
Census Roster Approval Instructions 

From your Faculty Center, select the Census Roster (fluid) box. 

 

The current term will be displayed, listing each of your classes.  Not all classes will have Census Rosters 

available at the same time, so you must click through each class to find the Census Roster currently open 

and in need of approval.  Note the message below informing that the Census Roster for the first class is not 

yet available and the date the roster will be made available.  Click on the class in the list to the left to check 

each class. 

 

When a Census Roster is available, the roster will open for your review when the class is selected. 

 



Consider each student individually to determine if the student has ever attended the class or participated in the class 

online at any time since the class started, through the actual Census Date or day of record.  If the student has 

attended/participated online, click on the button to toggle to “Yes”.  If the student has never attended or participated 

online in the class, leave the button toggled to “No”.  If a student is attending but not listed on the Census Roster, 

enter the student ID# in the box at the bottom, using the +/- buttons to add or delete rows as needed. 

 

If all of the students listed have attended/participated online, you may use the Select All button to adjust the entire 

roster to “Yes”.  This option cannot be undone using that button, but corrections can be made individually, by 

student. 

 

Once you are satisfied with your entries, select the Approve Roster button to the upper right.  You will be 

asked to review your Census Roster to be sure all students’ attendance/participation has been considered 

and is marked correctly.  If you approve, select OK, if you must reconsider or make corrections, select 

CANCEL to return to the roster for corrections. 

Once you have Approved the Census Roster, the following message will appear. Select OK to complete the 

approval process and submit your Census Roster. 

 



Once successfully Approved, you will see the final approved roster with the date/time stamp of approval noted as 

below.  You can view this approved roster at any time in your Faculty Center.   

 


