Sam Houston State University
Office of the Registrar

Add/ Drop Process

e Student submits an email to registrar(@shsu.edu
o Email must come from students SHSU email account and include:
* Name
= Sam ID number
* CRN of class to be added
* Reason for request to add
e Request is reviewed and decision is made if student will be added to the class
o Things considered when making decision
* [s registration open?
»  Students registration status-SFARGRP
* Check to see if student is an athlete-SZAREGS-Student Term
o [If yes, refer them to the athletics department

* Student Registration Group SFARGRP 9.3 (BANPROD)
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Get Started: Fill out the fields above and press Go.
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Get Started: Fil outthe fields above and prass Go.



Student Registration Permit-Override SFASRPO 9.3.6 (BANPROD)
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Get Started: Fill out the fields above and press Go.

x dent R atio - O o ASRPO 9 BANPROD _“_ =" _"'_ A
0

1D: 000 . Term: 201820 Spring 2018
~ STUDENT PERMITS AND OVERRIDES Insert (@ Delete ¥ Copy | | V. Filter
Permit* Nf’ennlt Descﬁptlon ¥ CRN Subject 'rCourse Number Section
[EEERER [ Overids Pre-requisite 22359 GERM 2312 01

{1)of1 5 v | PerPage Record 1 of 1
~ STUDENT SCHEDULE insert [ Delete ¥ Copy | , Filter

CRN PartnfTerm ;Subject |Coursa Number Section *Avallable Walllisted 1Mcm ITue IWed |Thu [Frl Sat ‘Sun ‘Begm Tume End Time

22359 A __ GERM 2312 o1 W{ 2 o & O O | (W R 1350
22837 1 - McoMm 13353 0 -1 ol 01} O O O O 930 11050
23364 1 McoM 43711 0 ) O EI 040 0! 0 120 1350
23870 1 MCOM 3351 02 4 ol 00| O 00, O e 1950
4 r |« N : o RN R ] T 5 =
1]of 1 5 v | PerPage Record 1 of 4
e If the decision made is NO
o Respond to student’s email
= “Hello ,
Unfortunately we are unable to add the course to your schedule
because . (Suggest solution if possible)

If you have any further questions or concerns please feel free to contact
our office at 936-294-1040 or by email at registrar@shsu.edu.
Thank you,
Registrar’s Office”
e If the decision made is YES
o In SZAREGS, enter the term, Sam ID number and determine correct add date

) 4 TCC Student Course Registration SZAREGS 9.3.6 [TC] (BANPROD)

Term: || I] ID: [ |j
Date: (022012018 =) Holds: | T
View CurrentiActive: [ ] Print Bill: []
Curricula

Print Schedule:

Time Status Information

Get Started: Fill out the fields above and press Go.



» Enter CRN of class to be added
»  Select “SAVE” in bottom right corner of screen twice to save the course
onto the students schedule
o Respond to student’s email
= “Hello 5
The course has been successfully added to your schedule per your
request.
To discuss any changes to your account balance, due to adding this course
to your schedule, please contact the Bursar’s Office at 936-294-1083
and/or the Financial Aid Office at 936-294-1774.
If you have any questions or concerns please contact our office at 936~
294-1040 or by email at registrar@shsu.edu.
Thank you,
Registrar’s Office”
o Print students email, including your response from Outlook sent folder
»  Write ADD CLASS at top of page
»  Write students Sam ID number in top left corner of page
» Sign and date page
o Add Advising Appointment Report to students Campus Connect profile
»  Toginto Mysam>Go to Campus Connect>Enter Students Sam ID Number
in search bar in top right corner>Select Student>Select “Report on
Advising Appointment” from menu on right side
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ADVISOR REPORT FOR DEJA CO

Appointment Details Report Details For Deja Comeaux

An sppointment will be created afteryou submictis  APpointment Summary
reporc 7
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———— — [Student submitted a request via emai to be added to
=i T 1o (course).

Meeting Type:
Email |
Appointment I (Paste students email including your response from outlaok)
Drop-in
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Date of visit:
(02202018

Location:

Regisrar's Office ¥ |
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Suggested Followup
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(course). Student was added

Save this Report

o At the end of the day, a second person will need to check over printed, signed

forms, and verify they have been successfully added

»  Once verified, second person will sign and date form
o Submit page into box labeled “Add/Drop” to be BDMS’ed into the student’s

record in DegreeWorks

Drop Class

e Student submits an email to registrar@shsu.edu

o Email must come from students SHSU email account and include:

* Name
»  Sam ID number
= CRN of class to be dropped

= Reason for request to drop

e Request is reviewed and decision is made if student will be dropped from course
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o Select the cell in the “Status” column of the course to be dropped
o Enter appropriate code to drop course
» Before Census Date = Enter “DD” into cell and select “Delete” from the
banner above the courses
»  After Census Date = Enter “DQ” into the cell (this will result in a Q for
the student)
o Select “Save” twice in the bottom right corner to save changes to schedule
Reply to student email

o “Hello ,
The course has been successfully dropped from your schedule for the
(Term) semester. (If DQ add: You will receive a grade of Q for this
course.)

Please click HERE to review drop policies. (Link to Drop Policies)

If you have any questions or concerns please contact our office at 936-294-1040
or by email at registrar@shsu.edu.

Thank you,
Registrar’s Office”

Print the student’s email and your response from Outlook sent folder
o Write DROP CLASS at top of page
o Write students Sam ID number in top left corner of page
o Sign and date page
Add Advising Appointment Report to students Campus Connect profile




ADVISOR REPORT FOIR DEJA COMEAUX

Appointment Details Report Details For Deja Comeaux
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= Save report
e At the end of the day, a second person will need to check over printed, signed forms, and

verify they have been successfully dropped
o Once verified, second person will sign and date form

e Submit page into box labeled “Add/Drop” to be BDMS’ed into the student’s record in
DegreeWorks

Core Math Drops

e Student will fill out form labeled “APPROVAL TO DROP CORE MATHMATICS
COURSE” and turn it in to the Registrar’s Office

APPROVAL TO DROP A CORE MATHEMATICS COURSE

This sgned form i ®begindy PPz core

1 order to easze fiat every i of the implicaons ofnat completing the cere irectnt a3
2000 35 paseible, we ar2 reg=nng the ackmowledsement of the following statement

I undevseand thas drepping this core markomarics conrve may affect my financial aid and or progress tomards my
degree Tt may bein my best incoress v vee an acadrmic or fimancial aid advisor before dropping any conrse fiom my

wciedale.
Prnted Name: Signature:
SamiD: Date:

Aftr the tinh class day, an addiional ignature s required from the SAM Ceater (Lufloar of CH3S).
S AM Center Advisor pame: Sigmature:

[ am currestly tecerving financial aid: YES NO
1F yes. you mast get 3 rigmanure from a Financisl Aid Advizor.
Fmccial Aid Advisor name. Signature:

This signed form should be t the Registrar, ilding 3 flocr.
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TCC Sludent Course Registration SZAREGS 9.3.6 [TC] (BANPROD)

Term: 201620 ID: 000 Date: 02/21/2018 Holds: Y **
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o Once in students profile in SZAREGS, page down once, into course information
section
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o Select the cell in the “Status” column of the course to be dropped
o Enter appropriate code to drop course



o Select “Add Note”

(e | iwne | s | s | NI

View Hotes

Add Note ) Add New Note

Enter your note and dick the Save Hote button

|;Jo:e Math Course Dropped Per Request: P I
re Math Course Dropped Per Request: MATH1314 CRN20152

Save Note |Clear

= From drop down menu select “Core Math Course Dropped Per Request”
» Enter class name and CRN number
= Save note
»  Process new audit
Sign and date form
At the end of the day, a second person will need to check over printed, signed forms, and
verify they have been successfully dropped
o Once verified, second person will sign and date form
Submit page into box labeled “Add/Drop” to be BDMS’ed into the student’s
DegreeWorks



Add Process

Email sent
requesting a class
added and including
Name, Sam ID, CRN
of class, and Reason

Student receives
confirmation email

for request to add

Request received
via email

Request is reviewed an
determined if student will be

added into class

student be added to the

In SZAREGS, enter
term, Sam ID, and

Click “+Insert” and
add in CRN of class

In student’s profile,
Page down once
to course

Click save twice in
bottom right corner
to save class onto
student’s schedule

Respond to student
email describing

Add Advising
Appointment Report to
student profile
including student’s
email and response

Print student’s email
cluding response
from Outlook

Sign and date form,
second person
verifies form was
completed and sign
and date form as
well

File in BDMS Box

ass? determine correct

: \ action taken
add date information section

Front Counter

Respond to student
email describing
action taken

Index document into
appropriate student
accounts

Scan Add form i
BDMS

Student Worker
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Email sent
requesting a class to
be dropped
including Name,
Sam ID, CRN of class,
and Reason for
request to drop

Student receives

confirmation email

Phase

Regquest received
via em

Request is reviewed &

decision is made if student w

be dropped

Respond to student
email describing
action taken

In student’s
profile, Page
down once into
course
formation

section

In SZAREGS, enter
term, Sam ID, and
determine
correct add date

Add Advising
Appointment Report

to student profile
including student’s
email & response

Select
specific cell
in “Status”

section

m_;mmﬂ_ %Aﬂ.m_h“mmmrm Click save twice in
” S - bottom right corner
Delete” from the
b Poveh to save changes to
e s student’s schedule
courses

Before Census
Date

4 Enter “DQ” into the
Ll IRl Is the Drop before cell (This will result
noam_wﬁo Jren the Census Date? ina Qfor the
specified course After Census Date ety

Print student’s email
including response
from Outlook

Sign and date form,
second person
verifies form was
completed and sign
and date form as
well

File in BDMS Box

Index document into

appropriate student

Scan Drop form into
BDMS




Core Math Drop Process

Student must fill o
Approval to drop core
mathematics form and Student receives
submit to Registr rmation email
office

Sign and date form,
second person
verifies form was
completed and sign
and date form as

Ver <:‘m_ﬁ e fo
In student’s e
well

i nt’s nam Write : ) B
_:.chmm student’s name, In SZAREGS, enter profile, Page Select . Click save twice in
signature, Sam ID, Date, Course : Enter appropriate :
: term, Sam ID, and down once into specific cell bottom right corner
SAM Center Advisor name and A5y i, code to drop
signature, and Financial Aid CRN on dgtRIming Ny [PRsie specified course 10 saVEcHanECSEo
g - correct add date information section P student’s schedule

Advisor signature (if form
: section
applicable)
File in BDMS basket

Email student stating that
the course was dropped
from the student’s schedule

Front Counter

Add note to
Student’s
DegreeWorks

Index document into 5
appropriate student T ARG
PP BDMS
accounts




