINMENU SITT MAP MELP T
i L
Drop Roster Maintenance .

ol 28,2005 1

25 am

¥ i shadenty whpibie bo b dropped from tha CRN are lsted bk, Uipdate he registration stabus In tha Action feld list for sach student you want be drop, Afer tha appropriate students are updabed, select the Sebmi bitton and a cofirmation page will display listing only tha
SO i Sebeed 0 dreg. I wou Wt 10 Chiar yior SbCtORE 10 SLATT D withied Sriping fryone, Selon i Riset BUIDA 15 riset th Sotien fleld ts e T 3l stadens,

e 1 youp i sty b crop from t CRY, you a6l st gubemit She pags withost wpdating any shedent Action fhaids 1o recnrd that you have reviewed this CAN and approve of its rmster, Lagve all gtudents with Ngne dor the Action fieis, yeiect Submit, and 3 qonfinmation page
will isplay o werily this chasce

Course Information
) CRH Titke Rule 1D R Type Census Type Dates Avallable Roster Last Submitted (
B1168 Frinciples of Acccunting - Financial - ACCT 0010 2 Cersys Roster 1 Jul 03.2019-Jul 25,2019 24-ML-2019
Shdents Efigible to be Dropped
Record Student 1D Student Name Current Registration Adkon Student Emall
Number
1 106092772 Chie b, Thst  “*Regrilened*® M v @!exl caseh@solana, sy
| 106R9TTY Cake 7, Test  *Regrlened*s Hioest - @:H: sk T @solan, sl
3 10692774 Case & Test  ""Regstersd*® et .
4 106892775 Case 9, Test  *Registensd*® Howst *
Submit || Reset

{ ! o,
~ Raturn to Previous ~ s
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FACULTY DROP ROSTERS

9. Next, select the student you wish to drop before census by choosing the “Instr Drop Before
Census” from the action dropdown menu. Once you have selected the action, click Submit.

" 1= 1\
Pornal nformationAbmin s fréods Studest. (ETITECII) mployse WobTallor Ministrtion Fiancs Fnaicil id

Search [ HAMMINY SITEMAP HELP EKIT

i L ]
Drop Roster Maintenance ~Tr
Jul 24, 2519 11:25 am

¥ il studants wigible to be drogped rom the CRI are libed beldw. Update the regitration itates in the Action fekd It for sach itudent you mant to drop. After the appropriate students are updated, select the Subsit Button and 4 confirmation page will diglay latihg osly the
shadents you selected to drop. If you mant S0 Clear your selectins be start over without dropping anyone, select the Reset buthon to reset the Action flekd to None Tor al stadents,

eyt i 6 et B dre frem U CAUN, o G0l il b U i willhondt wpeditive] iy ittt Actieh sbdis 1o ricard TRAR you Bavi ividid USHE COUN i apprdnet ol I reciti. Liivod B it il Mo o ek Action ok, ilict Subssit, and & senfismation pige
wil displyy o warily this chelce.

Course Inforanatiog

CRN Title Rule 1D Roster Type Comsus Type Dates Available Rester Last Submitted (
81168 Principles of Accounting - Financial - ACCT 001 02 Census Roster L Jul 03,2089 -hal 25,2019 2d-1UL-2019

Studernts Eligible to be Dropped

Record Student 1D Stedent Name Current Registration Actien Student Emall

Humber

1 106852772 Chse b, Test  **Registered®* Hone . @:es: caseb@anlana edu

106892773 Cask T, Tesl  "tRagistered®s test.oaseT @olang, b

3 106832774 Case 8, Test  =“Registered®®
4 106852775 Cased, Test  “SRegistersd®® Hane

=

Return to Prévious
"} . i

Instructer Drop Before Census

10. When you have clicked submit, the following screen will appear asking you to confirm the drop
action. To confirm the drop action select “Submit Changes.” If you make a mistake, click
Cancel. If you drop a student by mistake, contact the office of Admissions and Records to have
the mistake corrected.

J Y \
Personal Information  Alumni and Friends Student R L] Employee WebTailor Administration Finance Financial Aid
Search Go
Drop Roster Maintenance Confirmation
Course Information
CRN Title Rule 1D Roster Type Census Type Dates Available Roster Last Submitted
:) 81168 Principles of Accounting - Financial - ACCT 001 0 Census Roster 1 Juk03,2019-Jul 25,2019 24-JUL-2019 (

| 1. The following students were sekected to deop from this class, Please select the Submit Changes button to confirm the drop, or select the Cancel button to abort the action (drop no ane) and return to the drop roster maintenance page. |

Students Sefected to be Dropped

Record Student 1D Student Name Pending Registration
Number

1 106892772 Case 6, Test  Instr Drop Before Census

submit Changes | Cancel

-1
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FACULTY DROP ROSTERS

11. Once submit changes has been clicked, the following screen will appear letting you know you
have successfully dropped your student and that your roster has been reviewed. The student
will no longer show on the drop roster.

Please note: you can submit drops multiple times during the roster availability period.

Personal Information  Alumni and Friends ShlhnlE-pluva WebTailor Administration Finance Financial Aid

Search Go MAIN MENU SITE MAP HELP EXIT

i L]
Drop Roster Maintenance P
Jul 24, 2019 11:29 am

T All students eligible to be dropped from the CRH are listed below. Update the registration status in the Action field list for each student you want to drop. After the appropriate students are updated, select the Submit button and a confirmation page will display listing only the
students you selected to drop. If you want to clear your selections to start over without dropping anyane, select the Reset button to reset the Action field to Nane for all studnts.

A 1f you have no students to drop from the CRN, you still must submit the page without updating any student Action fields to record that you have reviewed this CRN and approve of its roster. Leave all students with None for the Action field, select Submit, and a confirmation page
vill display to verify this choice.

Course Information
CRN Title Rule ID Roster Type Census Type Dates Available Roster Last Submitted

81168 Principles of Accounting - Financial - ACCT 00102 Census Roster 1 Jul 03,2019-Jul 25,2019 24-JUL-2019

' You successfully dropped 1 student(s), and it was recorded that you reviewed the CRN roster. |

Students Eligible to be Dropped

Record Student ID Student Name Current Registration Action ‘Student Email

Number

1 106892773 Case 7, Test  “*Registered** None v @testcase?@solanu‘edu
2 106892774 Case 8, Test **Registered** None

3 106892775 Case 9, Test **Registered** None

Submit | | Reset

Return to Previous

12. If you have no students to drop before census, you can still submit the roster by clicking
“Submit” and “Submit Changes.” This will provide an electronic submission of your census
roster. Please see the following 3-screen shots below for more details:

***Faculty are required to submit the census roster during the census week even if you have
previously submitted drops. This confirms the final submission of the census roster***

o Nt
Personal information  alymini sad Friends mmw webTailor Administration  Finance  Finascial Aid

Saarch & MAINMEMU STEMAP HELP EXIT

i —
Drop Raster Maintenance e

3ol 24, 2009 11:30 am

il sudents ebgitle to ke dropped from the CRN are listed balow, Update the registration status is the dction fiekd fist for each student you want to drep, dlter the appropriate students are updated, selict the Subsmit Butten and 3 confirmation page will display listing oty the
students you selected bo drop. If you wank to chear your selections ko start cver without dropping anvpona, selact the Reset bubton to reset the Action fleld to Hone for all students.

L3 yorus By no ugants o drop froes the CRH, pou sfll must submil the page without updating any student &ction Tields 1 record that poy haw reviewad this CRN and approve of R rester. Leave all siudents with Noss for the Action Tield, select Submit, and 3 confirmation pags
wil display to verify this cholce.

Couvse [nformation

CRN Title Rule 1D Roster Type Census Type Dates Avallable Roster Last Submitted
81163 Principles of Acoounting « Financial « ACCT 001 02 Census Roster | Jul 03, 20191l 75,2019 240002019

Students Fligible to be Dropped

Record Student 10 Student Name Current Registration Action Student Email

Number

1 106852773 Case 7, Test T Regestered™ " None ¥ @mr.raw?;*c‘.lr-: edu

H 106592774 Case 8, Test  ““Repisbered™* None

3 106853775 Cased, Test  ""Regustersd™* None ¥

Return to Previous

"\
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FACULTY DROP ROSTERS

' L=

Personal Information  Alumni and Friends Student JETRTHTET

Employee WebTailor Administration Finance Financial Aid

Search | Go

Drop Roster Maintenance Confirmation

]

Course Information
CRN Title Rule ID Roster Type Census Type Dates Available
81168 Principles of Accounting - Financial - ACCT 001 0 Census Roster 1 Jul 03,2019-Jul 25,2019 24-JUL-201%

Roster Last Submitted

| i On the Drop Roster Maintenance page, you selected no students to drop. If you select the Submit button, the Roster will be recorded and considered as submitted without dropping any students.

N 0o

o r

Persomal Information  Aesai and Friesds mm:—m WebTallor Administration  Finance  Financial Ald

Search ]

Drop Roster Maintenance

will dsplay to verify this choice,

|\f'\‘nu did not drop any students. It was recorded that you reviewed the CRN roster, I

Stwdents Eligitde fo be Dropped

Record Stadent 10 Stadent Mame Current Registratian Action Stadant Emall

Humber

1 10685ZTT3 Case 7, Test  *“Registered*® Nane " @tes‘..case?t‘salan:.ecu
Z 10BBS2774 Case 8, Test **Registered*® hizng v

3 106892775 Cased, Test  ““Registered"™ Hene ¥

Suabmit || Reset

Return to Previous

Course Infarmation
RN Title Rube 10 Roster Type Census Type Dates Avallable Hoster Last Submitted
)B]Ib\! Principles of Acounting - Peancial - ACCT 00102 LEnsus Roster 1 Bl 03.201%-Mal 25,2009 24-WL-201%

MAINMENL  SITE MAF HELP  EXIT

Fal 2015
Juil 34, IOL0 11132

¥ 8 stusants wigitle 1o b dropped from t CRN are sbed below. Update B registration status in the kction feld kst for sch student you want b drop, After the spproprats students are spdated, select the Submit butbon and & canfirmation page will dapley kting only the
FHICENLE VOU SHSCOH] 10 0. IF YOI WaNt b3 CEH YOUF SHECTRNE 10 BT QVer WIRhOUL drofng Nvyiad, BECE thi RESt BULGN o Feset thi Action e 1o Nend for 30 shadens.

I 1f you B no students B Srop from the CRK, you still must ssbmit the page without updating any student hction fekds to record that you have reviewed this CAN and approvs of its raster, Laave all students with Nona for the action fisld, sslect Sebmi, and a confirmation page

**Note: Faculty have the option of sending the student an email and letting them know they dropped
them if they choose to do so. Simply click on the email icon next to the students name and then an email

will appear in order to send to the student. **

Format Insert Draw Options
. — = =
Calibri (Body) 1 B I U #& A v iE E = v

From: Tina.Abbate@solano.edu
To: test.case7@solano.edu;

Subject

Dear Test Case,
‘We have dropped you from CRN 81168
Sincerely,

Your Professcr{
Sent from Mail for Windows 10

Last modified: August 5, 2019

Heading 1 Heading 2

é;) Undo

w

—

- x

Discard B> Send

=

2 Cc&Bec
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FACULTY DROP ROSTERS

1.

The “W Roster” is available at the close of census. To access the "W Roster,” repeat steps 1

through 4 from above. If you have not already selected the term, please do so at this time in
order to view your W Roster. The available date’s column displays availability for which the
CRN’s are available with a status of "Now.” Click on your highlighted CRN# to display as shown

below:

Peisongl Iatormation  Musid and Friends mm:m Weblallot Adminkiration Fisance  Findscial A

Saarch (]

Drop Roster Status

P This pasge st s classs for which you ane tha primary ingtnictor for this term. Thi Drop Rosters that are available for aach class are listed with the dites of availibility, Ta acoss th drop roster, chck on th Jvallable CRN balow

.JJCLIWQM Orop Roster Summary

RITURN TD MERY  SITEHA® HELP EXIT

Fall 2019 {201 880}
sul 24, 2019 10:52 i

RN Sub] Crea Sec Titke Ruila |0 Rostér Typs  Census Type Active  Avalsble Last Submitted Recordid Grades Rolled
BOIST ART 014 O [Abe 1 Drawing 2 Caris Ragter 1 Future  Jul 30, 2019-Aug 21, 2009 Kot Submirted Tetal:bels Mo
3 W Roster WA Future  Aug 22, 2019-5ep 16, 2019 Kot Submitted
80305 ACCT 001 0 PrinfAcctng- 2 Cersus Roster 1 Future  Aug 12, 2009-5ep 03, 2009 Kot Submitted Total:Dof 8 Ho
Fingn 1] W Ro#Er HA Tulune  Sep 04, 2005-0c1 25, 2019 Notl Submitted
BO1T ACCT 001 0 Prin/Adcing- 2 Cerdus Roster Fulurg  Aug 12, 2009-54p 00, 201% ot Gubmitted Total:0ef 0 Ha
Finan 3 W Roster A Futuré  Sep 04, 2009-0ct 25, 2019 Kot Submitted
EﬁT 091 0 PrinfAccing: ) erdis Roster 1 Expired Jun 08, 201%Jun 30, 2009  Not Submitted Total:0 of 4 hio
Fan 3 w o [l w22 208
81168 ACCT 001 0  PrinfAccing- 2 Cersus Roster 1 How  Jul 03, 2019-Jul 35, 2009 Jul24, 2019 Total:Dof 3 Ho
Fingn } W Bl HA Fuituit  Jul 26, 3019-Aug 01, 2009 Wit Submirted
= 5 A~
H H H A\} 1"
2. After clicking the CRN#, you will be brought to your "W Roster” screen.
5 v \
Personal Information  Abesai and Friends mmm WebTailor dministration Fissace  Fisancial Ald
Saarch G MAIN MENU  SITE MAF HELP EXIT

)

=

Drop Roster Maintenance

¥ il wiudants sbgitle to b+ dropped from ira CAN 3w Nrbed below, Lipdate the registration stabss In tha Action Reld et for asch sudent yoe want bo drop, After the appropriste siudants are updated, select tha Submit bution and 3 confirmation page will dlaplay eting snly e
stwdents you sebected 1o drop. IT you want B0 clear your sabections 1o start over withowt deopping anyone, sthect the Reset Dutten to reset the Action field o hone for all students.

Mo i et o Stk 10 B o thie CRtl, you 20 st subeit thi page without updatiag sy shedint Actinn Balds 1o reterd that yau have reviewed this RN and approve of s reater. Leave ol students with Boss for the Actisn Neld, salect Sbmit, and § confirmation jage

wil display 1o varify this choics.

Cowrse Information
CRN - Title

D166 Privciples of Accounting - Fmancial - ACCT 0010 3

Students Elgite o be Dropped

Rule 1D BoEts

Record Student 10 Student Mame Current Reglstration Action

Numbir
1 106832772 Case &, Test

H 106892775 Case 7, Tew

Ll 106852774 Case B, Test
4 100832775 Case 9, Test

Submit || Reset

Return to Previpus.

**Rppistensd®® Nore
“SRpgitaned® T
**Repistered®* Hore
**Registered® ]

WA

(he Census Type Dates Avallable
Il 01, 200%-d 25,2019 22-IWL-2009

Student Emall
" @test.casesﬂwam.eﬂu
*| (@) test case? @aciars.adu

"

RoStEr Last Submuitted

Fall 7019
3 25, 201% 31:24 pm

Last modified: August 5, 2019
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FACULTY DROP ROSTERS

3. Next, select the student you wish to drop with a "W” by choosing the “Instr Drop-W Grade”
from the action dropdown menu. Once you have selected the action, click Submit.

(o rg! .
A 8, C
Parsonad Inbeemation  Alumsd and friends mmmﬂ wibTallor Admiskitration  Flnasde  Finenckl Ald
fearth & MAIN HMENY GITEMAF HELP EXIT
Drop Rester Maintenance w—

Jul 23, 2019 0L 24 prm

P Al studants alkgibha 1o be drépped from tha CAN ira Ribed bit. Updila the regiatratien itibe in U Action Bakd it for sech fludent you want 1 drep. After Lhe approprate Mudents ars updated, isbect thi Subriit button and & canfirmatien page will Siplay Biting snly the
itudanti you imbacted 1o drop. IF you want b chaar your sebctioni o itart over without dropping anyens, select tha Riset bution to ret the Actien Reld 1 Nene for ol studenti,

B 1 yau hive fd studiets 1o drop from th CRN, you R must ssbmt the gge withoe! updating ary stuSant Actian Rald 1o necord that yeu hires riviid this AN and agpreve of it redtie. Lines ol sbudusti with Hone for th Adtien Reld, slect Submit, and a confrmation pige
will diiplary b variy s choice.

Cowrse Informathon

CRH  Title Rule ID Roster Type Census Type Dates Avallable Roster Last Submitted (
B1 166 Principles of Accourting « Financial - ACCT 001 03 W Rster WA Jul DY, 2019-Jil 25,2009 22 JUL-2019

Studénts Eligible to be Dropped

Record  Student 10 Student Hame Current Reglstration Action Student Emall

Number

1 106592772 Case 6. Test  "*Registered*® + gctu.camm:m:.ed\.

iane
3 106402773 Case 7, Test  **Registered®® @':rs'..-:nsrmsn'ho.m.

3 106892774 Chde 8§, Tedt "ERRgisRred Hiswe T

4 106892775 Case 9, Test  **Registered® Hone . Instr Drop -\W Grade
Submit || Reset
”
h Raturn to Previous - A

4. When you have clicked Submit, the following screen will appear asking to confirm the drop
action. To confirm the drop action, select “Submit Changes.” If you make a mistake, click
Cancel. If you drop a student by mistake, contact the office of Admissions and Records to have
the mistake corrected.

-~
L

s

Pursonl Information  Alsseni and Friends Stodent (IETETTT frphpes Weblailor Masinistration Finance  Financial Al

Search ® SEMY M Bt

Drop Roster Maintenance Confirmation

Fal 2009
Jul 29, 2019 01:32 pm

Course Information
) GRN Title Rule 10 Roster Type Census Type Dates Avallable ~ Roster Last Submitted ()
81166 Principles of Accounting - Feandal - ACCT 001 0 WRester  NA Jul 01,2019-)ul 25,2018 22-JUL-2019

|'- The fellowing students ware sabicted to drop from this class. Fiease select the Subsit Changes button to confirm the drop, of seiect the Cascel button 10 abort the action (drop 9 6ne) and rébun o the deop rostar muisbenance page

Students Sefected to be Dropped

Record Student ID Student Name Pending Registration
Number

1 106892772 Case 6, Test  Instr Drop - W Grade

Submit Changes | Cance

8|Page
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FACULTY DROP ROSTERS

5. After your submit changes has been clicked, the following screen will appear letting you know
you have successfully dropped your student and that your roster has been reviewed. The
student will no longer show on the drop roster.

Please note: you can submit drops multiple times during the roster availability period.

Personal Information  Alumni and Friends Student EERFTEZRAEY Employee WebTailor Administration Finance Financial Aid

Search E MAIN MENU  SITE MAP HELP EXIT
; E—
Drop Roster Maintenance parp

Jul 25, 2019 01:35 pm

¥ all students eligible to be dropped from the CRN are listed below. Update the registration status in the Action field list for each student you want to drop. After the appropriate students are updated, select the Submit button and a confirmation page will display listing only the
students you selected to drop. If you want to clear your selections to start over without dropping anyone, select the Reset button to reset the Action field to Mene for 2l students.

A 1F you have na students to drop from the CRN, you stll must submit the page without updating any student Action fields to record that you have reviewed this CRN and approve of its roster. Leave all students with None for the Action field, select Submit, and a confirmation page
wil display to verify this choice.

Course Information
CRN Title Rule ID Roster Type Census Type Dates Available Roster Last Submitted
81166 Principles of Accounting - Finandial - ACCT 001 03 W Roster NA Jul 01,2019-Jul 25,2019 25-JUL-2019

V' You successfully dropped 1 student(s), and it was recorded that you reviewed the CRN roster,

Students Eligible to be Dropped

Record Student ID Student Name Current Registration Action Student Email

Number

1 106892773 Case7, Test  **Registered** None v @test.casa?@su\anu.edu
2 106892774 Case 8, Test **Qegistered=* None v

3 106892775 Case9, Test  **Registered** None v

Submit || Reset

Return to Previous

6. If you have no student(s) to drop by the “W" deadline, you can still submit the roster by clicking
“Submit” and “Submit Changes.” This will provide an electronic submission of your “W" roster.
For more details, see the next 3-screen shots below:

"] U Y
Peesamal nfurmation  Bgmni and §rieds mmw WebTaile Mdministration Pimance  Fimancial Ald
Baarch I WAL MERL  SITE AP ELF  ENIT
L
Drop Roster Maintenance Fall 1019

Hal 1, 3010 0%;49 pm

¥ 4 nbwdarty algibie o be dropped from the CRN s Babed below. UpSats (Ra regivtration status in the Action flekd et for sich sudent you want ba drop. After tha spprep

tudents e vpdated, select the Submit Button and a confiemation page will daplsy lating only the
studente you ssected to drop. If vou want to clear your sslections to start over without dropping anyons, select the Retst button to resst the Action fleld to hone for all o i1

I §F osa v o Wil Must webimit e page withaut updating Ay sudent Action ks b recced 1hat yeu have eviewed tis CRN wd apgrove of s roster, Laae il tudents with Hons for thi Action Meld, welect Submit, and 3 confimation pags

will daplay 10

it 6o drop from the CRki,
i chisin,

Cowrse Information =
E CRH Thie Haibi 10 Hasler Tyjpe Consus Tyjpe Dales Avallable Bastir Lisd Sibmiied CJ

1 16& Principles of Accounting - Financial - ACCT 001 0 2 W Roster W& T @1, 200 %0l 25.301% 25 IUL-2019

Srindeiits ENgibie to be Dropged

Wecord Student 10 Student Name Current eglstration Actlon Student Emall

L

10BB%277Y Chss 7, Tedt "eRegiatered " i v @Inl.lnr-"}:\.'nl'u edu
K 106B%ETT4 Case s, Temt  **Repistered®® hang 4
3 106093775 Cane 9, Tawt **Eagistered* [ v

Return to Previous

al fal fa
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FACULTY DROP ROSTERS

J L
Persoaal Information  Abessni and Frieads Student (T TETITY Employee WebTaikor Administration  Finance  Financal Aid

Jgourse Information
(RN Title Rule 1D Roster Type Census Type Dates Available  Roster Last Submitted
§1188 Principles of Accounting - Fisandal - ACCT 001 D WRoster A ol 01,2018-Ju 25,2018 25-JUL-2019

A 0 the Deop Rester Maintenance page, you selected g shudists b drap, [f you selict the Submit button, the Resber wil be recerded and considenad as scbmittied without drapping asy students,

search o STEWD €D EIT

Drop Roster Maintenance Confirmation Al 9

Jul 25, 2009 03:50 pm

o

students you selected to drep. 3f you mant 10 chear

T selections 10 Mart cver without dropping anyone, sebect the Reset button 10 reset the Action eld to None for all stusents

vl display to verify this cheice

Course Information

L CRN . Title Rule 1D Roster Type Census Type Dates Avallable Roster Last Submitted
[ 81166 tnc ples of Accountng - Financial « ACCT 001 0 3 W Roster  NA Jul 01,2019-Jul 25,2019 25-)UL-2019

[./ You did not drop any Students. Tt was reco

ded that you reviewed the CRN vuue-l

Students Eligibie to be D

F

Timance  fin A N

N = AN MEN SITE WP P BT
Drop Roster Maintenance Fab 2019

Nl 25, 2019 03:52 pm
AL studacks ehgfble to ba ropped f:0m the CAN are listed Bakw. Update the registration STtus in the Acticn flekd Sst for aAch student you mast 10 Grop. After the Apsrepriate students are updated, select the SUbmit button ad & comfirmation page will diskiy listisg oy the

1 you have 1o Students to drop from the CRN, you stll must SULMIL the Dage mthout updating any StUdEnt ACon fleids o recond that yOU Nave reviewes tis CRI 3nd appeove of Its roster. Laave all students with None for the Action fleks, select Subait, and 3 confirmation page

Rocord  Student 10 Student Name Current Registration Action Student Emall
Number
1 106892773 Case 7, Test Noow -
2 106892774 Case 8, Test Nooe L
Submit | Reset
:')P.c'.mn 1o Previous o (
**Note: Faculty have the option of sending the student an email and letting them know they dropped
them if they choose to do so. Simply click on the email icon next to the students name and the email will
appear to send to the student. **
- *
Format Insert Draw Options ﬁj[ Discard B> Send
Calibri (Body) 11 B I U ¢ A v iZ i = v Headingl Heading 2 v S undo

From: Tina.Abbat

olano.edu Dﬂ

To: testcase/@solano.edy; 2 Cc&Bee

Subject

Dear Test Case,
‘We have dropped you from CRN 81168
Sincerely,

Your Professcﬁ
Sent from Mail for Windows 10
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FACULTY DROP ROSTERS

7. Students dropped with a “W” will appear on your final grade roster as shown below. There
grade will record as “W” and no further action is required for grading.

Personal Information  Alumni and Friends Student ZXIREETTRETY Finance Financial Aid

Search | Go |

Final Grades

¥ Enter final grades for each student.

Course Information

principles of Accounting - Financial - ACCT 001 0

CRN: 81166
Students Registered: 3

i Please submit the grades often. There is a 1200 minute time limit starting at 04:01 pm on Jul 25, 2019 for this page.

Final Grades

Record Number Student Name 1D Credits Registration Status Grade Rolled Last Attend Date Attend Hours Registration Number
MM/DD/YYYY  0-999990.090

1 Case 1, Test 106892767 0.000 Instr Drop - W Grade Not Gradable|n None 5
Jul 15, 2019

2 Case 2, Test 106892768 0.000 Instr Drop - W Grade Mot Gradable N None & @
Jul 18, 2019

3 Case 3, Test 106892769 0.000 Instr Drop - W Grade Not Gradable N None 7
Jul 22, 2019

4 Case 4, Test 106892770 0.000 Instr Drop - W Grade Not Gradable N None 8
Jul 22, 2019

5 Case 6, Test 106892772 0.000 Instr Drop - W Grade Mot Gradable N None 10 @
Jul 25, 2019

[ Case 7, Test 106892773 4.000 **Reglstered** None ¥ N None 11 @
Jul 16, 2019

7 Case 8, Test 106892774 4.000 **Registered** Mone ¥ N None 12
Jul 16, 2019

8 Case 9, Test 106892775 4.000 **Registered** MNone ¥ N None 13
Jul 23, 2019

| submit | [ Reset |

i Please submit the grades often. There is a 1200 minute time limit starting at 04:01 pm on Jul 25, 2018 for this page.

8. You may experience a drop roster conflict. If you experience a drop roster conflict, please
contact your division administrative assistant. Below we have provided examples of Drop
Roster Conflicts:

Sections Disabled or Without Defined Drop Rosters

9 The sectons below are ither isabled from drop roster processing o are not setup with drop rostes.

CRN  SubjCrse SecTitle  Section Condition Recorded Grades Rolled
81167 084A0 Practicum I Drop rosters are not defined for this section, Total:0of 6~ No

9. Inthe example above, a roster rule has not been defined for this course. As a result, the
following message above is produced.
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FACULTY DROP ROSTERS

Drop Roster Conflcts

1y The sactions st below have an avalatilty date confic i the rster uls. A scton's dates may not e defined propery, orthe roter rules cause  confict nth date, Contac your syetem admiitrator o resove ths problem,

(RN Subj Crsa SecTitle Rule ID Roster Type ~ Census Type
81169 ACCT 001 0 PrinjAcctng- 2 Census Raster 1
Finan Do W M

10. The section above was scheduled as of 08/01/2019 to 12/15/2019 part of term other OT. Since
the term dates are 8/12/19 to 12/15/19, the roster checking indicates that this course is outside
the roster availability dates and therefore produces a conflict.
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