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Accessing the Workflow 

 
 

 Roster Reconciliation opens the second Wednesday                                                       
after the Part-of-Term (PoT) start. 
 

o The Primary instructor (User) receives email notification when Roster 
Reconciliation opens. 
 

 Roster Reconciliation closes the third Monday after the PoT start. 
 
 
1.  Click ‘Roster Reconciliation Workflow’ hyperlink to access  
      the application  
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Accessing the Workflow 

 
 
     2.  a. Choose an Account or Enter NSU username 
          b. Enter password 
          c. Click ‘Sign in’*  

    *VPN is not required to access the Roster Reconciliation Workflow. 
        
 

 
 
 
 
 
 
 
 
 
 
 
 
 

   
Roster Reconciliation Landing Page Opens 

 
        3.  Click three lines at left to display the menu.   
 
 
 
 
 
 
 
        4.  Select ‘Roster Reconciliation Dashboard’ 
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Scenario 1: No Students Dropped from the Course  

 
 

Roster Reconciliation Dashboard is populated                                                                               
with all Course Reference Numbers (CRNs) assigned to the instructor. 

 
     5.  Select the course to be reconciled. 

Click ‘Course Title’ hyperlink 
 

Roster Reconciliation Dashboard 

 
 

Once ‘Course Title’ hyperlink is selected,  
‘Roster Reconciliation Course/CRN Listing’ appears. 

 
     6. Perform Roster Reconciliation.  

 

6a.  To confirm all class members’ attendance (no students dropped),  
  Check ‘No Changes to Report’ in box at lower left 
 

       6b.  Click ‘Submit Course Reconciliation.’  
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Term 
Code 

Part                     
of 

Term 

CRN Subject Course Course Title Start Date End Date Status 

202X50 U02 51977 HAWC 1002 
Overview of 

Lifespan 
Wellness  

6/15/202X 6/19/202X 
Not 

Reviewed 

202X50 U02 51735 ANTH 1020 
Intro to 

Anthropology 
6/15/202X 6/19/202X 

Not 
Reviewed 
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Scenario 1: No Students Dropped from the Course  

 
 

‘Confirm Roster Reconciliation’ page appears. 
‘Status’ of all students listed is ‘Attending.’ 

 
 6c. Select ‘Confirm Course Reconciliation’ to confirm the Roster. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

‘Roster Reconciliation Submission Completed’ page populates;   
reflects ‘No Changes Reported.’ 
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Scenario 1: No Students Dropped from the Course 

 
 

Instructor is sent email stating, “No changes were reported.” 
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Scenario 2: Dropping a Student(s) from the Course 

 
 

Roster Reconciliation Dashboard is populated  
with all Course Reference Numbers (CRNs) assigned to the instructor. 

 
     1.  Select the course to be reconciled. 

Click ‘Course Title’ hyperlink 
 

Roster Reconciliation Dashboard 

 
 

‘Roster Reconciliation Course/CRN Listing’ page appears 

Term 
Code 

Part                     
of 

Term 

CRN Subject Course Course Title Start Date End Date Status 

202X50 U02 51977 HAWC 1002 
Overview of 

Lifespan 
Wellness  

6/15/202X 6/19/202X 
Not 

Reviewed 

202X50 U02 51735 ANTH 1020 
Intro to 

Anthropology 
6/15/202X 6/19/202X 

Not 
Reviewed 
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Scenario 2: Dropping a Student(s) from the Course 

 
 

      2.  Select the listed student(s) to be dropped. 
           In ‘Action’ column, Check ‘Drop’ box 
            

           Repeat this step for each student being dropped.  
 
 
      3.  After boxes have been checked for all students to be dropped,   
           Click ‘Submit Course Reconciliation.’  
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Scenario 2: Dropping a Student(s) from the Course 

 
 

‘Confirm Roster Reconciliation’ page appears. 
 

 The status of attending students is listed as ‘Attending.’ 
 Dropped student(s) are listed as ‘Not Attending’ and ‘Pending Drop Confirmation.’ 

 
 

     4. Select ‘Confirm Course Reconciliation’ to submit requested changes to the class roster. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
The ‘Roster Reconciliation Submission Completed’ page is displayed. 

 Changes to Class Roster’ section: 
 

o ‘Action’ column reflects ‘Drop via roster rec’  

o “Status’ reflects ‘Completed.’ 
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Scenario 2: Dropping a Student(s) from the Course 
 

 
Instructor is sent email confirming the dropped student(s). 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 

Email notification is sent to the student(s) informing them they have been dropped 
from the course due to non-attendance and may contact the instructor. 
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Scenario 3: Student(s) Reinstatement to the Course 

 
 

Roster Reconciliation Dashboard is populated 
with all Course Reference Numbers (CRNs) assigned to the instructor. 

 
 

     1.  Select the course to be reconciled. 
Click ‘Course Title’ hyperlink 

 
Roster Reconciliation Dashboard 

 
 

‘Roster Reconciliation Course/CRN Listing’ page appears 
 

     2.  Check ‘Reinstate’ box for the listed student(s) to be reinstated. 
 

     3.  Click ‘Submit Course Reconciliation.’ 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

Term 
Code 

Part                     
of 

Term 

CRN Subject Course Course Title Start Date End Date Status 

202X50 U02 51977 HAWC 
1002 Overview of 

Lifespan 
Wellness  

6/15/202X 6/19/202X 
Not 

Reviewed 

202X50 U02 51735 ANTH 1020 
Intro to 

Anthropology 
6/15/202X 6/19/202X 

Not 
Reviewed 
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Scenario 3: Student(s) Reinstatement to the Course 

  
 When reinstatement is submitted during the Roster Reconciliation period:  

 
‘Confirm Roster Reconciliation’ page appears. 

 

 Reflects list of attending students 
 

 ‘Pending Reinstatement Confirmation’ appears in ‘To Commit’ column                                                
of each listed student to be reinstated’ 

 
 

     4.  Use ‘Return to Course Reconciliation’ to edit previous action   
 

 
 
 
     5.  Select ‘Confirm Course Reconciliation’ to submit requested changes to the class roster.   
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Scenario 3: Student(s) Reinstatement to the Course 

 
 

  ‘Roster Reconciliation Submission Completed’ page:  
 

 Displays course information and student(s) with the Action                            
‘Reinstated via roster rec.’ 

 

 ‘Status’ is reflected as ‘Completed.’ 
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Scenario 3: Student Reinstatement to the Course  

 
 

Instructor is sent email confirming the student(s) reinstatement 
 
 

 

 

 

 

 

 

 

 
 
 

Email notification is sent to the student(s) informing them                                              
they have been reinstated to the course. 
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Scenario 3: Student Reinstatement to the Course  

 
 

When reinstatement is submitted after the Roster Reconciliation period is closed, 
the request will be automatically routed to the Office of the University Registrar                   
for review.  
 
 
 
 
 
 
 
 
 
 
 
 

 If approved, the instructor and student receive confirmation                                               
of the reinstatement. 

 If not approved, the instructor receives a response indicating                                         
the reason reinstatement was not granted. 

 

 


