Census Certification Guide

1) The first step is to login on WebAdvisor. If you are not sure how to do this, please
reference the “WebAdvisor Login Guide” at:
http://www.yccd.edu/yuba/vpass/pdf/WebAdvisorLoginGuide.pdf

2) From your WebAdvisor homepage, click on the Faculty link.
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3) On the Faculty WebAdvisor page, click on the “Census Certification” link.
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4) To navigate through the “Census Certification” pages (see example below), the process
will include the following steps;



A) Select a Term: Click on the drop-down and select the appropriate term. Click “Submit”.
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B) Look for the class you wish to perform a “Census Certification” within and check the
button at the beginning of that line. (One Section at a time ONLY)
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C) On the first “Census Certification” page, check the “Census Drop” box next

to all students you are dropping for non-attendance. Then click on the
“Submit” button on the bottom of the page.
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D) On the second “Census Certification” page, you are verifying and confirming your

request to drop students for non-attendance. Please carefully review the students you
have selected. If you selected a student you should not have, simply do not check them
on this page. *** If you missed a student who should be dropped, you will need to click
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E) This is the third and final “Census Certification” page. This page lists the students who

remain in your section. You are Certifying that these students are enrolled as of the
Census Date in your section. The Census Certification is NOT complete until you click on
the submit button on the bottom of this page.
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F) If you have additional courses to certify, start the process over.

**%* On the Census Class Selection page, you can get verification that your section(s)
are certified. When you see an “X” in the Census column, this is your confirmation that
the Census Certification for that section is complete. All sections must be certified by
the Census Date.

This column has been added on the Census Class .
Selection page to show when a course has Census Class Selection
successfully been certified.
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Census Certification is a required process.

Census Certification must be completed by the Census Date of your class.
Your section Census Date can be found on the WebAdvisor Class Roster.
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