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Dropping student course via Teacher’s Class Roster 

There are at least two ways to drop a student’s scheduled course.  One is using the Modify Scheduling 

screen and the other is using the Teacher’s Class Roster.  Using the Teacher Roster is the preferred 

method, it prevents creating orphaned attendance records.   

 
   

Teacher Class Roster 
Go to the People Icon 
Select Staff 
Search for the teacher 
Click on teachers name 
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From the teachers Current Schedule screen, find the course, then click on the Enrollment number. 

 

 

 

 

 

 

 

 

 

 

 

Remove checkmark from all student and place on just the student (s) you are dropping. 
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Scroll to the bottom of the screen under Use Checked Student to:  click on Drop from this Class button. 

Set the date to the day after the last day the student attended the class, place a checkmark in Clear 

Attendance on and after Exit Date.  This will remove any future attendance records and eliminate orphaned 

attendance records. 

 

You will receive a message:  Your changes have been saved.  You have successfully dropped the class. 

 


