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DROP FOR NON-ATTENDANCE 

1.  Access Administrative Applications  in Employee Services.  

2.  From the Administrative Applications  screen select  Student Maintenance  and then Drop for Non-

Attendance.  
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Drop for Non-Attendance 

The Drop for Non-Attendance screen is used by department staff, who hav e been provided access by the Registrar's Office, to drop students for non-attendance and is available on ly during Drop/ Add. You have 
access to the Collefie(s) and Department(s) that the Registrar's office has given you access to from Drop for Non-Attendance user control. 

Select the Part of term, College, and Department . To list enrolled students, select Course Su bject, Course Number, and CRN. Select the Submit button. 

Students in a registered status will display a Drop column. To drop a st udent, select ' Y' in t he Drop col umn and select the Drop button . Students who are not in a registered status will not be a\lailab le to be 
dropped. 
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Drop for Non-Attendance 

The Drop for Non-Attendance screen is used by department staff, who h ave been provided access by the Registrar's Office, to drop students for non-attendance and is available only during Drop/ Add. You have 
access to the College{s) and Department(s) that the Refiistrar's office has g i\len you access to from Drop for Non-Attendance user cont rol. 

Select t he Part o f term, College, and Department . To list enrolled st udents, select Cou rse Subj ect, Course Number, and CRN . Select the Submit button. 

Students in a regist ered status will display a Drop column. To drop a student, select 'Y' in t he Drop column and select t he Drop button. Students who are not i n a regist ered status will not be available t o be 
dropped. 
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3.  Utilize all drop-down options on the screen so that you can easily access  the proper  CRN. You will  

only have access  to the courses in your department.   

4.  Select  the students to be dropped from the displayed roster.  Click the drop-down option under  the 

Drop  heading  and submit to immediately drop the selected students. You will see confirmation on the 

same screen.   




