What do faculty need to know about Add Codes?

Unique, random Add Codes are created for each section and can be accessed by going to the Faculty Menu on WebAdvisor and clicking the “Add Codes” link. 

Add Codes replace the paper Add Slips of the past. Admissions and Records will no longer accept Add Slips. 

Add Codes can only be used during the Add Period which is from the first day of class until the “Add By” date found on the Class Roster.  
Tracking the codes that are given out is important! Each Add Code may be used only once. If the same Add Code is accidentally given to two students, only the first student will successfully add the class. The second student will have to return to the instructor for a different code.  

Instructors may choose the best method for their specific classes to manage and track Add Codes. Here are a few examples…
Add Codes can be:

· printed from WebAdvisor and taken to class 

· copied into another program 

· written down at the end of the Class Roster

· emailed to students

· looked up in class and given to students verbally 
Once the student has added using the Add Code, his or her name and student ID will appear on the Add Code page in WebAdvisor next to the actual Add Code used. 
If you anticipate using all of your Add Codes, additional Add Codes may be requested through the Division Office. (The number of Add Codes initially created will be the same as the capacity of the class. For example, a class with a capacity of 30 will have 30 Add Codes available.)
Add Codes cannot be used during the Registration Period (before the class starts).

Students with valid Add Codes will still be blocked from adding if they don’t meet the course prerequisite, are on academic or progress dismissal, or have any hold on their record for administrative reasons. Direct students with questions about such blocks to Admissions and Records 
If you have questions about or issues with Add Codes, contact your Division Office staff or the TLC, 479-5030.















