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How To: No-Show/Certify Your Roster

1 Navigate and sign in to selfservice.carlalbert.edu

2 Click "Faculty"

https://ssweb-test.carlalbert.edu:8179/Student/
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3 Select a course.

4 Click "Drop Roster"
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5 Check the box under "Never Attended" for any student who:
-Has not submitted an assignment (online courses)
-Has not attended class or communicated with you about that (on-campus
courses)

6 Click the "Drop" button to the right of the student's name to Drop the student.
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7 Click "Drop"

8 At the top right of the screen, you'll see the message "Student was dropped
successfully." The student will no longer show on your roster, and will immediately
lose access to the course on Blackboard.
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Alert! If you get a message saying student cannot be dropped, you will need to:
-Email Amber Cottrell (alcottrell@carlalbert.edu) with the student's name, ID
number, and class to drop the student.

mailto:alcottrell@carlalbert.edu

