
Complete a Census / Certify a Roster 
Faculty guide — Banner Self-Service 

In Banner, completing a census for your class is the same process as certifying your roster. In 
the past, you certified a roster once per semester, and it stayed available until the end of the 
class. In Banner, each census has a defined submission window, and you must complete it 
before the deadline shown for your section. 

Accurate enrollment counts help departments across the college track student status correctly 
— for example, financial aid eligibility and participation on SRJC athletic teams both depend on 
up-to-date rosters. 

Before You Begin 
Drop any no-shows or students who have stopped attending before you certify your roster. 
Certifying does not automatically drop these students. See “How do I drop no-shows?” for 
that process. 

Step 1.  Open Drop & Census Rosters 
From the Faculty Dashboard, select Drop & Census Rosters. 

 

Step 2.  Find Your Class 
The Drop Roster Status page lists every active class on your schedule. Locate the class you 
want to certify. 



 

Each class has more than one roster type listed. Look for “Census Roster” — this is the one that 
corresponds to certifying your roster. The Status/Availability column shows the window during 
which you can complete it, and the Last Submitted column shows the date you last submitted it, 
if any. 

 

Deadline 
You must complete your census/certify your roster by the date listed in the 
Status/Availability column. You will not be able to submit it after that date. 

Step 3.  Open the Roster and Submit 
Click the class to open its Drop Roster Maintenance page. This page lists every student 
currently on your official roster. 



 

Scroll to the bottom of the page and click Submit. 

 

Step 4.  Confirm There Are No Students to Drop 
Because certifying a roster doesn’t drop anyone, the next screen will confirm that there are no 
students selected to drop. 



 

Scroll to the bottom of the page and click Confirm to finish certifying the roster. 

 

Step 5.  Return to the Status Page 
After you click Confirm, the button in that same spot changes to Back to Maintenance. Click it to 
return to the Drop Roster Status page. 



 

Step 6.  Verify the Census Is Complete 
Classes with a completed census will now show the submission date in the Last Submitted 
column. This confirms the Census/Certify a Roster process is complete. 
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