ONLINE CLASS ADD MODULE

Student Instructions
Date: February 3, 2010

Purpose

The purpose of the Online Class Add Module is for online students who are interested in adding online
courses. This process will eliminate the paper work steps required for an online student to add an
online course.

How the Online Class Add Request Module works

Basically, the student will have to go to the ACE Portal located at http://academicportal.elac.edu and

click on Student Online Class Add Request Login button on the right hand side. (Figure 1.0)

It will prompt for them to login with their ACE username and password. To learn abput your student
ACE accounts go to the following website and click on Student Account Details. httgk//go.elac.edu
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How do I log into my class? 0
What is your Faculty Login Account
The username (ACE Account) is generated from a faculty's name using the [first six letters of the last name] + [first initial] +
[middle initiall. For instance, Mark R. Robinson would have this username [robinsmr] & this e-mail address Note: Students can makli a request to add classes
[robinsmr@go.elac.edu]. The password is "Elac," followed by the last six digits of the faculty's employee number. For example, but the offical day for tifg instructor to review you

request and responfll is Monday 8th, 2010.
if Mark Robinson's employee number is 10712345, his password will be Elac712345,

‘What is your Student Login Account I

Username: Your username is the same as the Student ID number which starts with 88 and is a 9-digit number. For example, a s
student named John M. Smith with student ID number 881234567 and born on January 8, 192, would have the following
account information: Username: 881234567 =

Password: The password starts with "Elac," and is followed by the month and day of the student's birthday using this format
ElacMMDD. Note that the "E" must be capitalized. In the example above, the student has a birthday of January & and the
password would be as follows: Password: Elac0108 =
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After they login successfully with their ACE account, they will see the following screen. (Figure 1.1) This
is the student Online Add Request Module interface. There are a few web controls there, the drop
down list box, the current semester course Listing. The current semester course Listing (Figure 1.4)
displays the current classes the student is taking, and also the status of their Add request. It will display
either the request is pending, faculty and admission approved or denied. The current course listing is
where the students can find out if their add request is denied, approved, or pending.

To find a class that the student wants to add, they will have to click on the drop down list box to preview
all online classes offered by the College. Figure 1.2 After they selected the class they want to add, the

selected option will appear in a row. (Figure 1.4)

Figure 1.1 Student Online Class Add Request Interface

ACE Academic Po

Class Asd Request Application AMBER LUNA
08 FM

The following are all avallable classes to add. You can usa the search for classes by clicking on the drop down list to
entry will appear. Click on Select, this will allow you to request to add the class by clicking on the submit button.
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Figure 1.2

‘Welcome to the Online Class Add Regquest Application AMBER LUNA
Today's Date: 2/2/2010 2:16:08 PM

The following are all ilable cl to add. You can use the search for classes by clicking on the drop down list to fin
entry will appear. Click on Select, this will allow you to request to add the class by clicking on the submit button.

ACCTG 001 - Section- 1401 - Instructor ISABEL YEUNG M
EACCTG 001 - Section: 1401 - Instructor: ISABEL YEUNG
ACCTG 001 - Section: 1430 - Instructor: SATOSHI KOJIMA

ADMJUS 001 - Section: 1467 - Instructor- MANUEL SANTOYO

ART 101 - Section- 1494 - Instructor- SURANA SINGH BISCHOFBERGE
ART 101 - Section- 1514 - Instructor- SURANA SINGH BISCHOFBERGE
T ART 102 - Section: 1556 - Instructor: SURANA SINGH BISCHOFBERGE

CAQT 001 - Section: 1403 - Instructor: ELAINE SHIBATA "

CAQT 048 - Section: 1491 - Instructor: KAREN CROSS Slhen 0412
CAQT 082 - Section: 1413 - Instructor: GERRI PAREDES

CAOQT 085 - Section: 1412 - Instructor: REBECCA HSIAQ ATH 098s
CAOQT 145 - Section: 1508 - Instructor: REBECCA HSIAQ Usic 1472
CHDEW 001 - Section: 1402 - Instructor: MARGARET OZUNA

CHDEWV 001 - Section: 1419 - Instructor: ELVIA B GONZALEZ HEATER 1471

CHDEWV 010 - Section: 1423 - Instructor: BRIGETTE THOMPSON
CHDEWV 011 - Section: 1465 - Instructor: ELVIA B GONZALEZ
CHDEW 030 - Section: 1417 - Instructor: WENDY BASS KEER
COSCI 200 - Section: 1404 - Instructor: SONG SU

COSCI 201 - Section: 1405 - Instructor HELEN SHERAN

COSCI 201 - Section: 1406 - Instructor: SONG SU

COSCI 201 - Section: 1416 - Instructor HELEN SHERAN

COSCI 208 - Section: 1407 - Instructor HELEN SHERAN

COSCI 257 - Section” 1410 - Instructor: SONG SU

ENGLISH 101 - Section: 1426 - Instructor EDUARDO MUNOZ
ENGLISH 101 - Section: 1437 - Instructor EDUARDO MUNOZ
FAM&CS 021 - Section: 1414 - Instructor- DOROTHY DIXON
FAM&CS 031 - Section: 1415 - Instructor MARGARET OZUNA
FRENCH 001 - Section” 1474 - Instructor: MARY ECKHERT
FRENCH 002 - Section” 1475 - Instructor: MARY ECKHERT
FRENCH 010 - Section” 1502 - Instructor: MARY ECKHERT (¥4




The student will click on the “Select” link located on that grid to confirm that they want to add the class.
Then a few questions will appgar asking for the reason why they are taking this class, and their email

accounts. (optional). Studepts will need to click on submit button to process the request,
which gets emailed to the/nstructor and saved into our Online System.

Figure 1.4
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Welcome to the Online Clgss Add Request Application AMBER LUNA
Today's Date: 2/3/2010 2/16:08 PM

| CAOT 035 /Section” 1450 - Instructor: KAREN CROSS v

Reason foy/ taking this class: |»"—"tdd "|

Note it if your responsibilty to check the Academic Portal Add Request Status Uaily to find out if you have
Email: | Confirm Email: | |[_submit |

Seed [0 Josor | o35 lsing Joowamoto

The following is your current enroliment for Spring 2010

CourseNumber CourseName

| Spring 065 CHEW

NOTE: Students should close their browser once they are done with the add request. It’s the student’s
responsibility to log into the portal daily to review if the status of their request.

If your Add Status display “Faculty Approved”, that means that your instructor has approved your
request, however Admissions will have to check your student information before finalizing your add
request. Once you receive an “Admission Approved” status, then your class has been official added.

It can take up to 48 hours to access your online\course. To access your course, go to www.myetudes.org
For directions on how to log into your course, go\to http://www.elac.edu/online/courselogin.htm

Once you log into the Etudes system. You will see % tab with your class heading. When you click on that
tab, you will be in your course where syllabus and class information is located.

The following is your current enroliment for Spring 2010
Semester CourseNumber CourseName AddStatus Date Submit

Spring 101 ENGLISH 0706

3pring 010 PHOTO 147

Spring 259 PHYSED T2

Spring 630 PHYSED 2403

Spring 681 PHYSED 2012

3pring 726 PHYSED 2036

Spring 100 THEATER 1493

Spring 257 COSCI 1410 Admission Approved 21212010 11:18:31 FM




