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.

Self Service

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

Hello, Welcome to Colleague Self-Service!
Choose a category to get started.

) Student Finance Financial Aid
Here you can view your latest statement and make a payment online. Here you can access financial aid data, forms, etc.
EI. Tax Information 7 Employee
= Here you can change your consent for e-delivery of tax information Here you can view your tax form consents, earnings statements, banking information, timecards

and leave balances.

Student Planning i Course Catalog
Here you can search for courses, plan your terms, and schedule & register your course sections.  Here you can view and search the course catalog.
Grades = Graduation Overview
Here you can view your grades by term. Here you can view and submit a graduation application.
& Enrollment Verifications B Transcript Requests
Here you can view and request an enrollment verification. Here you can view and request a transcript. 4
N~—
=8 Advising o9 Faculty
Here you can access your advisees and provide guidance & feedback on their academic planning. Here you can view your active classes and submit grades and waivers for students.

5. On the Faculty menu, click on the Section.
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https://sso.sjeccd.edu/

Manage your courses by selecting a section below

Fall 2024 Regula

Section Times Locations Availability @ Books Census Dates
ASTRO-010-201(122132): MW 9:15 AM - 10:35 AM MS3 Building, MS1]2 77150/2 W-PERIOD 11/13/2024 Census -
Introduction to 8/26/2024 - 12/12/2024 Lecture Certification Opens On 11/13/2024
Astronomy

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

Section Details

¢ Back to Courses

ASTRO-010-201(122132): Introduction to Astronomy

Fall 2024 Regular
Evergreen Valley College

M/W 915 AM - 10:35 AM
8/26/2024 - 12/12/2024
MS3 Building, MS5119 Lecture

Seats Available(®) 7/50/2

Deadline Dates

Waitlisted 2

Roster Drop Roster Census Grading Permissions Waitlist

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)

Deadline Dates h 4

ASTRO-010-201(122132): Introduction to Astronomy
Fall 2024 Regular

Last Day to Add via Add Authorization 9/8/2024

First day to drop without a “W" 8/26/2024
(Withdrawal)

Last day to drop without a "W" 9/8/2024
(Withdrawal)

Last Day to Drop with a "W" (Withdrawal) 11/13/2024

Close
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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.

Roster Drop Roster Census Grading Permissions Waitlist

Student Name . StudentID A Never Attended o LastDateof 4 Final Grade # Class Level A Credits
v ¥| Attendance ¥ e v
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