CAÑADA COLLEGE
ADMISSIONS AND RECORDS
WEB FOR FACULTY 
FALL 2007
BEGINNING OF TERM  

Print the following documents for your class(es) before your first class meeting:
1. NEW – WAIT LISTS
Our WebSMART registration system now accepts wait listing for full classes.  The students who have selected the “waitlist” option will appear at the bottom of your class list.  The instructor can use the waitlist to prioritize which students will receive authorization codes.  
PLEASE NOTE: Students are not required to be on the waitlist to gain entry into a class.  They just need to obtain an authorization code from the instructor after the class starts and register for the class on WebSMART.
2.  CLASS LIST/ATTENDANCE
Check registration in your class(es) and take class attendance on this page.  Print/View daily until the end of late registration for the most current record of enrolled students.

DETAILED CLASS LIST will provide you with additional information about your students and can be downloaded into Excel or Gradekeeper.

3.  AUTHORIZATION CODE LIST
You will be able to print 60 authorization codes. 
· If you need more authorization codes please contact Javier Urena, ext. 3494, in the Admissions and Records Office.  
· Do not issue codes until the first day of class.  
· The codes can be issued through the census day, listed on the web, for each class.  
· PLEASE NOTE: AUTHORIZATION CODES have not been generated for parts of term O, W & Q.  These classes have been coded to allow students to register without authorization.

4.  CLASS PLACEMENT SCORES (WHERE APPLICABLE)

     This list is available to any class that requires a test score as a prerequisite.

5. Student addresses, e-mail addresses, and phone numbers
You may access student addresses, e-mail addresses and telephone numbers from your web class list by clicking on the student name.

Credit/No Credit-Grade Option Classes
If your class(es) carries the Grade Option “Method of Grading” students may petition for a Credit/No Credit Grade rather than a Letter Grade.  The student is required to select the Credit/No Credit option via the web or by filing a CR/ NC request in the Admissions and Records Office.  Classes for which the Credit/No Credit option is available are listed in the College catalog as "grade option".  If you have a question as to whether your class offers this grade option, please contact your Division Dean.

To make all students aware of this procedure, please read the following announcement to your class(es) once the registration period is over:

“Any student wishing to opt for Credit/No Credit rather than a letter grade must select the option via the web or complete the required petition in the Admissions and Records Office.  The deadline for submitting this request is September 14th, for semester-length courses; or, for short courses, prior to 30% of the class length. The decision to take a course on a credit/no credit basis is irreversible, once requested.”
IMPORTANT DATES
Inform your students of important dates for your class.  The dates are displayed on your Class List.
· Last day to drop for a refund
· Last day to drop without a “W”
· Last day to withdraw with a “W” 

CENSUS   Census reporting is critical for all faculty as required by State Law.  You MUST HIT THE “SUBMIT BUTTON” even if you do not drop any students.   

To complete census:

· Check the top of your “Temporary Class List” or “Census/Enrollment Verification” form under the effective dates for the Last Date to Enter Census.
· Drop any students who never attended or who stopped attending your class(es).

· After completing your census report, be sure to click the “submit” button at the bottom of the screen to complete your census transaction.

ENROLLMENT VERIFICATION
· After census, if you choose to initiate a withdrawal for a student who has not attended your class or who has had excessive absences, you may drop them using the “Census/Enrollment Verification” form. 

· No backdating.  The withdrawal will be effective the day you submit the withdrawal for the student on the Web. 

· If you withdraw a student in error, contact Maria Lara @ lara@smccd.edu to reinstate the student.

· You may use this screen to withdraw a student at any time through the Last Day to Withdraw for Fall 2007 (November 20th for semester length courses).

· After November 20th, you may not withdraw students on WebSMART for semester length courses, and at the end of the term must issue an evaluative grade.

END OF TERM

· Enter grades via the web on the final grades and positive attendance hours form.
· Submit incomplete forms to the Admissions and Records Office.

· No other documents need to be submitted.

· Faculty must keep their records for five years.

Need HELP?  

· Log-in to your faculty web account.  Help can be accessed from the Help tab on any screen  OR

· Contact the Center for Teaching and Learning for training and assistance:  Peter Bruni, 650-306-3160, Building 18, Room 317.

