REGISTERING STUDENTS ON SATURDAYS
To ADD:

1.Instructor obtains the packet "Registration Form for One Day Classes" @ Admissions & Records.The packet consists of:

· Application for Admission

· Registration form for "One Day Classes"
2.      Have the student fill out the form (completely).

3.      Instructor signs the form.

4.      Submit the packet(s) to A&R.  In most cases - since A & R is closed on Saturdays, please drop off the packets in the A & R drop box (located by Exit door).  Once A & R receives the packet, it will be processed.

· Students will get added to the classes (granted they do not have HOLDs on their records).

· Students will be billed for the class.

· Instructors may log-in to MyWebServices a week after submitting the packets to A & R to post student's grades.

Note:  Students cannot add on-line or via TReg - since this is just a

1-day class.  The only way students will be added to the class is through the 1-day

packet.

To DROP "no-shows":

1.      Instructors print a copy of their roster

2.      Mark "No-Show" next to student's name(s).

3.      Sign the roster.

4.      Submit the roster to A&R.
