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Admissions & Records
WEB FOR FACULTY 

FALL 2007
Using WebSMART, print the following documents for your classes before your first class meeting:

1.  Temporary Class Roster
This will be your temporary roll sheet.  Important dates including the census date are included at the top of this form. 

2.  Authorization Code List
You may print up to 50 authorization codes.  Additional codes may be requested from the Admissions and Records Office.  
· Stop issuing codes on the census day for each class. Census date is listed on your Temporary Class List 
3.  Proficiency Listings  (Where Applicable)


    This list is available for any class that requires a test score as a
     prerequisite.
4. New!  Wait List

If your class was open for a wait list, you may have student names listed at the bottom of your temporary class roster with the notation Wait List.  If  wait listed students attend your class on the first day and you have space in your class, you may want to give them priority to register in the class by providing them an authorization code.   
Note:  You may access student addresses, e-mail addresses, and telephone numbers from your web class list by clicking on the student name.

OFFICIAL CLASS RECORD(S) 

Your Official Class Record(s) will be forwarded to you via campus mail. Check your mailbox on Thursday, September 13th.  
IMPORTANT DATES 
· Inform students of important dates for your class(es).  The dates are displayed at the top of your temporary class list and on the inside cover of the spring schedule of classes. 
· Important dates include:

· Refund Date: Last day to drop courses for a refund  
· ACAD Cutoff Date: Last day to drop courses without a notation appearing on students’ permanent academic record

· Last Drop Date: Last day to withdraw with a grade of “W” (For many short courses, a withdrawal must be completed on the first day of class.)  
CENSUS/ENROLLMENT VERIFICATION USING WebSMART

Census reporting is required by California State Law and must be completed by the established census date.  Even if you have no students to drop, you must complete census.

To complete census:
· Check the top of your temporary class list on WebSMART 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 on each page, 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 withdraw them using the Census/Enrollment Verification webpage. 

· The withdrawal will be effective on the day you conduct and submit the transaction via the web. You will not be able to backdate a withdrawal.  
· If you withdraw a student in error, contact Chequita Williams at williamsc@smccd.edu or 358-6855; or Arlene Fajardo at fajardo@smccd.edu or 574-6576 to request reinstatement of the student.

· For Fall  2007 semester-long courses, you may withdraw students until Tuesday, November 20.
· After November 20, you may not withdraw students on WebSMART for courses, and at the end of the term must issue an evaluative grade.
FALL SEMESTER GRADE SUBMISSION
· Grades must be submitted via WebSMART no later than Friday, January 4, 2008.
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· Help can be accessed from the Help tab on any faculty web page.
· Contact the Center for Teaching and Learning for training and assistance at 650-574-6598, Building 17, Room 102
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