Faculty Guide — How to Approve Late Add Requests in OnBase

After a student in one of your courses has submitted a Late Add form, you will receive an email
notification. Please note the hyperlink will be unique to each form and email:

Important: Instructor Review Needed- Test Anthony Student's Late Course Add Request
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Dear

There is a new Late Course Add form that needs your review.

The student will not be able to register in a class until you have reviewed the request.
Student Name: Test Anthony Student

‘Course Details:

CRN: 13031

Course Title: Anth 195: Upper Div Undergrad Research

Term: Spring Semester 2021 - Full Term

Instructor:.

Please use the link below to access the form to record your dedision

If you receive an error when dicking on the link above, copy and paste the URL into one of the following supported browsers.
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If you have questions regarding this notification, please e-ma

Thank you,

Office of the Registrar

Clicking on the link in the email will bring you to this screen. Log in using your UCM Single Sign-On
credentials:
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After logging into the system, you will see a view of the student’s form submission:
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Student Late Course Add

Please submit this form in order to 2dd a course during the late add period. The reguest must be approved by the instructor of the course. Please visit course deadlines to review the Add/Drop/Withdraw dates

Personal Information

Student i) Last Name Student First & Middie Name Email Siudent Level
Term & Course Information

Please select the Term and enter your CRN for the course you want to add late

Please Select a Term*

If your course has required subsections, only enter the CRN for the primary, unit-bearing section

CRN* Course Tite Instructon Name
Instructor Comments
I *=sPLEASE NOTE: If you are denying the Torm, please provide a reason. This will be included in the email 1o the student I

Form Control
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If approving a request, go directly to Step #3. If declining a request, follow Steps #1-3.

Step #1: To deny the student’s request for a late add, you must specify a reason in the “If you

are denying the request...” box (see red rectangle). This will be used in the email sent to the
student.

Step #2: Click the Save button (see red oval) only if declining a request.

Step #3: Click the Approve or Deny button (see red arrow). This step launches an automatic
process that either applies the appropriate override codes for the student in the registration
system if approved or removes the form from the workflow if declined. In both instances, the
student will be notified of your decision automatically via email.

If you have questions or need additional assistance with this process, contact the Registrar’s
Office at registrar@ucmerced.edu.
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