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) Once you are on the “Census Certification” page (see example below), the

process will include the following steps;

1) on the first screen, check the “Census Drop” box next to each student
who is not in attendance and click “Submit” on the bottom of the page (if
you have no students to drop you will still click “Submit” at the bottom of
the page and you will jump directly to step 3);

2) the second screen asks you to verify the list of students you had
previously selected for “Census Drop” and if it is correct then click “Submit”
on the bottom of the page; and

3) the last screen asks you to “Certify” your Census Roster by clicking on
“Submit” on the bottom of the page. This last “Submit” closes out the form
to further entry. You should only complete step 3 when you have
completely finished your “Census Certification” process.
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5) Submit Button will always be on the bottom of the page.
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6) FYI:

The full-term class Census Date for Fall 2009 is August 31*". Short

term classes will likely have their own Census Date. If you do not know

what the Census Date for you class is, you will be able to find the Census
Date on the WebAdvisor - Class Roster.
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