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DROP AFTER CENSUS USING COLLEAGUE SELF-SERVICE 

Step by step guide for Faculty to drop students AFTER census with a W grade using Self-Service portal. 

ACCESSING SELF-SERVICE 

1. Visit the SJECCD portal: https://sso.sjeccd.edu 

2. Sign in with your SJECCD email address and password. 

3. Click the Self-Service icon.   

 

4. On the Colleague Self-Service dashboard, click Faculty.  

 

5. On the Faculty menu, click on the Section.  
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2 | P a g e  

 

 

6. Section Details (Drop student with W grade):  

 

a. Deadline Dates: Check the Dealine Dates link for section dates. Today’s date MUST be before Last Day 

to Drop with a “W” (Withdrawal)  
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b. Drop Roster: Click “Drop Roster” tab, next to the student’s review the following: 

i. Never Attended:  IMPORTANT: Do not select Never Attended. Drops after census MUST not 

have Never Attended. 

ii. Last Date of Attendance: Enter the student’s last date of attending the class. 

iii. Final Grade: Drop AFTER census requires a grade of W.  
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Enter date 

and grade, 

click Drop 

Success 
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