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MY CANYONS 

CLASS ROSTER 

You can now access your class roster anytime (7am-12:00am) using “Canyons ID/Self-
Service.” See online class roster for more information. 

To have the most up-to-date roster go to http://my.canyons.edu. The roster lists course 
information, student           names, student ID numbers, and student emails. 

Credit classes will close on the first day of the section start date. For sections that are waitlisted, 
you will receive an email the night before classes begin with your waitlisted students. Once you 
receive this email information, your waitlisted students will no longer appear in the Waitlist tab of 
your section details.  

 
Attendance is taken at the first class meeting and you must complete the No-Show/Drop (Census) 
online. Any available seats should be offered first to students on the Wait List from your waitlist 
email. 

 
Students will need an approved Add Authorization to enroll in your class if your class is closed. 
Once a student is authorized to add, they may self-enroll through My Canyons. These add 
authorizations are no longer valid once the add deadline has passed. 

 
After reviewing your roster, if you discover students who have been attending class but do not 
appear on the roster, chances are they have never enrolled for the course. You should direct them 
to the online registration systems to enroll in your course. It is important to instruct students to 
correct this situation quickly, as they should not continue attending class if they have not officially 
enrolled. Also, as you know, the college will not receive funding for students not enrolled by the 
Census deadline. Students should provide a printout showing they have enrolled in your class 
shortly after the Add deadline. 

Be sure to check your roster before 75% of the class term is over. If you have students who still do 
not appear on your roster, they are not enrolled in your class. All students on the final roster must 
be assigned a grade, and they can no longer withdraw from the course. *Section deadline dates are 
listed on the Section Details. 
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Example of Class Roster 
 

 
 
 
Example of Deadline Dates 
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Example of Waitlist Email you will receive once a waitlisted class has closed.  
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Class Roster Printing Instructions 
 

 
     My Canyons is available between 7 am to 12 am. Log onto the portal and follow these steps: 
 

1. Go to http://my.canyons.edu. 
2. Enter your User Name and Password. 
3. Click on “Log In.” 
4. Select the “Faculty” profile. 
5. Click on “Rosters, Grading & Contracts.” 
6. Click on “Class Roster, Add Authorizations, Waitlists & Class Schedule.” 
7. Select the section you would like to print your roster from and click on the print icon on the right 

hand side.  
 

If you have any questions regarding printing rosters, please feel free to contact Linda De Leon by 
email at linda.deleon@canyons.edu.  

 
 
 
6

http://my.canyons.edu/
mailto:linda.deleon@canyons.edu


ONLINE POSITIVE ATTENDANCE ROSTER 

Positive Attendance Rosters are needed for courses that require an attendance accounting method 
of tracking actual hours. If the section you are teaching is a positive attendance section, you will 
see the “Attendance” tab in the Section Details. Entering hours online for each student roster 
at the end        of the semester/term is vital as we get paid for these hours from the State of 
California. 
 
You will be required to track actual hours for each student who attends. You may track hours 
either monthly or daily based on which template you choose. Place those  hours in the appropriate 
column next to each student’s name. You must take attendance at each class meeting. 

 
In addition, you must track hours for students who drop or withdraw up to the time this occurs. If 
your course is canceled and has met even once, you must track hours for each meeting until the 
cancellation occurs. At the end of the semester/term, you will total the hours for each student and 
place your calculation in the Attendance tab of the Section Details. 

 
All hours must be submitted online with your final grades within 48 hours of your last class 

meeting. 
**Note: Please submit a hard copy of your positive attendance roster to the Admissions & 

Records office. 
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Instructions for Positive Attendance Roster 

Please note this is a “Positive Attendance” course. This means that we are required to track the 
actual hours of attendance for each student enrolled in this class. The hours you report online at 
the end of the semester/term are sent to the state as part of our attendance accounting 
requirement. These hours actually generate funds for the college. Therefore: 

• You MUST take attendance each meeting and track each student’s hours. 
• At the end of each month, you should place a total hour amount for each student on this 

roster in the appropriate column. 
• You must record hours for students who drop or withdraw up to the time they are no longer 

attending your course. 
• You must also record hours for canceled classes that meet more than once. 
• At the end of the course, you must calculate a total for each student and enter those hours 

in the Attendance tab within the Section Details of your roster. 
You must submit your Positive Attendance hours online at  http://my.canyons.edu. *Also, 
please submit a hard copy of the Positive Attendance roster along with the method 
you used to track your positive attendance for each student to Linda De Leon in 
the Admissions & Records office or scan and email to linda.deleon@canyons.edu. 

• You can use any of the templates that are located on the intranet through Admissions & 
Records at www.canyons.edu/intranet. 
  

This roster may be used to track hours during the semester. The hours are then submitted online 
with final grades at the end of the term. 

 
Thank you for your assistance. 
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ENTERING ONLINE POSITIVE ATTENDANCE HOURS 
 

To use My Canyons to submit your positive attendance roster online, you must have a user name 
and password. If you do not know your user name (a.k.a. user ID) or your password, please click 
on the following link for assistance:  
https://www.canyons.edu/administration/it/resources/portalguard.php.  

 

PLEASE FOLLOW THESE INSTRUCTIONS: 
1. Go to http://my.canyons.edu. 
2. Enter your User Name and Password. 
3. Click on “Log In.” 
4. Select the “Faculty” profile. 
5. Click on “Rosters, Grading & Contracts.” 
6. Click on “Class Roster, Add Authorizations, Waitlists & Class Schedule.” 
7. Select the appropriate semester/term and course from the “Faculty Overview”.  
8. Click on the “Attendance” tab within the Section Details of your roster. 
9. For each student, enter the TOTAL amount of hours each student has attended your class 

including your dropped/withdrawn students. (For further clarification refer to the previous 
page: Instructions for Positive Attendance Roster.) 

10. If you need to make changes, please do so (by the submission deadline) by  repeating 
the procedures listed above beginning with Step #1. 

 
For questions or concerns regarding this process, please contact               
Linda De Leon, Faculty Liaison at extension 3629. 
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WAITLIST ROSTERS 

If all seats for a course were filled during the registration process, a waitlist will exist. For sections 
that are waitlisted, you will receive an email the night before classes begin with your waitlisted 
students. Once you receive this email information, your waitlisted students will no longer appear 
in the Waitlist tab of your section details.  

Students are listed in the order they were placed on the waitlist. The waitlist includes student’s 
names, ID numbers, and student emails.  

 
Once you have taken attendance on the first class meeting, open seats for students who didn’t show 
should be given to students who are listed on the waitlist email.  

 
You will need to approve an Add Authorization for each student whom you would like to add to 
the class. The student must then process the add by accessing My Canyons and pay fees to be 
enrolled in your course. The Add Authorization will be valid  until the add deadline for your 
course. It is the student’s responsibility to add the course prior to the add deadline. 

 

Please see the example on page 5. 
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DROP STUDENTS IN My Canyons 

You must process your no-show, census and withdrawal drops online. Log onto My Canyons 
any time during the drop periods and drop a student at your convenience. 

 
1. Go to http://my.canyons.edu. 
2. Enter your User Name and Password. 
3. Click on “Log In.” 
4. Select the “Faculty” profile.  
5. Click on “Rosters, Grading & Contracts” and select “Drop Students from Roster.” 
6. Select the term/section you wish to drop students from. 
7. Select the “Drop Roster” tab. The system will automatically choose which drop period we 

are in. Click on  the Drop button next to the student’s name to drop them. You will see a 
pop-up notification for the successful drop. 

8. Refresh the page to see your updated class roster. 
9. If you would like to drop other students from other class rosters, please click on Back to 

Courses at the top left-hand corner. 
10. Once you are done, click on Sign Out. 

 

Meaning of the three types of drops: 
 

No-Show Drop: You will be able to select a no show drop during the first week of your course. 
This drop is used for students who did not show up on the first day of class. 
(Required) 
 

Census Drop: This drop is used for a student who has stopped attending prior to the census 
drop. The state requires us to report this. This drop period will end on the 
drop deadline of your class. (Required) 

 
Withdrawal: This drop is used for a student who has stopped attending prior to 75% of the 

term. This is the last opportunity you will have to drop this student from your 
roster. Once the W deadline passes you must assign all students on your 
roster a final grade. (Optional) 
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FINAL GRADES 

Final grades are to be submitted online. Final grades must be assigned for all students that appear 
on the final grade screen. 
 
NOTE: The deadline date for final grades is 48 business hours after your last class 
meeting, not including the weekend. We cannot update cumulative units or grade point 
average, nor produce official transcripts for any student, until we receive and process ALL 
instructors’ final grades. 

 

IMPORTANT INFORMATION 
 

Variable unit classes: 
Classes that are offered for variable units will show individual unit values for each student. Grades 
should be assigned according to unit value. For instance, if a student was enrolled in 2.0 units, he or 
she would have to complete more class hours than a student enrolled in 1.0 unit. The grade should 
be given accordingly. 

 
P/NP grades: 
If a class is a Pass/No Pass only class, grades of P or NP will only be available from the drop-down 
menu. If a student elects a P/NP option in a graded class, the letter grade will be converted. 
 

Incompletes: 
Incomplete “I” grades cannot be assigned online. Both faculty member and student must sign a 
contract, if you have made arrangements with a student to take an incomplete for a course. See 
“Incomplete Form” for complete instructions. 
 
The “I” grade will revert to an “F” grade at the end of the subsequent semester, unless you indicate 
a different grade on the Incomplete contract. 
Incomplete Grade Contract forms are due in Admissions & Records by the grade submission 
deadline. You can scan and email in the form. 

 
W grades (Withdrawal) Non-evaluative Symbol: 
A non-evaluative symbol of “W” can no longer be assigned after the withdrawal deadline, which is 
75% of the time for which your class meets. Thus, you cannot assign a “W” as a final grade. You 
must assign an evaluative grade of A – F, or P/NP, if appropriate. 
 
FW grades (Failure to Withdraw): 
The FW is an evaluative grade used to indicate a student had ceased attending the course sometime 
after the last day to officially withdraw, and has not achieved a passing grade. For the purposes of 
calculating grade points, determining academic standing, and determining course repetition, the FW 
grade will be treated in the same manner as an F grade. Thus, you have the option of issuing either 
an FW or an F grade to indicate failure to pass the course. 
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ONLINE SUBMISSION OF GRADES 
 

The following instructions will allow you to submit your grades online anytime between the 
hours of 7:00am to 12:00am daily.  

 

IMPORTANT INFORMATION 
 

Your deadline to submit grades is 48 business hours after the last day of the final. Once this 
day has passed, you will not be able to change grades in My Canyons; you must submit a Grade 
Change form to Admissions & Records. Grade Change forms are available on the intranet. 

 

Incomplete Grades: 
Incomplete “I” grades cannot be assigned online. An Incomplete Grade Contract must be 
signed by both faculty and student then submitted to Admissions & Records by the grade 
submission deadline. You can scan and email in this form. 

 

W Grades: 
All students that appear on the Online Grade screen cannot be given a non-evaluative grade of 
“W”. 

Online Grading Instructions 
 

1. Go to http://my.canyons.edu. 
2. Enter your User Name and Password. 
3. Click on “Log In.” 
4. Select the “Faculty” profile. 
5. Click on “Rosters, Grading & Contracts” and select “Grading.” 
6. Select the term/section you wish to grade. 
7. Select the Grading tab. From the Grading tab Overview, click on “Final Grade”’.  Select 

the Final Grade for each student, by clicking on the drop-down menu associated with the 
student and selecting the appropriate grade from the list of grades. 
*Only applicable grades will be displayed in the drop down.  If a class is a Pass/No Pass 
only class, grades of P or NP will only be available. 
*If a student elects P/NP, the letter grade will be converted. 
*There is no Submit button after selecting grades. The Overview area will display all 
entered grades. 

8. Once you are done, click on Sign Out.  
 

You have the flexibility to enter either a portion or all of your grades during your grading session. Once the grade 
submission deadline date has passed, you will not be able to access Grading . You must submit a grade change 
form to Admissions and Records. 
 If a student does not appear on the online grade screen and has been attending your 

class, email Linda De Leon with the grade you are issuing that student at 
linda.deleon@canyons.edu. 
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IMPORTANT INFORMATION 

BOARD POLICIES THAT WILL AFFECT YOUR STUDENTS 
 

We want to make you aware of some newly approved board policies that may impact your students. 
The following is a summary of the major issues. If you would like to read the Board Policies 
verbatim, please ask for a copy of the policy. 

 
LATE ADD- (Board Policy 5903) 
Once the add deadline passes, a student must obtain instructor approval for a late add, and submit 
a petition to the Admissions & Records office for consideration; the petition must include 
documented evidence of extenuating circumstances. 

 
The student’s first date of attendance for the class must be prior to the add deadline for the college 
to approve a late add petition. Petitions will be considered as long as the student’s first date of 
attendance was prior to the deadline. 

**Petitions for late adds must be submitted prior to 50% of the course. 

LATE REFUNDS- (Board Policy 5904) 
Once the refund deadline passes, a student may submit a petition to the Student Business Office 
for consideration; the petition must include documented evidence of extenuating circumstances. 

 
To consider the petition for a late refund, the extenuating circumstances must have occurred prior 
to or up through the established refund deadline for the class and term in question in order for the 
student to be eligible for the refund. 

 
Petitions for late refunds will be accepted no later than the end of the term in which the 
class is offered. 

 
LATE WITHDRAWALS FROM CLASS- (Board Policy 5900) 
A student, who completes a course by taking the final exam, turning in a final paper or project, or 
giving a final speech or performance, is not eligible for a late withdrawal under any circumstance. 

 
Students may petition to withdraw from a class after the withdrawal deadline, but must provide 
documented evidence of extenuating circumstances. The extenuating circumstances must have 
occurred prior to and up through the 75% withdrawal deadline for the petition to be considered. 
A maximum of 15 cumulative units taken at College of the Canyons may be notated as “W” 
through the petition process, unless a recommendation is made by an academic counselor. 

 
All petitions for withdrawal, with or without a “W,” must be completed and submitted to 
the Academic Standards Committee no later than one year after the end of the term for 
which the student is requesting withdrawal. The one year timeframe also applies to a 
student who enrolls in a class and never attends. 
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NO SHOW/CENSUS DROPS 

Title 5, section 58003.1, of the California Education code requires submission of the “No-Show” 
and “Census” drops online. We cannot claim apportionment for students who have stopped 
attending prior to the Add deadline. We are also required to provide confirmation of the drops to 
the auditor for inspection. If you have no drops, please click on the Submit button. 

 
The “No-Show” is the first drop. It should be used during your first class meeting for all students 
listed on your Class Roster who do not attend the first class meeting. To comply with Title 5, 
section 58003.1, you must submit your drops soon after your first class meeting as possible, and no 
later than the deadline date provided on the attached instruction sheet. 
The “Census” is the second drop form and is issued just prior to the Census deadline. Submitting 
this drop form is vital to College of the Canyons funding, which is based on accurate attendance 
accounting. 

 
The third Drop form is available prior to the 75% withdrawal deadline. Note: This is your last 
opportunity to drop students. However, this action is optional on your part; as it is the student’s 
responsibility to drop the class. Once the withdrawal deadline passes, you must assign grades to 
each student who remains on your class roster. 

 

*If a student was dropped in error, you can use a Reinstatement form to put them back in your 
class. 

15



PROCEDURES FOR ADDING CLOSED CLASSES 
 

We have an automated “add” process for students adding closed classes. Faculty has the ability to 
authorize students to add to a class by issuing an Add Authorization through My Canyons. The 
following information explains enrollment procedures for the first few weeks of school. 

CLOSED CLASSES: Instructor permission required for students to enroll.  

1. Each approved student is Add Authorized by the instructor if there is availability in the 
class once the class section is closed the night before the section start date.   

2. In addition, waitlisted students will appear separately in an email that is sent to the 
instructor the night before the section start date. The Add Authorization method may 
be used for students that appear in the waitlist email received once classes close. 

3. Once faculty members identify the students that wish to add, they will Add Authorize 
the student.  

4. The instructor will email the student with the appropriate section number to let them 
know they have been authorized to add and should proceed with going to My Canyons 
to register themselves for the class and pay for their fees at the time of registration. 

5. The add deadline for each class section is in the Deadline Dates of the Section 
Details. 

6. Each semester, Admissions & Records will send out the waitlist email for those 
closed sections with waitlisted students. 

7. Concurrently enrolled high school students are able to register online. 
Students must process their approved add authorization by the add deadline or they 
will not appear       on your roster. If they are not on your roster they will not receive credit 
for the class. 
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SECTION DEADLINE DATES 

Section dates are available in the Faculty Overview of My Canyons. 

The Section Deadline Dates are available in the section details of your class.  
 

Full semester deadline dates are also printed each term online in the student college calendar on 
the College of the Canyons Homepage. We also        offer many non-standard length term classes, 
where class duration is shorter or longer than the current semester/term. 

 
Thus, we ask your assistance in relaying this information to students. If your class is 
meeting for a non-standard length, either shorter or longer than the current semester/term, please 
inform students of the processing deadline dates for your course. 

 
Session deadline dates are calculated for all non-standard length classes using the number of times 
the class meets for the term. The deadlines are determined according to definition required by Title 
5 of the California Education Code. A more complete explanation for each deadline follows: 

 
Refund Deadline: is the Friday of the second week of school for full semester classes, or 10% of 
the meeting times for non-standard length classes. A refund request form must be submitted to 
obtain a refund. 
Add Deadline: is Friday of second week of school for 16-week semester classes, or 20% of the 
meeting times for non-standard length classes. 
Drop w/o “W” Deadline: is Friday of the second week of school, or 20% of term, or 20% of the 
meeting times for non-standard length classes. 
Withdrawal Deadline: is the end of 12th week for full semester, 75% of the term for both full and 
non-standard length semester/term classes, as outlined in Santa Clarita Board Policy which 
augments the California Education Code. 

 
You should know that session processing deadlines are strictly enforced as required by California 
law. Students that miss the deadlines will not be processed, unless they provide documented 
evidence of extenuating circumstances. In these occurrences, your feedback may be requested on a 
petition to the academic standards committee. 
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FORMS 
AUDIT FORMS 

 

Students wishing to audit classes must obtain permission from the instructor of the course. 
Students should only be allowed to audit courses if they have exhausted the number of times the 
course can be taken for credit, or they have extenuating circumstances that do not allow them to 
take the class for credit. 

 
No student auditing a course shall be permitted to change enrollment to receive credit for the 
course. Students enrolled in 10.0 or more units of credit classes shall not be charged a fee to audit 
three or fewer units. 

 
Those who audit classes are subject to the same processing deadlines for Add, Refund, Drop, and 
Withdrawal as other students. Audit forms are available in both Admissions & Records and also 
Community Education. However, these forms must be processed and the units paid for in the 
Community Education Office. 

The following list of courses has been approved for auditing: 
 
KPEA- 153, 245A, 245B, 250A, 250B, 255A, 255B, 260A, 260B, 265, 270A, 270B, 275A, 275B, 280A,  
280B, 285A, 285B, 290A, 290B, 295A, 295B  
MUSIC- 153, 160, 161, 165, 173, 174, 175, 176, 177, 185, 186 
PHOTO- 092L, 093L, 094L, 095L 
THEATR- 120, 161, 180A, 184A, 186A, 190 
 
Classes taken by audit follow the same deadline dates as classes taken for credit. Contact 
Community Education if you wish to audit classes. 

 
 

 
 
 
 

To access any of the following Admission & Records forms, go to: 
https://www.canyons.edu/studentservices/admissions/records/forms.php. 
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CONTRACT FOR OVERLAPPING CLASSES 

This form is used to allow a student to register in a class that overlaps in time with another class. 
 

This procedure requires one instructor to approve and monitor a student’s request to attend classes 
that overlap in time. The overlap should not be more than 5 minutes per class session. Once the 
instructor approves, he or she must ensure that the student makes up the hours over the course of 
the semester/term. 

 
The student must fill out his or her information and list the classes that overlap. The student will 
then turn in the form to the Admissions & Records office. The form will then be sent to the 
instructor for approval. The instructor must determine the amount of time necessary to make up 
the overlap and indicate that time on the contract. The appropriate Division Dean or designee 
must approve time overlaps of more than 5 minutes. The form must be returned by the Division 
within five days of its receipt. 

 
An Admissions & Records clerk will then register the student in the classes that overlap, send the 
student and the instructor and student a copy of the contract, and retain a copy for the student’s 
file. 

21



 
 

22



 

23



 

24



 
Date Recorded 
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EXAMPLE OF REMINDER LETTER FOR 
INCOMPLETE GRADE REPORT: 

 
 
 
 
 
 
 
 
 
 

Date: <DATE> 
 
 

To: <<FAC_FIRST>> <<FAC_LAST>>: 
 

Re: Incomplete grades issued in Spring 20XX 
 

Our records show that for the Spring 20XX term, you issued the grade of “I”, Incomplete, to <<STD_FIRST>> 
<<STD_LAST>>, <<ID>>, in <<COURSE_ID>>, section number <<SECTION>>. 

 
Per the student’s Incomplete Grade Contract, they were given a deadline of December 15, 20XX to submit 
their outstanding work to you. 

 
I have attached a copy of the Incomplete Grade Report. Please return it to me by the end of the Fall 20XX 
semester. If you choose not to submit this report, the default grade you filled in on this student’s Incomplete 
Grade Contract will be posted (if no grade was indicated, the student will receive an “F”). 

 
If you have any questions or concerns regarding this letter, feel free to contact me at extension 3629, or email 
me at linda.deleon@canyons.edu 

 
 
 

Sincerely, 
 
 
 

Linda De Leon 
Faculty Liaison 
Admissions & Records 
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REINSTATEMENT TO CLASS 

STUDENT:    
(Please Print) Last Name First Name Middle Initial 

 
 

COC ID Number Date of Birth Phone Number 
 

COURSE:    
(Please Print) Course Title 

 
 

Section Number Day/Time Instructor Name 
 

Year:    Semester/Term:  Fall  Spring  Summer 

 

Instructions to Student: If approved for a REINSTATEMENT, you must bring this form to the 
Admissions and Records office within 24 hours of Instructor’s signature date below. 

 
 

STUDENT SIGNATURE:  DATE:     
 

 REINSTATEMENT TO CLASS (student was officially registered in class AND paid fees) 

A student dropped from class may ONLY be reinstated upon recommendation of the instructor. The instructor 
hereby states that the student’s progress prior to drop action was satisfactory, and the student has a reasonable 
chance of successfully completing the course AND either 
(Check appropriate box) 

 Drop was in error, OR 

 Student’s excessive absences were due at least to one of the following circumstances: 

 Serious illness or hospitalization 

 Death in family 

 A verified extenuating circumstance that is primarily beyond the student’s control 
(Please explain below) 

 
 
 
 
 
 
 
 
 
 
 
 
 

Instructor’s Signature Today’s Date 
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REQUEST FOR GRADE CHANGE 
TO: ADMISSIONS & RECORDS 

DATE:     

STUDENT’S NAME:    

STUDENT ID NUMBER:    

COURSE TITLE AND NUMBER:     

SEMESTER COURSE TAKEN: YEAR COURSE TAKEN:    
 

POSTED GRADE:  NEW GRADE:    
 

INSTRUCTOR’S SIGNATURE:     
 

** The instructor must hand carry this completed form to the Admissions & Records 
office. The office will not accept the form submitted by a student. ** 
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