How to add a course to your Student
Schedule using an ADD Code:

1. Log in to Cougar Tracks

for information on how to register online.

Please enter your Student/Employee ID (e.g. A00123456), and your PIN. Your PIN s initially your birthdate (mmddyy) and then you will be promp

Note: ID s case sensitive. You must use a capital A.
1f you have forgotten your PIN, enter your Student/Employee ID, and click Forgot PIN?

To protect your privacy, please Exit and close your browser when you are finished.

user 10: [N
P

|© 2017 Ellucian Company L.P. and its affiliates.
[This software contains confidential and pr ry information of Ellucian or its subsidiaries.
Use of this software s limited to Ellucian licensees, and is subject to the terms and conditions of one or more written license agreements betw]

3. Select “Registration”
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5. Select “Current Term”
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7. Select the “Web Registered” option
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2. Select “Student”
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4. Select “Add or Drop Classes”

@ TAFTCOLLEGE
Personal Information @ Financiglid

Add or Drop Classes
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Add or Drop Classes
*** If you do not drop courses you do not wish to stay in, or you are dropped by the instructor, you will be responsible for thq
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6. Go to the course you have an Add
code for. Drop down the “Action”

menu.

current Scneaure

Status Action

CR|

| **Web Registered** on Aug 08, 2017 None

|50

*Todd a class, enter the Cou

**Web Registered** on Aug 08, 2017 |None v|50
Waitlist on Aug 03, 2017 None 53]
o

rrent Schedule
Action CRN Subj Crse SecLevel Cred Grade Mode Title
**Web Regisjr€d** on Aug 08, 2017 [None +|50060 PHIL 152021 Undergraduate 3.000 Standard  Critical Thinking
**Web Raqfétered** on Aug 08, 2017 None /50014 SPAN 160120 Undergraduate 4,000 Standard  Elementary Spanish 1
Waigyeon Aug 03, 2017 None 7 53537C0SC202041 Undergraduate 0.000 Standard  Introduction to Computer Information Systems

Total Credit Hours: 7.000
Billing Hours: 000
Minimum Hours:  0.000
Maximum Hours:  19.000
Date Aug 23, 2017 08:48 am
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https://ct-prod-ssb.taftcollege.edu:9021/ctprod/twbkwbis.P_WWWLogin
https://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2018/04/DE-Toolbox.pdf
https://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2018/04/DE-Toolbox.pdf

8. You should receive this screen that asks for the add code you were given.
Enter it, and select “Validate”.
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@ If you e a Registration Add Authorization code for a specifc CRN,please enter th

with Approved statuswill be registered, otherwise
e Add or Drop Classes form

Status Registration Add Auth Code CRN Subj
INCOMPLETE

se Sec Cred Title Reason
C0SC 202041 Introduction to Computer Information Systems Authorization Code Required - Section Closed

Validate
RELEASE=8.11 C3SC

9. You should see this “Approved” message after validating the code. If you do

not, reach out for assistance in adding this course.
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G If you have a Registration Add Authorization code for a specifc CRN,please enter the code and press the Validation button, only CRN with Approved statuswill b
to the Add or Drop Classes form

Siate egistration Add Auth Code CRN Subj Crse Sec Cred Title Reasgn
APPROVED 2347 53537 C0OSC 202041 Introduction to Computer Information Systenffs APPROVED-ID Validated

I Validate H Submit Changes H Cancel ‘
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10. Lastly: Go back to your schedule to make sure that your class states that it

was “Re-Added”. You do NOT want it to still say WL “Wait List.”

@TAFTCOLLEGE |

Personal I Information
Search

1 Aid

Current Schedule

RETURN TO M| TTE MAP  HELP  EXIT

Add or Drop Classes Status

**Web Registered** on Aug 08,
"To add a class, enter the Course Reference Number. dd Classes section. To drop a class, use the options available in the Action pull-down list.

**Weh Registered** on Aug 08,
Re-Add on Aug 23) 2017
Action CRN Subj Crse SecLevel Cred Grade Mode Title

Current Schedule

eb Registered** on Aug 08, 2017 |None v|50060 PHIL 152021 Undergraduate 3.000 Standard Critical Thinking
**Web Registered** on Aug 08, 2017 None 50014 SPAN 160120 Undergraduate 4.000 Standard  Elementary Spanish|T . .
Re-Add on Aug 23, 2017 None /53537 C0SC202041 Undergraduate 0.000 Standard _ Introduction to camute 1 Otal Credit Hours: 7.000
Totat tHouTsT7.000
Billing Hours: 7.000 . . .
Minimum Hours:  0.000 Now that you are registered and show this class on your schedule in Cougar Tracks, you need
Maximum Hours: 19.000 -

Date: Aug 23, 2017 08:55 am

to wait one day for your account to be updated in Canvas. You should be able to access the
course i Canvas the morning after you add. If not, call DE Support 661-763-7917
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