Issuing an Add Authorization

Add Authorizations replaced the electronic add card beginning Fall 2023. Once a class starts meeting, a student will need
an Add Authorization to register for the class section whether seats are available or not. Once you authorize the student

to enroll in your section, tell the student to go to their MyBC Self-Service portal to complete the registration. See

instructions below:

NOTE:

Add Authorizations are valid until the section’s Census date. It is your responsibility to monitor and revoke Add
Authorizations that are active prior to Census (see the Census date on your Section Details in Self-Service).

STEPS

SCREENSHOT

1. After receiving the student request to
add via email or in person, confirm
the student’s full name and ID#.

2. On the Butte College home page, click
MyBC

For example: Isaac Newton, ID# 3000000

Our Campus and
Centers are Open
to Assist you

3. Login to Self-Service on your
computer or mobile device.

4. Enter credentials and log in

MYBC PORTAL CURRENT STUDENTS FACULTY & STAFF

Login to Self Service > Login to Q

‘ Butte College
/_ Butte-Glenn Community College District

Log In to PortalGuard

Username

scarpelliju@butte edu

Password

Login

Forgot Password



https://www.butte.edu/
https://www.butte.edu/portal/
https://selfservice.butte.edu/student

5. Click on Faculty module to open the s (.
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6. Inyour Faculty Overview screen, your Manage your courses by selecting a section below
assigned sections are displayed in
term order. Click on the section link to Fall 2023
open the Section Details screen H Times
HLTH-2-MN2004: Health & Wellness 8/21/2023 - 12/15/2023
HLTH-2-N2264: Health & Wellness 8/21/2023 - 12/15/2023
KIN-23-M2260: Weight Training |
KIN-24-M2742: Weight Training Il
Summer 2023
Section Times
HLTH-2-MN2525: Health & Wellness 6/12/2023 - 8/3/2023
7. In the Section Details screen, the Section Details
. . . . < Backto Courses
section information for your assigned
section Is _O"Sp'ayeo'- _Th's Page ISyour | 141 TH-2-N3302: Health & Wellness
launch point for section related -
Surnmer 2023
actions. Take note of the various tabs. Online
This is where all section functionality 6/12/2023 - 3/18/2023
. . . . MET, ONLIME Lec-Internet
is nested. Click on the Permissions
Seats Available @  1/1/0
ta b. Students Enrolled 0
Waitlisted 0 of 15
Accounting Method - Census Accounting
Add Card Required - Mo
Refund Date - 6/17/2023
Last Date to Drop without a "W" - 6/25/2023
Census Date - 6/26/2023
Withdraw Date - 5/2
50% Date - 7,
75% Date - 5/1/
Todays Date - 7/25/2023
Roster Enroliment and Contact Report
Roster Census Grading Permissions it
8. In the Permissions tab, click the Add Roster Enreliment and Congact Report
Roster Census Grading Permissions Waitlist

Authorization box.

Faculty Permissions

Choose one of the categories below

ﬁ Faculty Consent

Review and manage faculty consent.

Add Authorization

" Review and manage add authorizations




9. The Student Add Authorization screen Roster Enroliment and Contact Report
will display the authorized students Roster Census Grading Permissions Waitlist
that can add the class during the add
period. Back To Faculty Permissions
Student Add Authorization Student Name er D
E Currently there are not any Add Authorizations.
10. In the search box on the right, type Roster Census Grading Permissions Waitlist
the student ID and press Enter. This
will display the student that matches Back To Faculty Permissions
that ID. Single click on the student you 'S
wish to add. Student Add Authorization 52755
3527393
saac Newton
E Currently there are not any Add Authorizations. Social and Behaviars
Science
11. You can also retrieve the Student ID Roster Enroliment and Contact Report
from the Waitlist roster if the student Roster Census Grading  Permissionsg  Waitlist
was on the Waitlist. Click on the
Nonactive Waitlist. Copy the Student
ID and paste it into the Add
Authorization search box. Active Waitlist
NOTE: Take a screenshot OfyOUf No students are actively waitlisted for this section
Active Waitlist the day before the
class starts so you can see the waitlist
rank for making add authorization Nonactive Waitlist
determinations!!
12. Click the OK button in the Add Authorization Confirmation
confirmation dialog to add the D5 o0 et 20 gt an ACE Authorization fo Isaa Newton”
student.
13. The student is now authorized to Student Add Authorization 3527893
register for the class in Self-Service
and the record is displayed. o
Student Student ID Authorization Status Date Status
Name Code
Let the student know they have been
authorized and when the 3527253 7/25/2023 Revoke
authorization will expire. You will see e HIe03 M
the hyperlink Revoke in the status Newton
column. When the student registers
for the class, the status changes to
Registered.
3527893 7/25/2023 Registered
4:59:05 PM
Isaac

MNewton




CANCEL AN AUTHORIZATION:

Add Authorizations must be revoked by the
section census date or before at the
instructor’s discretion. Go to the Add
Authorization box and click on the Revoke link
and the status will change to Revoked. If you
don’t revoke these before Census, you may
get some late adds!!!

Recommendation: Set a deadline of 24-48
hours for students to add the class. Revoke
any Add Authorizations that don’t have a
status of “Registered”.

Student Add Authorization

Student Student ID
Mame
3527863
Isaac
Newron

Authorization
Code

Status Date

3527893

Status




