“Helping Students with
Enrollment”

What Do Those Error Messages Mean?
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During Sessions, please...
vSilence Cellphones

vSave Questions to the
end of the Session
vAvolid Side Conversations
vComplete Our Survey

...Thank Youl!
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Overview

- Common Registration Issues
- Waitlisting

- Permission Numbers

- PERC

- Reserve Capacity Issues

- Editingaclass

- Tools

«  Questions?




Common
Registration Issues s
o * Cal Poly
- Duplicate Enrollment Fall Quarter 2019
- Time Conflict Status Errors Found
- Registration Holds Jperelor Enrolment Atess
- Prerequisite Issues
- Unit Load
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Duplicate
Enrollment _—_—

 Error Messages

Message Sequence 1

Studentis a[ready enrolled in a different Multiple Enrollment not allowed for course, add ne
SeCtiQn Of a class they are trying to add Multiple enroliment for this course is not allowed.
or waitlist for

Student needs to drop themselves from
enrolled class before they can getinto
another section
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Time Conflict

Time Conflict Request

If there is any overlap in the time of

classes, the system will not enroll the
Stu d e nt Only cne time conflict invelving two courses per quarter — no
exceptions.

Due Monday, September 30, 2019

Students can waitlist for classes that are
at the same time, but the system will
never pull them off the waitlist.

If the students are trying to take
conflicting courses, thely must comBlete
and submit a time conflict request by
the add/drop deadline.
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Registration Holds

w Error Messages

Message Sequence 1

Holds on a student’s record may ) Fold on record, Add not processed. (14640.7)
prevent reglstratlon There iz a hold on this record, preventing the ad

Common holds: Student Accounts,
immunizations, advising, departmental

Student’s can view their holds (as well
as the contact information associated
to them) on their Student Center
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Prerequisites

Issues —
~ PHYS 132 or CHEM 124 or 127

PHYS 132 or CHEM 124 or 127 - 4 Units Required (Also Meets GE B3 & B4) (R

« Units: 4.00 reguired, 4.00 taken, 0.00 needed

- Students with incoming transfer credit

The fellowing courses were uged to satisfy this requirement:

may not meet the pre reqUiSiteS Course  Description Units  When Grade Exception
. . GEB3 1TR  Physical Science 3.50 23'1'9@‘3"“ 200 A
- Class standingis a common s I Py T~ = By e
prerequisite issue, based on units T s
earned

- Credit met with course substitutions do
not meet prerequisites
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Unit Load

Student may enroll up to 16 units
during the first round of registration
and 22 units during the second round

The waitlist will not add a studentto a
class if they do not have enough units

If students are going to exceed 22 units,
they will need to submit an Excess Unit
Petition
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Waitlisting

- Students can waitlist for up to 16 units

- The waitlist process runs nightly during
registration to enroll to studentsin
courses with enrollment capacity and
that they meet the requirements for

- The waitlist process runs twice a day
during the first 4 days of instruction for
a term

| search for Ciasses || Enroll || myAcademics |

Shopping Gart | Add | Drop | Swap | Edit | My Glass Schedule

Add Classes =G

1. Select classes to add - Enroliment Preferences

Fall Quarter 2019 | Undergraduate | Cal Poly
PHIL 335 - Social Ethics

Class Preferences

PHIL 335-04 Lecture M Closed Permission Nbr
Session Regular Academic Session Grading | Credit/ No Credit: StudentOp v
Career Undergraduate Units 4.00

Enrollment Infarmation I
Requirement Designation General Equc Area C4 & USCP
« Prerequisite: Junior standing or Philosophy
major; completion of GE Area A with grades of
C- or better; completion of one course in GE
Area B1 with a grade of C- or better; and
completion of GE Area C2.

= GEArea C4
Cancel ) | Previous | Nest
Secion  Component Days & Times Room Instructor StartiEnd Date
04 Lecture MoWe 4:10PM - 6:00PM Engineering East 0129 Jeremy Dickinson 09/19/2019 - 12/06/2019
NOTES
Class Notes Some seats are reserved for new freshman or transfer students. Any remaining
seats will be made available to all students on the first day of the second round of
registration.
=
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Permission Numbers

Printable Course Info

Released to faculty on the 5t day of .-
instruction for the term USE""'E”‘”EL

Permission numbers are all set differently Change Identity = View My Info

Some permission numbers override
requisites

Some permission number override closed
class

Some override both
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PERC

MATH 142. Calculus Il. 4 units

- Post Enrollment Requisite Check GE Area B1
Term Typically Offered: FW,5P,SU
« Occurs after the fully graded term Prerequisite: MATH 141 with a grade of C- or better

Techniques of integration, applications to physics, t
HMRS/MATH 142, Fulfills GE B1; for students admitt
required to fulfill GE Area B.

- Verifies requisites have been completely
fulfilled for a future class the student
was conditionally enrolled in

- Students who do not fulfill requisites
will be dropped from courses
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Reserve Capacities

Open Reserved
Instructor Seats Seats
Available Available

Class
#

Seats

Include  Sec. Type Taken

1on Notes: This secfion is made possible by College Based Fees.
Anthropolegy/Geography or Seciology majors during the registration rotation

¢ Set by th e d e pa rtm e nt to e ns u re a Ce rta i n vailable te all students on the ﬁrsl day ufupen enrclime; 4
po p u latl O n Of Stu d e ntS IS a b le tO e n rO ll Cd Eflshlmsaelglrldr?ound uileglsllalmn e available t

Jones, Terry 7
L

01 LEC 2748 0 213

- Multiple reserve capacities can exist for
one class

Still open
seats available

- PASS groups the reserved seats available
together

Reserve Capacity
has been met

- Maintain Schedule of Classes (PeopleSoft)
— has the reserves capacities broken down
by each reserve
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Editing a Class

1. Select a class to edit - Enrollment
Preference

Winter Quarter 2018 | Undergraduate | Cal Poly

- Onceregistered, a student may edit e
class grading basis or changes units for

HIST 223-01 Lectura .Dpan Permission Nbr =
° o Credit | No Credit: St j.gent Op
variable unit courses ot rm ey crning 4 s -
Career Undergraduate Units 4.00

- If multiple lab sections are available for prme— e o,
a class, the student may also use the
edit function to change lab sections
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Swappping a Class

V Success: Classes were swapped x Error: Unable to swap class
Message Status
Message: You are required to take this requirement
o O n Ce regiSte red , a Stu d e nt m ay Ch OOSQ ﬂ:ziﬂgigosnﬁmtgﬂz‘dass. The reguirement designation option o
to swap classes walt st I position pamber 16, o | ¥

- This action preforms an add and drop
together

- If astudent selects to waitlist the class
they are trying to add, it may drop them
from their enrolled class
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Tools for
Troubleshooting

Poly Profile

Advising Tools

- PolyProfile - can check for | |
prerequisites, class standing, * PolyProfile M
- Advisee Student Center - can see what e ﬂ
the studentis currently enrolled in, enrollments, term history,
Degree Progress Report, weekly academic program,
SCh ed u le addresses and grades.

Mote: Data from this source

- Catalog - best place to reference for s refreshed nightly.
prerequisites for courses
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Tools for

Troubleshooting, e

Home | Plan Your Degree ¥ | Register For Classes ¥

cont’d  ome | Fanvour gree | L

HOW TO REGISTER

REGISTRATION INFORMATION

- Maintain Schedule of Classes - reserve capacities

and enrollment ca paCitieS Enroliment Appointments Registration Overview
. . . . Block Schedules PASS (Class Schedule)
- PASS - class schedule information, can assist with _
. . . . . . . Mewly Admitted Transfer Student Center
finding time conflicts, view reserve information Students o
d Class

Academic Progress Gauge

- The Office of the Registrar website - provides Lo el
. y . . . Tuition and Fees
tutorials from a student’s view and information Swap a class
Graduate Students i
for faCUlty Edit 2 class (CR/NC)
Leave of Absence )
. . Audit a class
- The Office of the Registrar staff - we are always Withdrawal ol
|
happy to help PalyPlanner S

Permission Number

N\ y 4
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Questions?

& CALPOLY



