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Faculty Roster Tutorials on WebAdvisor
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New Staff User

What's my User ID?

Reset my password
Contact Information Change

Personal Profile

Position Summary
Leave Plan Summary

Professional Development (My Leaming Plan)

My Stipends

| Faculty Information

Add Code List

Attendance Roster

Census Roster

Class Roster

_ Drop Roster
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Instructor Grade Change Form
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Student Educational Planning
Search for Classes
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| Online L
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Attendance Roster Tutorial
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Class Roster Options

STEP 3 Click on the box of the section that you wish to view, if you would like
for the class roster to be emailed to you, check on the box located at the
end of your list, and select SUBMIT.
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9S00 Otay Lakes Road * Chula Vista, CA S1910-7299
CHANGE PASSWORD LOG OuT MAIN MENU FACULTY MENU HELP CONTACT US

FACULTY Welcome John!

Class Roster

Choose One Course Name and Title Term Bldg Room Meeting Times Days of Week
r ESM-110-01 ThryfAppl Cond: Basketball Il | 08/8U | 1500 | 1500 | 01:00PM - 04:05PM | MTWTH

m ’ ES/T-109-01 ThryiAppl Cond: Basketball Il | 08/8U [ 1500 | 1500 | 01:00PM- 04:05PM | MTWTH

r ESIT-108-01 Thry/Appl Cond: Basketball | | 08/SU | 1500 | 1500 [ 01:00PM - 04:05PM | MTWTH

r ES/A-162ABCD-62 Baskethall 08/SU | 1500 | 1500 | O6:00PM-09:15PM | TTH

r ES/A-162ABCD-01 Baskethall 08/SU [ 1500 [ 1500 | 10:00AM-12:20PM | MTWTH

Do you want this class listemailed? [ (

SUBMIT




Class Roster

STEP 4 The class roster should be displayed when you select to view the class.

FACULTY Welcome John!

Class Roster

T
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Course Name and Title
| ES-207AB-01 Analysis of Def. Baskethall

Instructors

Student ID E-mail Address Status Credits Phone No.
1. . -
2| Doe _John 000-000 | doe_john@swced.eduyl 421-6700
3.

STEP 5  After viewing click OK to go back to the main Faculty menu.




Attendance on WebAdvisor

INSTRUCTIONS FOR PRINTING ATTENDANCE ROSTERS

The Attendance Roster is intended for faculty members to keep track of their class attendance.
Attendance Rosters will not be submitted to Admissions and Records.

STEP 1 Click on "Attendance Roster" (located in the Faculty Information menu)
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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.
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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
WebAdyvisor 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.
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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.

Weekiand2: 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
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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.

e Instructors must certify the attendance of all student who are
actively participating in their class.

e 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
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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.

e Students must petition in Admissions and Records.
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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.

e 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.

e 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



