
How to Drop Students in Banner 
 

1. Log in to the Portal (CWS) 
2. Go to Faculty Services and then Submit Census Roster button 

 
 

3. Select the appropriate term and click Submit 
 

 
 

4. You will see a list of your courses. Select the course desired. 
5. You will see a list of “Drop Rosters” and their availability.  

 



6. In Banner, there are 3 opportunities to drop students: 
Roster Name Roster Availability Roster Purpose Submission 

Required? 
Opening Day 
Roster 

available 4 days before 
first class meeting up 
until the day the 
Census Roster become 
available 

To drop students who do not 
show up to the first day(s) of 
class; to make room for other 
students to add the class 

No – submission 
optional 

Census Roster Available 3 days before 
Census Date to 
midnight of Census 
Date  

To drop students who are not 
active in the class; to certify 
for state reporting the active 
students in class 

Yes 

W Drop Roster Available from Census 
Date to the 75% 
completion of course 
date 

To drop students no longer 
active in class; to certify for 
Financial Aid reporting those 
students who are no longer 
active in class; to ensure 
students who are no longer 
active in class are dropped 
with a W rather than 
receiving an F during final 
grading 

Only required if 
there are students 
who have stopped 
attending/participa
ting in class since 
Census Date 

 
7. During the Opening Day Roster availability, click on the blue CRN link 

 

 
  



8. This will open your Opening Day Roster 
 

 
 

9. Identify the students who were not active participants/attendees up to the date of submission 
by selecting the “Drop w/o record” item on the drop down menu and then clicking the Submit 
button 

 
  



 
10. You will then see a confirmation request regarding which students you want to drop; after 

confirming that that information is correct, click the Submit Changes button to confirm those 
drops 

 
11. You will then see a confirmation of having dropped those students and submitted your Opening 

Day Roster. Congratulations! You have now submitted your Opening Day Roster! (Note: you will still 
be able to see your roster with the option to drop students again – you may resubmit your roster repeated times up to 
the deadline – dropped students will remain on your roster list with a notation that they have been dropped) 

 

 

12. Repeat the above process for the Census Roster (required submission) and the W Drop Roster 
(required if students have stopped participation/attendance after Census Date) during the 
appropriate availability periods and by the deadlines. 
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