
Census Day Roster Guide
If you are listed as the primary instructor for a course, you will receive an automated email from 
Banner (signed by the Registrar) notifying you when your Census Roster has been released and is 
available for you to complete. The census roster is released to the primary instructor only, and 
therefore they are the only person that can submit it. Follow the directions in the email; log-in to 
myWSUTech at https://my.wsutech.edu and navigate to the Faculty page by selecting the Faculty 
tab on the left side of the page. 

On the Faculty page on myWSUTech, locate the Census Day Roster section.

Read through the Census Day Roster 
information, then select the hyperlinked 
word “here” to proceed.

On the next screen, a list will appear of all 
courses that need a Census Day Roster 
completed. Select the first course.

Once selected, the next screen will show the 
census roster for that course. Carefully 
evaluate the roster and click the “Never 
Attended” check-box for any student that 
has not attended your class.

For Financial Aid compliance, it is very 
important attendance matches the 
information submitted on the Census 
Roster.  Please ensure students marked as 
"Never Attended" are correctly marked as 
absent in the course attendance.

If you have any comments, you may list 
them in the “Note” section. 

When finished, select the “Submit to 
Registrar” button to submit your Census Day 
Roster for that course. Repeat the process 
for each of your courses.

The Registrar's Office will receive a report of 
the roster information submitted and will 
drop any students indicated as never 
attending.

Once submitted, the roster cannot be resent 
or edited. If you think you made a mistake 
and need to make a change, email the 
Registrar's Office and they can make note on 
their report. 

Please note, your roster should be completed and submitted within one week upon receipt of the email 
indicating your roster is available. Courses that are less than 3 weeks long may be submitted on the last day 
of the course.

If you have any questions, please do not hesitate to contact the 
Registrar’s Office at registrarsoffice@wsutech.edu.

If your rosters do not display, or contain an incorrect student list, please forward the automated Census 
Roster email immediately with details of the problem to ITHelpDesk@wsutech.edu.

Select “Never Attended” if the 
student has not attended the class. 

Add comments to the “Notes” 
section, if applicable. 




