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TITLE 5 

REGULATION 
Title 5 requires that each district (instructor), by the end of the 

business of the day immediately preceding the census date, 

drop all students who are inactively enrolled in the 

course.  Title 5 also states that inactive enrollment occurs when 

a student has been identified as a “no show,” officially 

withdraws from the course, or is no longer participating in the 

course.  



 
 
 
 
 

STEP 1 

AFTER LOGGING IN TO YOUR ACCOUNT, CLICK ON “WEB-ENABLED DROP ROSTER” 

 

 



 
 
 
 
 
 

STEP 2 

SELECT A TERM 

 

 

 

  



 
 
 
 
 

 

STEP 3 

 

CLICK ON THE CRN LINK

 

CRN LINK is live and “clickable” 

Active column reads “Now” 

 

Available column shows the dates of Availability to drop 

 



 
 
 
 
 

STEP 4 

 

 

 

 

 

 

 



 
 
 
 
 

STEP 5 

 

 

 

INSTRUCTOR DROP (NO SHOW):  RICHARD NEVER ATTENDED CLASS 

INSTRUCTOR DROP (NO GRADE):  CHRISTIAN ATTENDED CLASS BUT STOPPED SHOWING UP PRIOR TO CENSUS 

NONE:  RYAN AND SANDY CONTINUE TO ATTEND 

STEP 6 



 
 
 
 
 

 

 

 

 

 

 

 

 



 
 
 
 
 

STEP 7 

 

 

 

 

 

IF YOU NEED TO MAKE CORRECTIONS OR CHANGES, CLICK ON “CANCEL” 

IF NOT 

CLICK ON “SUBMIT CHANGES” 

 



 
 
 
 
 

 

STEP 8 

 

 

ONCE YOU HAVE “DROPPED” THE APPROPRIATE STUDENTS, THE LIST OF NAMES REMAINING IS CONSIDERED YOUR CLEAN CENSUS ROSTER. 

YOU WILL NEED TO CONFIRM YOUR CENSUS ROSTER THE DAY PRIOR TO YOUR SPECIFIC CENSUS DATE EVEN IF NO 

STUDENTS ARE BEING DROPPED. 

 



 
 
 
 
 

BEHIND THE SCENES 
 

 THESE ARE SCREENSHOTS THAT THE OFFICE OF ADMISSIONS AND RECORDS WILL SEE 

 LIST OF STUDENTS ENROLLED AS OF CENSUS DATE 

 LAST DATE OF INSTRUCTOR ACTIVITY  



 
 
 
 
 

  

 



 
 
 
 
 

 

 

 

 

 



 
 
 
 
 

THINGS TO REMEMBER 
 CENSUS ROSTER IS AVAILABLE THE FIRST DAY OF CLASS THROUGH CENSUS DATE ALTHOUGH 

DROPPING STUDENTS ON CENSUS DATE WILL RESULT IN THE STUDENT RECEIVING A “W”. REMEMBER, THE CENSUS DATE IS THE FIRST DATE TO 

RECEIVE A “W” GRADE. PLEASE DROP YOUR STUDENTS THROUGH THE DATE BEFORE CENSUS. ANY DROPS ON YOUR CENSUS DATE, PLEASE SEND 

TO COUNSELING OR ADMISSIONS EXT 7748 OR 7741. 

 YOU WILL NEED TO DROP AND CONFIRM YOUR CENSUS ROSTER THE DAY BEFORE YOUR CENSUS DATE IN ORDER TO NOT AWARD A “W” 

 

 THIS PROCESS IS TO CONFIRM YOUR ROSTER AS OF CENSUS 

 

 YOU WILL NEED TO CONFIRM YOUR ROSTER REGARDLESS IF YOU ARE DROPPING STUDENTS 

 

 THE DAY THAT YOU DROP THE STUDENT IS THE DATE YOU THAT WILL SHOW AS THE DROPPED DATE 

 

 PAPER CENSUS ROSTER WILL NEED TO BE USED IF YOU MISS THE CENSUS DATE. WE VERY STRONGLY ENCOURAGE ONLINE ROSTER SUBMISSION AS PAPER 

SUBMISSION IS TIME CONSUMING AND CUMBERSOME. 

 

 PLEASE CONTACT ACADEMIC RECORDS AT 661-763-7756 WITH ANY QUESTIONS 

 

 

 


