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. NO SHOW DROPS- OUR OBLIGATION

Processing the No Show Drops must be completed in a timely manner because:

e Itis the college’s obligation to clear rosters of students who have never
attended or participated in an online class by the No Show Deadline.

e [|tis a Title IV Regulation (Financial Aid). Financial Aid funds should not
be disbursed to students who never attended or who are not actively
attending/participating in the class by the No Show deadline.

e |t gives another student the ability to enroll in the class prior to the
deadline.

Sunday, February 26 is the last day a student can add a 16 week courses (In
person and Online). All short term classes the deadline to submit No Show is
the same as the last day to add/last day to drop without notation dates on your
class rosters. The dates vary depending on the days the course meets. The short
term schedule is available

If after submitting the form there is a student that you still need to drop as a No
Show please immediately submit a No Show Online Request Form (under the
Forms tab) found on the Faculty Resources Webpage under the Admissions and
Records Information for Faculty

https://www.elcamino.edu/departments/professional-
development/faculty-resources/index.aspx



https://www.elcamino.edu/departments/professional-development/faculty-resources/index.aspx
https://www.elcamino.edu/departments/professional-development/faculty-resources/index.aspx

. REINSTATMENT

It is up to the instructor whether or not to reinstate a student. The student must have been officially
enrolled in the class in order to be reinstated. If you drop a student as a No Show and wish to reinstate
please use the below form. Students who don’t use the add code or on the waitlist do not qualify for
reinstatement. Reinstatement has never been easier Reinstatement Request Form (under the Forms tab)
found on the Faculty Resources Webpage under the Admissions and Records Information for Faculty

https://www.elcamino.edu/departments/professional-development/faculty-resources/index.aspx

. ADD AUTHORIZATION

Beginning Winter 2023 we replaced the Add Code with the digital Add Authorization Process. Add Authorization
are needed once the class begins through the last day to add the class. Add Authorization only works during the
Add Authorization period. When you grant a student an add authorization the student still has to add the class
during the add authorization period. The authorization will not work if the student has a registration hold, a time
conflict, they reached their unit limit to register without an overload petition, and/or they do not meet the
prerequisite. If the student still wants to enroll in the class they will need to take care of any registration
restriction prior to the add authorization deadline. Add Authorization Instructions for both Faculty and Students
will be located on the Faculty Resource Webpage:

https://www.elcamino.edu/departments/professional-development/faculty-resources/index.aspx



https://www.elcamino.edu/departments/professional-development/faculty-resources/index.aspx
https://www.elcamino.edu/departments/professional-development/faculty-resources/index.aspx

ASSISTANCE

ADMISSIONS & RECORDS (A&R) ASSISTANCE FOR YOU

If you need assistance we are here to help:

A&R Questions Email

Lillian Justice ljustice@elcamino.edu

Steve Waterhouse swaterhouse@elcamino.edu

Computer Access

helpdesk@elcamino.edu or 310-660-6571

Bookmark the Faculty Resources Webpage for future reference within the semester

https://www.elcamino.edu/departments/professional-development/faculty-resources/index.aspx

The resource webpage contains important information for the term, online forms, instructions how to
guides, etc.


mailto:ljustice@elcamino.edu
mailto:swaterhouse@elcamino.edu
mailto:helpdesk@elcamino.edu
https://www.elcamino.edu/departments/professional-development/faculty-resources/index.aspx
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ADD AUTHORIZATION

FORMER ADD CODE PROCESS

BEGINNING WINTER 2023
Log into MyECC and select Faculty Class Roster & Schedule:
< C & myecc.elcamino.edu/ffaculty/Pages/defaultaspx

MyECC

= Menu

8 » Faculty Home
Home

Campus Announcements

There were no announcements found

Self-Service Menu -~

£ WEBADVISOR FOR FACULTY

Grading

Course Search (View Only)
My To Do List

MNo Show

Active Enrofiment

Faculty Class Roster & Schedule

The webpage will open to the Facultyy Overwvieww Self-service page which shows you the class
sections that you are teaching by term. The Avarlability Colurnm will display 3 numbers that
can help you when issuing Add Authorization to students.

Using ART — 150- 5005 as an example--0/2/1: The available number of students that can
register for the class/the number of students registered in the class/the number of students
on the waitlist.

@ ellucian.

aily Mork Eaculty Faculty Crverview

Manage your courses by selecting a section below

Winter Intersession 2023

Section Times Locations Avallzbility
ART-150-3005: The Art of Photograzhy WMATAWTHF 802 AM - 10210 AM Music, 204 a2
1/5/2023 - 21712023 Lecture
P I T N S A T T LCUZARAY G L o LVl i o P T 208 TET a5
14542023 - 2/7/2023 —ecture
PHOT-150-5667: Tne Art of MTANTR/F 8:00 AR - 10010 AM Music. 204 £5445/0
Ehotography 1o/2023 - 21712023 Lecture
PHOT-150-56E3: The Art of WUTANVTHYF $0:20 AM - 12:40 PM Music, 204 45 44510
Erotography 1502023 - 2712023 Lecturs

Fall Fammncbne MR



3. Authorizing a student to add from the waitlist.

After you click on the section you want to give a student on the waitlist an Add

Authorization, you will navigate to the Waitlist tab and click the m button next to
student you are granting permission to add the class. Once you click on the Add button,
you will be ask to confirm you want to grant permission to the student to add the class. The

gray button indicates that the student has been issued an Add Authorization.
ART-150-5005: The Art of Photography

n 2023
ClCamino Coliege

Winter Interses:

M/T/W! 0 AM - 10:10 AV

Seats Available@ 0/2/3
Dzadline Dates

Waitlisted 3 of 10

Rester Permissions Waitlist
£ Email All
Active Waithst ~
StudentNeme . StudentlD . DateAdded . WaitlistStatis » Status Date Class | evel Preferred Fmail | Add
h v Autharization
12/8/2022 5:14:50 Active 12/82022
e
0503383 12/3/202211:4217  Active 12/912022

AM

Goofy

Duck

Confirm you want to give the student the authorization to add the class.
ART-150-5005: The Art of Photography

Winter Intersession 2023
On Campus At El Camino Colicge

M/T/AW/Th/F B:00 AN - 10:10 &M
1/5/2023 - 2/7/2023

Muslc, 201 Lecture

Seats Available() 0/2/3
Deadiine Daley

waitlisted 3 of 10U

Rosler Petmissions Waitlist

Add Authorization Confirmation

Do you want to grant an Add Authorization for Elizabeth Darcy1? &3 tmaif Al

. .
Student Name . Student 1D ~  Date Added A Waitlist Status ,\I Stalus Date ~  Class Level ~  Preferred Email Add
¥ ¥ 2 i o ¥ Authorization
| aremoa S e A Retive ey listicaaicam: AN |

You will know you granted the authorization to add once you click OK
Bl Add authorization granted.

ART-150-5005: The Art of Photography

Music.
Seats Available@® 0/2/3
Deadline Dates

Waitlisted 3 of 10



4. Adding a student NOT on the waitlist.

You will need to have the student’s ID number. Navigate to the Permissions Tab and click
on the Add Authorization. You will see the list of students you have already granted
permission to add the class listed there.

Add authorization granted
ART-150-5005: The Art of Photography ﬂ

Seats Available(®) 0/2/3
Deadline Dates

Waitlisted 3 of 10

Faculty Permissions

Waive EL Student Petition
i so that a student can register for the course Review and manage student petitions

Please use the student ID because there are several students with the same name in the

system. Click inside the ' and enter the student ID and press enter. You want to
make sure you are giving permission to the correct student.

ART-150-5005: The Art of Photography [ |

< Back To Faculty Permissions

Student Add Authorization

Student Name Student ID Authorization Code Status Date Status




ART-150-5005: The Art of Photography [ |

Winter Intersession 2023
On Campus At El Zamine College

MITW/TH/F 8:00 AN - 10:10 AM
1/5/2023 - 2/7/2023

Music, 204 Lecture

Seats Available@) 0/2/3
Deadline Dates
Waitlisted 3 07 10

Roster Permissions Waitlist

< Back Te Faculty Permissions

izati 0221085
Student Add Authorization 0221085
0221085
Studerit Name Student 1D Authorization Code Status Date Status Dillun Dutk
Sociology

| General Sudies-Arts &
_ 1/3/2023 C:48:110 M Rewaked lumanities-AA

Once the student name and information comes up, click on the student name and you will
be asked to confirm that you want to give authorization to the student to add the class. Once

again, confirm. Once you hit OK, the student will be added to the list of students on the
Permission tab.

Agd authorization granted.
ART-150-5005: The Art of Photography n

Winter Intersession 2023
On Campus At El Camino College

N/T/W/Th/F 8:00 AM - 10:10 AM
15/2023 - 21772023

Music, 204 Lecture

Seats Available (i) 0/2/3
Deadline Dates

Waitlisted 3 of 10

Roster Permissions Waitlist

< Back To Faculty Pert Add Authorization Confirmation

Do you want to grant an Add Authorization for Dillon Duck?

Student Add Authoriz

. —
T T
Student Name student 1D Authorization Code Status Date Status

2

[ 0221085

| N Fazcona 1 30MAa N AT N Nk Tevnbiad

5. Revoke add authorization for a student(s).

You have the ability to revoke an Add Authorization before the student uses the authorization.
Why would you want to do that? There are many classes that are in high demand to add and
students will be on several waitlist or email instructor to get into these classes. The student
may receive a couple of authorizations from several instructors. You can give students a earlier
deadline to add the class before you revoke the authorization to give another student the



opportunity to add prior to the add deadline.

Add authorization granted

ART-150-5005: The Art of Photography

Winter Intersession 2023
On Campus At El Camino College

Add authorization granted

A-10:10 AM

Music
Seats Available® 0/2/3
Deadline Dates

Waitlisted 3 of 10

Roster Permissions

< Back To Faculty Permissions

Student Add Authorization

Student Name Student ID Authorization Code Status Date Status
1/3/2023 9:48:10 PM Revoked
1/4/2023 8:19:28 AM Revoke
Dillon Duck 0221085 1/4/2023 8:43:43 AM Registered

Goofy S. Duck 0503383 12/12/2022 4:11:57 PM

6. Add Authorization expires after the deadline.

You will not be able to grant authorization to add after the deadline nor will a student be
able touse the authorization after the deadline has passed.



Student’s View for the Authorization

A student will log into their MyECC Account and navigate to the Register for Classes
and they will see the classes they have authorization to add. All they have to do is then

hit Register Now.

Register for Classes

Schedule Petitions & Waivers Grading IDs

€ Winter Intersession 2023
( Y Filter Sections | ( & Print )
ART-150-5005: The Art of Photography Sun Mon
7am
~ Waitlisted 8am ART-150-5005

move Unregistered Sections

Not Registered:

Tue

: 12 Credits

-

Enrolled: 0 Credits ~ Waitlisted: 3 Credits

ARF-150-5005

ART-150-5005

ART-150-5008: The Art of Photography X

NOTE: A student will not be able to add a class if:
a. they have holds on their account
. there is a time conflict

fe] |O“

permission
they don’t meet the prerequisite
the deadline to add the class has passed

(S

. they have reached the limit of units to register without receiving overload

If it is before the deadline and the student needs assistance, they can come in person

to A&R during business hours or fill out the ADD/DROP form found on the

Admissions & Records home page under forms. The forms are listed alphabetically.

Admission Forms | El Camino College | Torrance, CA



Adding a Class Once the Class Begins
(Formerly known as Add Codes)

Once a class begins you will need to have authorization from the instructor to add the class.

Waitlisted Students* when a class begins:

e In Person Class-you should attend the first day of the class as if you are enrolled. Ifthe
instructor has room in the class and is granting you authorization to add the class they will do
so online.

¢ Online Class-you should email the instructor by the start of the class or the week prior to the
class starting, Please do not email the instructor weeks in advance. They will look at emails
just prior to the class beginning.

*If you are not on the waitlist still please follow the above instructions to receive authorization to add
the class. Priority is always given to student on the wait list.

STEPS FOR STUDENTS ON THE WAITLIST THAT RECEIVED AUTHORIZATION
If the instructor grants you authorization to enroll in the class you will log in to you MyECC account

Select the Registration. Then select Register for Class

Self-Service Menu b

< WEBADVISOR FOR STUDENTS
»  WEBRDVISOR FOR PROSPECTIVE STUDENTS _
Seorch f
Financial Information
Einancial Aid Register for Classes

Manage My VWaitlist

Communication

I Registration

ACagemIC FroTe Drop Classes

[ oA

I Registration Appointment

Please go continue to next page

10



The register tab will take you to your to your schedule. You will see the classes you are
registered for or on the waitlist. You will also now notice that you have an Authorization to add
the class you were waitlisted for and the instructor granted authorization. Click on the
Register Now button

Filter [ SavetoiCal m Not Registered: 12 Credits  Enrolled: 0 Credits ~ Waitlisted: 3 Credits

Schedule Petitions & Waivers Grading IDs
< || > | winter Intersession 2023 ( Remove Unregistered Sections )

ART-150-5005: The Art of Photography: Sun Mon Tue Wed Thu Fri
7am
+ Waitlisted Bam aRT1505005 | [ amrisesoss || amrisoseos || arrasesoos ART150.5005
Credits: 3 Credits 9am
Grading: Graded
Instructor: Nelson, M 10am
1/5/2023 to 2/7/2023
v Meeting Information
12pm
Drop Waitlist
1pm
v View other sections
2pm
3pm
ART-150-5008: The Art of Photography X
4pm
+ Not Registered

If you have one or more classes on your schedule that you haven’t registered for you will have
to select the class you have authorization to add then hit Register

Register Now

Select sections to add: Enter Authorization Code

[] ART-150-5010 (3 Credits) Enter @ valid euthorizatien code

ART-150-5005 (3 Credits)

Register

You have successfully registered for the class.

) () wmmaeson s

‘\ SF Filter Sections ) ( [ savetoical ) ( & Print ) Not : 0 Credits : 3 Credits

ART-150-5005: The Art of Sun Mon Tus= Wed Thir Fri

+ Registered. but not started L

Bam 2007

Credits: 3 Credits

Grading: Graded

Instructor: Nelson, M ot
1/5/2027 to 277/2077

~~ Mecting Information ¥0sm

N 12pm
S/ View other sections
1om
Zpm
3pm

Apm

11



STUDENTS NOT ON THE WAITLIST BUT RECEIVED AUTHORIZATION

Select Registration Select

Self-Service Menu 7 ¢ WEBADVISOR FOR STUDENTS

» WEBADVISOR FOR PROSPECTIVE STUDENTS

I Search for Classes I

Financial Information
Register for Classes

Financial Aid
Manage My Vaitiist
Communication

Registration Appointment
Registration

Academic Profile Drop Classes

Aol oA

Enter the Term and the class information (remember to add the course section, authorization is
specific to the section number. Then hit search

Subject Sasrcn Aavanced Szarcn
B —
Catalng Advanced S=arch

e W e

A
{_) Cotalog Listing

0 Semion Listing

lerm Mpafing St late Meeting bord st

1|
| Wintar Intercession 2033 R | |-'-f."d::\-:r}’:/ |

Coursas And Secticns

| Art bl 150 | | S005 |
| Sajeu & d Sertien

| Sagject L Course number Sedicn

f figd i

4 i) /I

Days OF Week:

[} suny [ Monizy ") Tumy [C] Wecnesdsy
|| Thusday [ Friday | Saturday

Clees Type

| b2 et clees fype b

Time= Of Dary Time Storts by Tim=[nds by

| S Tie e Of Day - ARGERT | | Sfann AMPIA
Course Type

| S=emCoLrs2Type w

['\ Clzzr ) Saanch




Next vou will see the add button for the class you wish to add.

Search for Courses and Course Sections
< Back to Class Search

Filter Results

Advanced Search Selection: 5005

J

0y

Search forcourses...

Availability 7 Add To Term Status

A
Schedule ¥, 2

E] Open and Waitlisted Sections

Section A Title Dates

MName

| Planned
¥| Status

E] Open Sections Only Winter Intersession 2023 Waitlisted

ART-150-5005 The Art of Photography 1/5/2023-2/7/2023 On{

Click on ADD this will add it to your schedule. You will

Scction Dctails

ART-150-5005 The
Art of Photagraphy
Winter intersession 2023

Instructors Nelson, M { maelsen@elcaming.edu )

M, T, W, Th. F&:00 AM - 10:70 AM
15,2023 - 2/7/2023
@n Compus At £l Camino College, Music 204 (Lecture)

Meeting
Information

1512023 - 2/7/2023

(@W s section nas a wattlist,

Subjects ~
e [)[c) me[Jar (] (n]
Locations A~ S S -

need to still register for the class.

Seats Available ()
Waitlisted

Credits

0s/2/3

3

3

Gradin,
£ Graded w

Requisites None

This course is a survey of photography os an art form which
inchides the evaliion of photagraphy as art. The course will alsn
cover Lhe gesthetic und eeltural impacd of vhotogiaphy ws urd Alsg
included is an examination of the technigues and methods of

Course Description

Add Section

NOTE: Onca yoUwE added a Jass/lasses T VaU  sched. e, b2 SLre IS Mrisn register ng ov 30013 10
nzagamics Hepister for Liasses,

| " twpen sernans tnky

Suzects A

Search for Courses and Course Sections [ ~
Search far A
B
: ye -~ Artaanred senceh SelEC S0
Filter Results Hadz ) i n——
1 A biters anpiert: (s nrsesion 223 %
fwallasilty G BT Toam al Slm o Swlim pf T Al B St D
o Schedule v ¥ Hame v
| Doy ard Waidiste:
Wirter Intersassicn 2023 Waltlisted  ART-153-3013 The At ofThowcarspy 17502223~

[ anm

Locatinns ~

[ 00 tamipus Atkl Canine Calepe

You are not quite done

13



On the left hand navigation bar under Academics select Register for Classes you will notice the
class has that you have been authorized is there. You will select Register Nows

@ ellucian.

Academics

Register for Classes

Financial Information

Schedule

Academics

Student Planning

. |
| 7 Filter Sections |
X -/

Register for Classes

ART-150-5005: The Art of
Class Search

) Authorized for Add
Grades
+ Not Registered

Credits: 3 Credits
Grading: Graded
Instructor: Nelson, M
1/5/2023 to 2/7/2023
Waitlisted: 2

Graduation Overview

Enrollment Verifications

v Meeting Information

Petitions & Waivers

Winter Intersession 2023

8 elizabeth_darcy1

@ Help

[ signout

Register for Classes

Search far courses.

Grading IDs

3] B2
[ Remove Unregistered Sections | @aETEC@NENY

Photography X

Transcript Requests - .
This section has a

waitlist

Unofficial Transcript

Academic Attendance

“ View other sections

Test Summary

FALST AR 4R Anndins aeed

I./ o Print '\-.‘ Not Registered: 9 Credits  Enrolled: O Credits
L5 A Waitlisted: 0 Credits
Sun Mon Tue Wed Thu
Fam
Bam ART-150-5005 X ART-150-5005 x ART-150-5005 X ART-150-5005 »
9am
10am
ENGL-TAS-6017 % ENGL-1AS-6017 »
11am
12pm
1pm
2pm

4pm

S5pm

Aom

If you have one or more classes on your schedule that you haven't registered for you will have

< | 3 | Wirtsr Intersession 2023

-
| Remove Unregistered Sections )

Register Now

(5 Tites Sections
| Select seetions to add:

ART-150-5005" The Art of Phe

[ | ART-150-501D (3 Credits
) authorirad for Add S B
« Waitlisted

ART-1S0-50105 (% Credits)

Credils: 3 Credis
Grading: zraded
Instructor: Nelson, M I

wolled: 0 Credits. Waitlisted:

Enter Authorization Code i
| Th Fri 1

Enter uvalid voltior i

Hegister

Lancel
152023 to 2/7/2023
Waillisted: 3 f[ Miam =
s Masting Information |
e | 0

14



You have successful registered for the class.

< Winter Intersession 2023 Register Now

ol ) Save toiCal ) | & Print Not Registered: C Credits  Enrolled: 3 Credits  Waitlisted

=
m

ART-150-5005: The Art of Photography Sun Mon Tue Wed Thu

7am

v/ Registered, but not started

8am

9am

10am

11am

12pm
1pm
2pm
3pm
4pm

Snm

REASONS YOU WILL NOT BE ABLE TO ADD EVEN WITH AN AUTHORIZATION TO DO
SO:

¢ You have a hold on your account blocking registration

¢ There is a time conflict

¢ You have reached the limit of allowable units for the term/semester (you will need to do an
overload petition) https: //elcamino.formstack.com/workflows /unit overload pet

¢ You do not meet the prerequisite for the class

¢ The deadline to use the Authorization has passed.

If however it is not one of the above reasons you can submit an ADD/DROP Online form prior to the
add deadline for the class to see if Admissions & Records (A&R) can assist. A&R will not be able to
add you if you do have one or more of the above reasons. An email will be sent back to you once your
request has been reviewed informing you of yvour status.

15
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