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Spring 2024

▪ Rosters

▪ Attendance Web

▪ Dropping  and Grading Students



Rosters



Rosters
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Attendance Web

Attendance: In-
person and remote 
live classes are 
considered positive 
attendance classes. 
This means 
attendance MUST 
be taken every day. 
You will take 
attendance in an 
application called 
'Attendance Web'. 



Attendance Web (Continued)

Choose the section you need to 
take attendance for. (Click on the 5-
digit number).



Attendance Web (Continued)

Choose the correct class date 

Take attendance

Save your changes



Dropping and Grading

Dropping and Grading:

To drop and grade 
students, you will use 
Self Service, a student 
information 
management system.

LINK: 
sac.edu/selfservice

Then, click on 'Faculty Overview'.



Dropping and Grading (Continued)

Click on the 'Drop Roster' tab. If the student 
never attended class, click the 'Never Attended' 
box.

If the student attended but now has stopped, add the last day 
the student attended. You can also grade the student at this 
time. Then click 'Drop'.

A window will open. Click 'Drop' to confirm.

Choose the correct section.



Dropping and Grading (Continued)

To finalize your grades, go the Grading tab and post your 
grades. Always grade your student AFTER dropping them.



Made a Mistake Dropping?

“It’s never too late, to 
re-enroll!”



End of Term Processes

▪ Grades Due: Thursday, August 8th 

▪ Important that Grades are submitted on time:

▪ MIS Submission soon after grades are due

▪ Students need transcripts

▪ We will send an email reminder near the end of term with instructions



Questions?

Pilar Traslavina
Interim Registrar
Traslavina_Pilar@sac.edu
714.241.5747
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