DROP FOR NON-ATTENDANCE

1. Access Administrative Applications in Employee Services.
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Benefits and Deductions
Update or view your retirement plans, Health insurance information, Flex spending accounts, miscellaneous deductions; Change your beneficiary

Current and Past Jobs

Employee Education Program - Empleyee Request
Employee Education Program - Supervisor Decision
Tuition Scholarship Program - Employee Request

Pay Infermation
View your Direct Deposit braakdown; View your Earnings and Daductions Histary: View your Pay Stubs.

Tax Forms
Changs w-

Time Off Current Balances and History
Time Sheet

UNF Administrative Applications
ELEASE: 8.7

ormation; Access open enrollment.

ormation; View yaur W-2 Form or T4 Form.

) 2015 Ellucian Company L.P. and its affiliates.

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

Course Level Maintenance Prerequisites Processing

Drop for Non-Attendance Process Major Change Request
Enrollment Services Appeal Provisional Admit Registrar Review
Waiver of University Policy Provisional Admit Review

Event Management: Check-In Residency Tracking

Event Management: Create or Update Event view Student's Major Change Request
Event Management: Event Functions Process Complete Withdrawal

High School Transcripts Initiate Complete Withdrawal

Housing and Meal Plan Exemptions
Independent Study Titles Input - Registrar View
Informational Hold Audit

Major Change Request

Mandatory Housing

NCAA Continuing Eligibility-Athletics
Partnership Codes
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RELEASE: 6.2 rowered by @l lUCIANS



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.
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Drop for Non-Attendance

The Drop for Non-Attendance screen is used by department staff, who have been provided access by the Registrar's Office, to drep students for non-attendance and is available only during Drop/Add. You have
access to the College(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 Subject, Course Number, and CRN. Select the Submit button.

in the Drop column and select the Drop button. Students who are not in a registered status will not be available to be

Students in a registered status will display a Drop column. To drop a student, select
dropped.

Term: Fall 2015 Part of term: Full Term Vv
College: Department:

Course Subject: Course Number-

[ Previous Menu | Course Level Maintenance | Drop for Non-Attendance | Enrollment Services Appeal | Waiver of University Policy | Event Management: Check-In | Event Management: Create or Update Event |
Event Management: Event Functions | High School Transcripts | Housing and Meal Plan Exemptions | Independent Study Titles Input - Registrar View | Informational Hold Audit | Major Change Request |
Mandatory Housing | NCAA Continuing Eligibility-Athletics | Partnership Codes | Prerequisites Processing | Process Major Change Request | Provisional Admit Registrar Review | Provisional Admit Review |

Residency Tracking | View Student's Major Change Request | Process Complete Withdrawal | Initiate Complete Withdrawal ]

RELEASE: 6.2 rowered by @l lUCiane

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.
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Drop for Non-Attendance

The Drop for Non-Attendance screen is used by department staff, who have 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 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 Subject, Course Number, and CRN. Select the Submit button.

Students in a registered status will display a Drop column. To drop a student, select 'Y’ in the Drop column and select the Drop button. Students who are not in a registered status will not be available to be
dropped.

Term: Fall 2015 Part of term:
College: Coggin College of Business | Department: Accounting & Finance v

Course Subject Course Numbe

Students Available to be Dropped
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