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Office of Admissions, Records and Enrollment Services



   August 18, 2009
Dear Faculty,

We would like to welcome you back for the fall semester and would like to provide you with the information you will need for your start date and beyond to maintain your rosters, enrollments, etc.  Please keep this information as a reference throughout the semester.  At this point, it is highly recommended that you download your Add Permit Codes (APCs) now. Remember, you can e-mail the APC forms with the expiration date directly to students. 

Attached to this information is a sheet of registration information for students.  Please share it with your students and post it in an area visible to students during the first weeks of the session.  Thank you.

FACULTY RESOURCES ON ADMISSIONS WEBSITE

For your reference and to assist you throughout the semester, we have created documents for roster and grade procedures and placed them on the new Admissions web page at 
http://www.saddleback.edu/admissions/FacultyResources.html.
ROSTERS

You may download your roster from the Internet anytime throughout the semester/session by logging on to MYSITE at www.saddleback.edu.  Choose WORK from the menu.  If you are unable to log onto the system or need assistance to download, please visit ITC or contact User Services at ext. 4397 for assistance. Enrollments are updated in real-time on your online roster so check back often. Students who do not appear on this roster are not officially enrolled.  
NOTE:  Please ensure that all students are officially enrolled.  If students are not listed on your online roster, they are not enrolled and may not continue to attend your class or be issued a grade.
POSITIVE ATTENDANCE ROSTERS

If your class is marked as “Positive attendance,” at the top of the roster, you will need to download a positive attendance roster to keep track of daily attendance.  You can easily download a positive attendance roster through MySite by choosing the “Work” option. The roster can be created with as many columns as you need for attendance purposes. This form must be completed and submitted at the end of the term.  You may also download the roster to Excel.  Be sure that all the roster header information is included.  Be sure that all names and headers appear on each page if you have multiple pages.
NO SHOW DROPS ---A Must!

By state regulation, all faculty are obligated to drop “no show” and inactive students before the census date. (Title 5 Section 58004) The census date is listed at the top of your on-line roster.  It is the day after the default “Expiration date” on the Add Permit Code forms.  Submit No Show drops online through MySite>Work.  These drops will be dated prior to the census date for your class.  Instructors of online courses should determine which students are “no show” students either through their in-person orientation or some on-line communication. 
Adding Students

Once your class begins, if you have open seats remaining in your class, you may issue an Add Permit Code (APC) to students who wish to enroll in your class.  An Add Permit Code is required for students wishing to add a class that is full or has begun.  They may be issued prior to the start of class as well.  Students may then use the code to add the class online or in person. (See following page for instructions on downloading APC forms.)  
Add Deadline for Full Semester Classes 

Please inform your students that they must enroll by the expiration date on the Add Permit Code form.   You may choose to change the default expiration date to an earlier date to ensure timely registration. You may not change it to a later date.
After the expiration date on the APC, enrollments are closed. Please refer students to later starting classes.
Add Deadlines for Short-term Classes
Please inform your students that they must enroll by the expiration date on the Add Permit Code form.   This deadline varies according to length of class and number of class meetings. The deadline comes quickly for short-term classes.

After the APC expiration date on the APC form, enrollments are closed.  Please refer students to later starting classes. 
ADD PERMIT CODES (APC)
ALERT!
DOWNLOAD NOW!  
You should download the AP codes as soon as possible.  The default expiration date is the last date that you can print APCs.  If you choose, you may issue Add Permit Codes for your closed classes to students before the start of your class. 
Add Permit Codes allow students to add a closed class online with payment by credit card.  These four-digit codes will print on forms that you download: one per student.  Just follow these simple steps before your first class meeting day:

1) From the Saddleback homepage at www.saddleback.edu, log into MySite.

2) From the menu, choose “Work”

3) From the options, choose “Create/Manage AP Codes.”

4) Enter the number of codes you wish to create/print for each class

5) Click on “Create”

6) On the next screen, click, “Create print file.”

7) When the document appears on the screen, choose “Print.”

Information is provided in the FAQs which are online at the “Create/Manage AP Codes” site.  A help screen is available on each page to assist you.  Call x4342 if you have APC questions.

Be sure to keep track of those students that are issued an AP Code.  You can do this by using the tracking form included in the program.  You may also print a usage report to see who has used the APCs.  The program gives you options to reprint or cancel an AP Code, to print more codes, and to e-mail codes to students, if needed.  Students must add your class by the expiration date printed on the form. You have the option to set that date sooner but not later than the default date that appears. The expiration date is determined by the census date for the class and cannot be extended.
INSTRUCTOR DROPS
You may drop students as they become inactive through the 65% mark of the class (last day to drop with a “W”). This date is noted at the top of your online roster or on the class listing in the online schedule of classes.  Use the online system in MySite>Work to complete the drops.  Please double check your online roster after dropping students to ensure that the transaction was completed properly.  

Looking ahead>>>> Grades for full semester classes will be due January 8, 2010.  Grades for short-term classes are due 5 working days after the end of the class.
If you have questions concerning your rosters, add/drops, or grade submittal process, please call the Office of Admissions and Records at (949) 582-4352 (My Truong) or (949) 582-4342 (my number). 
Thank you.

Joyce Semanik
Registrar-x4342

Registration:

What Students Need to Know
Adding a class with an APC?  The class must be added by the expiration date on the Add Permit Form.  If you miss the deadline, you are not eligible to enroll and should check the class schedule for later starting classes or next semester
When you use the Add Permit code online in MySite registration, payment is by credit card or debit card only.  When you use the APC to add a class in-person at the Admissions Office, you may pay by cash, check or credit card at the Student Payment Office, Rm 131 of the Administration and Governance Bldg.
Important deadlines: Don’t forget to check the online class schedule at saddleback.edu for important drop and refund deadlines.  Choose the class and click on the “Details”.  You can even set reminders for these dates so that you won’t forget upcoming deadlines.

Online MySite Registration
To register for a class, access MySite at the Saddleback homepage (saddleback.edu).  Enter your student ID and PIN.

Choose: My Classes>Register 
IMPORTANT: MySite Registration is available everyday.

Hours are:
6:00am- 11:00pm
If you have questions or need assistance, please come to the Office of Admissions and Records (SSC 102) or call 949 582-4555.  Our office hours are:
Monday-Thursday

8:00am-7:00pm

Friday


8:00am-5:00pm
Closed for the holiday Monday, Sept 7, 2009
Saddleback College
Office of Admissions, Records, and Enrollment Services
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