
Steps in the No Show Process Describe Key Actions Key Points Process Owners

Student is marked as No Show in Attendance 
Tracking.

Faculty login to WebAdvisor and access 
Attendance Tracking.

Faculty should mark No Show students 
immediately the day after the Census Date of 
their classes. Faculty

A report is generated daily identifying which 
students are to be processed as No Shows 
and is forwarded via e-mail to the Deans, 
Division Chairs, Department Chairs, Office of 
Business and Finance, Financial Aid, 
Veterans Services, and the Registration and 
Records Offices.

A report is created in Informer and scheduled 
to be sent at the start of the term.  The report 
is canceled at the end of the term.

A blank list will be sent if there are not any NS 
submitted when the report has been 
generated. Registration and Records Office

The students who have been identified as No 
Shows and DO NOT HAVE pending Financial 
Aid are withdrawn from classes with a grade 
of "NS".

Students are withdrawn from classes using 
the RGN form in Datatel.

Students who have pending aid have will have 
a "Y" listed in the FA column of the report.  
These students will no longer appear on the 
No Show report, in Attendance Tracking nor 
the Class Roster in WebAdvisor after they 
have been withdrawn from classes.  They will 
be on the final rosters. Registration and Records Office

The NS grades are verified.
Grades are verified by using the BGVU form 
in Datatel. Registration and Records Office

The students who have been identified as 
having pending Financial Aid AND have been 
identified as a No Show from ALL classes for 
the current session will have aid backed off 
their records.

(Check with FA for the form that is used to 
back off aid)

The student's aid will be backed off their 
records when they are identified as a No 
Show for ALL classes for the current session 
of the term that the report is reviewed--1st 8-
week session, 16-week session, 2nd 8-week 
session. Financial Aid Office

The students who have been identified as 
having pending Financial Aid AND have been 
identified as a No Show from ALL classes for 
the current session will be purged from ALL 
classes for non-payment for the current 
session after the Financial Aid post.

The DREG process is run after financial aid 
has been posted.

A pre-purge list is run and sent to the 
Financial Aid Office to review.  After the 
Financial Aid Office reviews the list, another 
pre-purge list is run and sent to the Office of 
Business and Finance to contact students to 
make payments.  After contact has been 
made with the students and the specified 
deadline to make payment has passed, 
another pre-purge list is run; and the actual 
purge is processed.  These students will no 
longer appear on the No Show report, in 
Attendance Tracking nor the Class Roster in 
WebAdvisor, nor the final rosters once they 
have been purged from classes. Registration and Records Office

The students who have been identified as 
having pending Financial Aid, and HAVE NOT 
been identified as a No Show from ALL 
classes for the current session will be 
withdrawn from the classes listed on the 
report with a grade of NS.

Students are withdrawn from classes using 
the RGN form in Datatel.

These students will no longer appear on the 
No Show report, in Attendance Tracking nor 
the Class Rosters in WebAdvisor once they 
have been withdrawn from classes.  They will 
appear on the final rosters. Registration and Records Office
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Sample No Show Report
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