
Faculty Rosters Guide

Self-Service 3.6 Version Update



What is Self Service 3.6?

 Self-Service is the software that manages data entry such as census reporting, 
drops and withdrawals, positive attendance accounting, and grade entry.

 Self-Service 3.6 is the same software as everyone is using, just an updated 
version.  

 Due to policy decisions and the software update, you will notice some 
changes to your roster beginning August 1, 2025. 



Quick Snapshot of What’s Changing
 Last Date of Attendance – Beginning Fall 2025, the Drop Date changed to 

75% point.  Student drops allowed up to the 75% point via Self-Service.

 Census Roster– All No Shows and Pre-Census drops must be reported on the 
Census Roster.

 Census Rosters will close automatically if not certified by the instructor in a timely 
manner after the census date.

 Drop Roster– The Drop Roster tab will appear as a submenu of the Census 
Roster tab.

 Students who stop participating between the section census date to 75% date can 
be reported on the Drop Roster.  (No longer may report “Never Attended” or pre-
census drops on the Drop Roster).

 Grade Roster– Can report last date of attendance which will record drops for 
students who stopped attending prior to the 75% point.



Getting Started

 Go to the Butte College home page www.butte.edu

 Click MYBC on the upper right-hand side of the screen & log in.

http://www.butte.edu/


 Click Quick Links and then Faculty-Manage Roster to view your Self Service 
Faculty Rosters.  

Quick Links 



MyBC Self-Service tile
Or click the Self Service tile which will take you to the Self Service 
Homepage 



Self Service Homepage 
You can manage your Faculty Rosters by clicking on the Faculty Tile or from the 
side menu, select Daily Work and then Faculty Overview.



Faculty Overview
See all your courses by term.  Click on the section link to see the 
Section Details.



Section Details

View rosters, dates and deadlines, course information, and more!

Section Details Includes:

 Section Subject
 Course Number 
 Control or Section Number
 Modality and/or Location
 Seat Availability
 Waitlist count
 Deadline Dates (Add, Drop, 

Withdrawal, and Census)
 Rosters: Attendance, 
 Permissions: Add 

Authorization or Faculty 
Consent

 Census, Grading 
 Waitlist options



Class Roster

Hover over Student 
Name to see full profile 

(phone# & academic 
program)

Print or export 
roster. Email all 

students

Includes name, ID#, and email



Census Roster

 To submit your census roster, or complete drops for non-attending students 
and students that have stopped attending prior to census, click the Census 
option from the Section Details screen.



Census Certification

Instructors are required to clear their rolls of inactive students as provided by 
Title 5, Section 58004(c) as of the census date so that the student count is 
accurate.

You can check “Never Attended” or enter a Last Date of Attendance in your 
Census Roster as soon as the term begins.  There is no “Submit” button.  The 
data is stored until you Certify your Census.



Dropping Students During Census Period
(The first 2 weeks of a regular-term class or 20% of an irregular class)

 Use the Census Roster to report students who have never attended or stopped 
participating prior to the Census Date.



Attendance Definitions

 For in-person sections, attendance is defined as coming to your lecture or lab 
and remaining for the instructional period

 For online sections, attendance is defined as substantive interaction with 
course material. That means completing an assignment, submitting a project, 
turning in a quiz, participating in online discussion, or other interactions. A 
log in to the Canvas shell is not attendance.

 Never Attended will only work until your census roster is certified.

 If a student attended but has since stopped attending, enter the last date 
they were in class, or the last date of the substantive interaction.

 Do not enter dates prior to the section start or future dates.



When can I certify census?

The Census 
Certification Button is 
gray until activated on 
or shortly after the 
Census date.  Activate the 

Certify button 
here on the 
Census Date. 

You can certify on census or shortly after the 
Census Date.  You can find the Census Date on the 
blue Census button below the Census Roster tabs.

 If your Census Roster is not submitted in a timely manner, it will close, 
blocking additional pre-census drops.

 If you need to drop a student prior to the census date after submitting 
your census roster, or after the roster has closed, you will need to submit 
a Late Drop petition to Admissions & Records.



How do I certify Census?

Report “Never Attended” and “Last Date of Attended” to clear the rolls of inactive students prior       
to certifying census.  The inactive students will be dropped from your Census Roster after you refresh 
the page. 

 Dropped students should be removed from your roster within an hour of completing the entry. You 
will not see dropped students on your roster once the drop process is complete. 

 If you enter a last date of attendance that cannot be processed, you will receive an email asking 
you to correct the date entry or use the late drop petition to complete the student drop. 



Activate Certify Button

Click the Census Date 
button to Activate the 
Certify Button.

When the Census Button 
turns blue, it is 
Activated.  Click the 
button when ready to 
certify.

Click “Submit” to certify 
census.

Verify enrollment prior to clicking the Certify Button!

Once you certify census you will NOT be able to report pre-census 
drops and No Shows expect by Late Drop Petition.



Confirmation of Census Certification

And a blue 
banner will 
appear

After you 
submit, you will 
see a green bar



Drop Roster

Once census certification is complete, you won’t have access to the Census 
Roster.  The DROP Roster will become available 24 hours after your Census 
Roster is certified.

Use the DROP Roster to complete drops for students that stop attending after 
census but before the 75% point of your section.



Drop Roster Location!!!

 The Drop Roster is now a submenu of the Census Roster.  To get to the Drop 
Roster, click on the Census tab and then click on the DropRoster tab below.



Drop Roster Reporting

 The Never Attended option will display on the Drop Roster but may NOT be 
used after the section census date.

 If a student never attended your course, you need to use the Late Drop 
petition form to drop the student as of your section start date.

 Drop dates occurring prior to the census date cannot be processed. You will 
need to enter a date after census, or use the late drop petition to drop the 
student. 

 You will receive an email with the incorrect drop information for drop 
dates prior to census, never attended, and after the 75% point of your 
section, and will be asked to correct it within 24 hours of submission.

 Drop dates occurring before the class start date or after the end of the 
section will display an error message. 



Drop Roster:  Census to 75% Point of Section

 To drop students after census, enter the student’s actual Last Date of 
Attendance.

 This date should be after your section census date and on or before 
the date of entry. The student will be removed from your roster 
within an hour of entry. 

 The Drop Roster will be available until the 75% point of the section. 

 You may drop a student without assigning an FW until the 75% 
point of the section. 

 If you need to drop a student prior to the census date after the 
census roster has closed, you will need to submit a Late Drop 
petition to Admissions and Records. 

 After the 75% point of your section, you will be able to make 
remaining post-census drops using the Final Grade Roster.



Grade Roster
Overview is a Read Only Screen.  Sort students by categories 
below. 



Grading:  Final Grade tab
Click on Final 
Grade tab to 
enter grades



Final Grade tab:  Completing Drops

Click on Final 
Grade tab to 
enter grades

 Enter a Last Date of Attendance for anyone who is still on your roster but stopped 
attending the class on or after census.

 Students with a last date of attendance between census to 75% point of the 
section will be dropped automatically from the roster & assigned a “W”.

 If a student attended beyond 75% point, they must be assigned a grade.

 FW Grades require a last date of attendance. 
Enter a last date of 

attendance if a student 
stopped participating on 

or after census.



Enter Grades

Select the 
appropriate grade 

from dropdown 
menu

The Grade Scheme from the “Select Grade” menu is based on the course (Graded, 
Ungraded, Pass/No Pass Only, Satisfactory/Unsatisfactory, etc.)  



FW Grades – Failure to Withdraw Enter last date 
of attendance 
for FW Grades

FW Grades affect student’s GPA the same as an “F” grade.  If you give a student an FW, 
you must enter a last date of attendance.

Note:  If the student stopped attending prior to the 75% point, but was not dropped 
before the 75% deadline, you may enter a last date of attendance on the Final Grade 
Roster, and the student will be dropped and assigned a “W”, or you may choose to give 
them a grade of “FW”.



Pass/No Pass
Students who elect 

Pass/No Pass will only 
allow you to select P, 

NP or INC grades



Pass/No Pass

Students who take a course as Pass/No Pass will also show that designation 
on the main roster.



Audits
Students who elect to audit a course will show zero credits.  You will only be able to 
select “AU” from the grade menu.



Incomplete Grades
Choose “INC” from 
the “Select Grade” 

dropdown menu

Faculty will receive an email reminder to submit an Incomplete Grade Contract to 
admissions@butte.edu and to request extended Canvas access via TMI 
https://tmi.butte.edu/tmi/student-incomplete/.

Incomplete Grades require 
instructors to enter an 

expiration date.

The instructor can decide on the expiration date depending on what 
coursework remains. However, the expiration date cannot exceed one year 
from the course end date.

Incomplete Contracts must be signed by both 
student and instructor and only after the 75% 
point of the class.

mailto:admissions@butte.edu
https://tmi.butte.edu/tmi/student-incomplete/
https://tmi.butte.edu/tmi/student-incomplete/
https://tmi.butte.edu/tmi/student-incomplete/


Waitlist

See students who are on the waitlist.  It includes name, ID#, rank, 
status date & preferred email.



Positive Attendance

From Section 
Details click on the 

Attendance tab

 If the accounting method for your section is Positive Attendance, you will 
need to enter the daily attendance hours in the Attendance Roster.

















Click on Export next to 
the Calendar icon to see 

the total attendance 
hours by student



Questions?

Contact Julie Scarpelli for assistance.

scarpelliju@butte.edu

(530) 895-2384

mailto:scarpelliju@butte.edu
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