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Faculty Roster Tutorials on WebAdvisor



Class Roster Options



Class Roster



Attendance on WebAdvisor



Registration Process
Before the start of the semester:
Adding Open Classes 

 Students may add classes during the open registration period.

Closed classes - adding to the Wait List:

 A student may add a class as listed above.  If the class is closed, he/she may 
opt to be placed on the waitlist list. Students must have a valid email and 
have no holds on their record.  All pre-requisites and/or co-requisites 
requirements must be met to be eligible.

 As enrolled students are dropped for non-payment, waitlist students are 
moved into the class. Students are notified of the move from the waitlist by 
their personal email and telephone number on their record.



Registration Process (con’t)

 Students must make payment with 5 calendar days or will 
be dropped from the class for non-payment during the 
registration period.  

 Students are responsible for payment for each class they 
enroll in during registration. 

 Students will not be dropped for non-payment after the 
first day of classes.   

 The student must attend or notify the instructor of absence 
for the first day of classes.



First Week of Classes During the Semester

Week 1 and 2 Adding Classes During the Add/Drop

 Students may attend a closed class to find an available open 
seat, if the waitlist is full.  

 The student must obtain an add code or instructor 
signature on the add/drop form.  

 Students will register for the class with the add code in 
WebAdvisor or come to Admissions and Records to enroll 
in the class.

 A class enrollment is not official until the add code has 
been processed.  

 Students are not registered in a class if their name does not 
appear on the class roster.  Students on the waitlist list are 
not officially registered in a course. 



Withdrawals

Withdrawals or drops are authorized through the last day of the 
fourteenth week of instruction for full semester classes or 75% of the 
term whichever is less.  

Week 1 and 2:       Dropping classes during the add/drop period

 Instructors will drop any student who fails to notify their instructor or 
attend the first class meeting if the class is at maximum enrollment 
and other students are waiting to enroll.

 Students may withdraw or drop from a class during the first two weeks 
of the semester will receive a refund for fees will have no annotation on 
their permanent record (transcript).

 Students will be dropped from class for lack of a prerequisite.



Withdrawals (con’t)

Week 3: Dropping student from classes before census

 While primary responsibility for class attendance and maintaining an accurate 
registration record rests with the students, the instructor has responsibility for 
maintaining accurate and proper accountability records for state 
apportionment requirements.  

 Instructors are required by Title V to clear their class rosters of all inactive 
students no later than the last business day prior to the Census for the semester 
or session.  “Inactive students” include:

 students identified as no-shows, 

 students who are no longer participating in the courses,

 students who have officially withdrawn



Withdrawals (con’t)

Week 4: Census week

 The district must conduct census during the 3rd week of a full 
semester or 75% point of a short session.  
 Instructors must certify the attendance of all student who are 

actively participating in their class.  

 Students who are inactive, as the definition listed above, faculty 
must drop these students either on the drop or census rosters.  

Weeks 5 – 14 Dropping students from classes

 After the add period, instructors may drop a student from a class 
if the student’s total hours of absences exceed twice the number 
of hours the class meets per week



Withdrawals (con’t)

 Students are not authorized to withdraw after the last 
day of the fourteenth week the semester or 75% point 
of a short session and must be assigned a grade of A, B, 
C, D, F, Pass, No Pass OR I. 

 Students may withdraw after the last day of the 
fourteenth week the semester or the 75% point of a 
short session class for extenuating circumstance. 

 Students must petition in Admissions and Records.



Withdrawal  “W” Grade

 A student shall not be permitted to receive more than three "W" withdrawal 
symbols on his or her record for enrollment in the same course.  

 A student who enrolls again in a course after already having previously received 
three "W"s in the same course shall receive a grade. 
 The grade shall be recorded on the student's academic record unless the student 

withdraws from the course prior to the end of second week of instruction.

 When a student attempts to enroll for the third time in a course in which he or 
she has received two “W’s, the student will be notified electronically of the 
withdrawal policy and procedures.  

 The student will have to acknowledge that they have received and understand 
the policy and will be required to complete an online tutorial.  
 The tutorial will detail the academic options and referrals to appropriate 

resources such as Counseling, Academic Success Center/Tutorials, and 
department faculty.  Upon completion of the tutorial, they will be allowed to 
register for the class.



Future resources:

Suzy Woods– extension x5413

Supervisor, Admissions and Records

Serene Vannoy – x6531

Admissions and Records Technician


