SKYLINE COLLEGE ADMISSIONS AND RECORDS

WEBSMART FACULTY SERVICES TIPS
SPRING 2008 
January 22, 2008 – June 2, 2008
See the WebSMART Faculty Services Menu attached.
1.  CLASS LIST/ATTENDANCE:   available now
Print /View daily until the end of late registration for the most current record of enrolled students.  Check registration in your classes and take class attendance on this page.    
> DETAILED CLASS LIST will provide you with additional information about your students and can be downloaded into Excel or Gradekeeper.

>waitlist - If your class was open for a waitlist, you may have students listed at the bottom of your roster waiting for a space in your class but could not enroll because the class was full.   WAITLIST ends when classes begin.  If these waitlisted students attend your class on the first day, you may wish to give them priority for authorization codes to register if you find spaces are available in your class.  Please check with your Dean for procedures your division is using for a waitlist.   
2.  AUTHORIZATION CODES: available now
You may print up to 60 authorization codes.  Additional codes may be requested from the Admissions and Records Office, if needed.  
· Do not issue codes until the first day of class 
· Stop issuing codes the day before census day for each class. 
3. View CLASS PLACEMENT SCORES (where applicable):  available for any class that requires student test scores as a prerequisite.
4. INFORM students of important dates shown on your CLASS LIST.   
*These dates are critical for you and your students.  For some courses, a withdrawal must be made on the first day of classes.
*Last day to drop for a refund  - if you want to report a "NO SHOW", this is a good date to use to help the student get a refund. 

*Last day to drop without appearing on record

*Last day to withdraw for the term 
5. OFFICIAL CLASS RECORD - after census.  
DO NOT ALLOW students to sit in your class if they are not on your Official Class Record.  Send them to the Admissions Office to process a late registration.
CREDIT/NO CREDIT OPTION 

If your class allows a grade option, students must select the option for themselves via WebSMART registration by the specified deadline for your class - that is up to the 30% point of your class.  That date is the ACAD Cut Off date shown on your Temporary Class List.
REPORT CENSUS!   See Faculty Services Menu @ CENSUS/ENROLLMENT VERIFICATION FORM –  
This task is REQUIRED by state law of ALL FACULTY (the auditors check on this).  
SUBMIT at least ONCE the day before* your class CENSUS day, EVEN IF YOU DO NOT DROP ANY STUDENTS.
· Drop students who never attended or who stopped attending PRIOR to Census Day. 

· Always click “SUBMIT” on this form to complete your transactions.  
CENSUS COUNTDOWN! - the clock tells you the status of your submission(s).
CENSUS for full term classes must be reported by midnight, February 10, 2008.
CENSUS for short term classes is usually the first day.  You have until midnight of the FIRST day to report*. 
If you do not complete census ON TIME via WebSMART:

· print a Class List

· indicate any drops you intended to make by the student's name or indicate "None" if you dropped no students 

· submit the signed Class List to Admissions and Records  
We must have these available for the auditors if you do not submit census electronically.
ENROLLMENT VERIFICATION:  See menu @Census/Enrollment Verification) - Use after CENSUS.  A new feature is EARLY ALERT.
· If you choose to initiate a withdrawal for a student who has excessive absences, drop him/her on the Census/Enrollment Verification form at any time through the Last Day to Withdraw for your class for the term. 

· You cannot back date.  The withdrawal will be effective the day you submit the withdrawal for the student on the Web. 

· If you withdraw a student in error, notify the Admissions Office to reinstate the student.

· If a student is having problems, contact him/her via EARLY ALERT.

END OF THE TERM:  See menu @ Final Grades and Positive Attendance Hours, submit your official grades.  What you record will appear on your OFFICIAL CLASS RECORD.  You will not be required to submit this roster at the end of the semester.  If you want Admissions and Records to retain your Official Class Record, you may (but are not required to) submit a signed copy to A & R.  To do so, print the Official Class Record, sign it and submit it to Admissions and Records, Building 2, Room 2225. 
Questions?  Need assistance with rosters, authorization codes or grading, contact: 
Sherri Hancock, Dean of Enrollment Services, x4238 or hancocks@smccd.edu
Sue Lorenzo, Assistant Registrar, x 4351 or lorenzo@smccd.edu 
Anyta Archer in CTL, x4207 or archer@smccd.edu
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	In order to have all the necessary documents for the start of the semester, print out the items with the FIRST DAY icon.


	 
	Faculty WebSMART FAQs 
The Centers for Teaching and Learning has teamed up with the Admissions and Records offices to provide answers to the most common questions related to Faculty WebSMART. 

	 
	Step 1:Semester Selection 
Select the semester to use for listing class lists and schedules. 

	 
	Step 2:Course Selection 
Select the course to use for listing class lists and schedules. 

Step 3: Select from the following choices: 

	


	Class List / Wait List / Attendance 
Print this list to verify students registered in your class and waitlisted in your class. This form may also be used to record attendance throughout the term. 

	


	List Authorization Codes 
Get a list of authorization codes for a given CRN. 

	


	Class Placement Scores 
Get a class list with placement test scores. 

	


	
Detailed Class List
 
List summary information for students in your course, including Major, Credit Hours, Registration Date and Status. Buttons are provided that will download the class list in either Excel or Grade Keeper format.

	


	
Faculty Schedule by Day and Time
 
List your schedule in time block format.

	


	
Census Countdown!
 
Check here to verify census submission dates and status for all your classes 

	


	
Census / Enrollment Verification
 
Withdraw students who have not attended your class. This link must be invoked at least once after your class starts and before the census date for your class. Activity at this link will record an audit trail for Admissions and Records letting them know you have reviewed your class and dropped students as needed before the class census date.

	


	
Final Grades and Positive Attendance Hours
 
Report your final grades and positive attendance hours here. 

	


	
Official Class Record
 
This is your permanent class record. You are responsible for maintaining your class records, i.e. grades and attendance..

	


	
All Class List Download
 
Automatically download a comma-separated-values file containing information for all students in all classes. You can customize your list from an array of options. 


IMPORTANT DATES:

Last day for refunds – full term class


February 4, 2008

Last day to add class




February 4, 2008

Census – full term class




February 11, 2008

 
Report by midnight February 10!

Last day to drop w/o appearing on record

February 15, 2008

Holidays






February 15-18, 2008

Spring Break






March 17-23, 2008

Last day to withdraw – full term class


May 1, 2008

Finals







May 27- June 2, 2008

Graduation






May 30, 2008

Grade submission deadline



June 4, 2008

Summer first 5 week session begins


June 9, 2008

6, 7, 8 week Summer session begins
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