
Dear Instructors, 
 
You are identified as the primary instructor for an intersession class.  The intersession census rosters are now due, and I have included 
instructions below on how to complete the process.  Have a great day! 
 
Step 1 – Go to faculty center and click on the census roster icon 
 

 
 
 



Step 2 – clink on the link for any students who are being dropped 
 

 
 
Step 3 – Select a reason and date for each student 
 



 
 
 
 
 
 
 
 
 



Step 4 – Check the box and submit after all students have been dropped. 
 

 
 
 
John P Lewis 
Enrollment Services Business Systems Analyst 
760) 744-1150 ext 3116 


