
Online Course Addition/Withdrawal’s Flow Chart 

 

End of 1
st
 period selection

Academic Affairs Division prints out addition 

authorization codes for all courses and 
sends to each department /graduate 

institute to be distributed to the course 
instructors

Classes 

start

Sit-ins during first week of classes ; online addition /
withdrawal during 2

nd
 and 3

rd
 week of classes ; withdrawals 

can be completed online . Additions for courses in ___

categories are processed based on different methods .

Courses in category _

have no maximum 

student limit

Courses in category _

can be added with 
“addition authorization 

codes”

Courses in category _

can be signed up for 
online and the system will 

allocate afterwards

Addition authorization codes can be obtained from 

course instructors at 1
st
 day of class ; courses can 

then be added online during 2
nd

 and 3
rd
 week of 

classes .

Complete course additions online 

(2
nd

 week)

Beginning of online 

additions /withdrawals 

(beginning 2
nd

 week 
of classes)

Complete course additions online (3
rd
 week); 

for exceptions , “Instructor’s Consent for 
Course Addition” form must be completed 

and submitted to pertaining academic affairs 

unit for processing prior to end of 3
rd

 week.

Online sign -ups during Monday , Tuesday , 
Thursday and Friday ; the system processes 

allocations on Wednesday and Saturday 

based on maximum students allowed .

Online sign -ups during Monday , Tuesday , 

Thursday and Friday ; the system processes 

allocations on Wednesday and Saturday 
based on maximum students allowed .

End of online 
additions /

withdrawals . 
(3rd week 

Saturday ) Imposing blockage of unacceptable course 

registrations in category _  and _  (4
th
 week)

Course registration confirmation (4
th

 week)

 


