                                 SOATERM 
            (set up for registration and self service)

SOATERM is an important screen for setting up registration each quarter. Soaterm performs the following functions:

Activates Registration

Activates Drop Codes

Activates Add Authorizations codes

Activates Overall Web Registration dates.

Below are the boxes that should be checked. The re-Admit box is the quarter and year that the student needs to be attending to allow the student to be continuing. (This is the prior quarter – for Fall it would be the prior Spring.. Also the hold password is OVR to allow overriding in SFAREGS.
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Go to options at the top of the page and choose “BASE PART OF TERM” The base part of term description and dates should already be populated. The dates need to be checked. 
      The part of term Default dates and Web registration dates need to be filled out. You need to click on each line in the base part of term and fill out the specific dates for the six different sessions (Full, first six weeks, second six weeks, eight weeks, term spanning and ten weeks). You click on each different session in base part of term and then click on the four “Part of Term” default dates (Last Date to Enroll, Last Date for a Refund, Last Date to Record Academic History and Last Date to Drop without Penalty). You need to put the broadest possible dates for each different session. The earliest possible add date and drop date for each of the four defaults.   

After Checking with Nancy Chao she indicates that the Last Day for Refund for each of the Six, Eight and Ten week base parts of term should be the same date. The Sunday of the first week.

If you click on Next Block (from the top menu) you would then go to the “WEB REGISTRATION DATES” in the third block. You would put the absolutely first day of registration for all sessions and the last day to register for all sessions.
For Faculty self service you also would check the boxes under Faculty Web Wait List so that the instructors can see the waitlist online. You would also check the Faculty Web Final Grades boxes when faculty need to enter grades online. The faculty can play with the grades until the Admissions office rolls them over into Academic History. Then they can no longer touch the grades. We can also uncheck the grade boxes to stop them from entering grades. This can be done for each part of term when the grades are due instead of waiting for the end of quarter for all parts of term.
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Next go to options and choose “REGISTRATION ERROR CHECKING”. Choose “Fatal” (which means the system will check those options) or “No Check” (which means the system will not check). Do not choose “Warning”
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The next option to choose at the top of the page is “REGISTRATION PROCESSING CONTROLS”.

 Under “Registration Add Authorization” you would check Active for Term (to activate add codes).

 “Disable before start date” is checked when the waitlists are active.
Days required you would type in 0. 

Days reusable is the number of days you would want the add code to be active. (De Anza  is using 2.

You would also want to check “Computer Drop Code/Fee Refund. This would enable the system to pick the appropriate drop code for the student. If you do not check the student can choose their own drop code.
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Soaterm is also used for Grade setup for instructors and students to access grades on the Web. You would go to bottom of the page and click on the button that says “Process Web Controls” in the lower left hand side. Under “Grade Displays Controls” you would check the box next to “Display Final Grades”. 

     Under Faculty and Advisor Controls” you would check the box next to “Display Schedule and “Display Class List” so that the instructor could see their Schedule and Class lists online. 

     Also under “Class Option Change Control” you would check the box next to “Change grade mode”. This will allow  a student to request Pass/NoPass online. You need to uncheck this box on the Friday of the fourth week on the deadline for Pass/Nopass.  

Under WebCaPP Controls you would check the Webb Catalog Term box when the catalog was available for that term. You would uncheck it when the new catalog is available. If not the faculty will see all the catalogs that have had that box left checked.  
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