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Late‌ ‌Add‌ ‌Petition‌ ‌Online‌ ‌Form‌ ‌Instructions‌ ‌for‌ ‌Students‌ ‌ 
‌ 

1) Log‌ ‌into‌ ‌Etrieve‌ ‌by‌ ‌clicking‌ ‌on‌ ‌the‌ ‌SBCC‌ ‌logo‌ ‌at‌ ‌the‌‌bottom.‌ ‌You‌‌will‌‌then‌‌be‌‌redirected‌‌to‌‌the‌‌SBCC‌‌Pipeline‌‌                                         
Login‌ ‌where‌ ‌you‌ ‌will‌ ‌enter‌ ‌your‌ ‌SBCC‌ ‌credentials.‌‌ ‌  

‌ 

‌ 
‌ 

2) Once‌‌you‌‌log‌‌in,‌‌you‌‌will‌‌be‌‌directed‌‌to‌‌the‌‌Late‌‌Add‌‌Petition‌‌which‌‌will‌‌appear‌‌on‌‌the‌‌right‌‌side‌‌of‌‌the‌‌screen.‌ ‌                                             
Please‌ ‌be‌ ‌sure‌ ‌to‌ ‌review‌ ‌the‌ ‌Late‌ ‌Add‌ ‌Petition‌ ‌Policy‌ ‌Information‌ ‌at‌ ‌the‌ ‌bottom‌ ‌of‌ ‌the‌ ‌form.‌ ‌ 

3) Certain‌ ‌fields‌ ‌are‌ ‌pre-populated‌ ‌on‌ ‌the‌ ‌form‌ ‌for‌ ‌you‌ ‌(SBCC‌ ‌ID,‌ ‌name,‌ ‌email,‌ ‌and‌ ‌term).‌ ‌ 
‌ 

‌ 



‌ 
4) Select‌ ‌the‌ ‌course‌ ‌information‌ ‌for‌ ‌the‌ ‌course‌ ‌that‌ ‌you‌ ‌have‌ ‌been‌ ‌attending‌ ‌during‌ ‌the‌ ‌first‌ ‌two‌ ‌weeks‌ ‌of‌‌the‌‌                                     

semester,‌‌but‌‌were‌‌unable‌‌to‌‌register‌‌in‌‌prior‌‌to‌‌the‌‌add‌‌deadline,‌‌and‌‌would‌‌like‌‌to‌‌submit‌‌a‌‌Late‌‌Add‌‌Petition‌‌                                         
in‌ ‌order‌ ‌to‌ ‌enroll‌ ‌in‌ ‌the‌ ‌class‌ ‌now‌ ‌that‌ ‌the‌ ‌add‌ ‌deadline‌ ‌has‌ ‌passed.‌ ‌ 

a) Select‌ ‌the‌ ‌course‌ ‌from‌ ‌the‌ ‌drop-down‌ ‌list.‌  ‌Please‌ ‌wait‌ ‌a‌ ‌few‌ ‌minutes‌ ‌for‌ ‌the‌ ‌information‌ ‌to‌ ‌populate.‌‌ ‌  
b) Select‌ ‌the‌ ‌corresponding‌ ‌section‌ ‌(CRN)‌ ‌for‌ ‌the‌ ‌course‌ ‌from‌ ‌the‌ ‌drop-down‌ ‌list.‌ ‌Please‌ ‌wait‌ ‌a‌ ‌few‌‌                               

minutes‌ ‌for‌ ‌the‌ ‌information‌ ‌to‌ ‌populate.‌‌ ‌  

‌ 
‌ 

5) Type‌‌in‌‌the‌‌reason‌‌for‌‌not‌‌being‌‌able‌‌to‌‌add‌‌the‌‌course‌‌prior‌‌to‌‌the‌‌add‌‌deadline,‌‌check‌‌all‌‌the‌‌boxes,‌‌and‌‌then‌‌                                             
click‌ ‌on‌ ‌the‌ ‌“Submit”‌ ‌option‌ ‌on‌ ‌the‌ ‌bottom‌ ‌of‌ ‌the‌ ‌form.‌ ‌ 

‌ 

‌ 



‌ 
‌ 

6) Check‌ ‌your‌ ‌‌Pipeline‌‌Account‌‌for‌‌an‌‌email‌‌confirming‌‌your‌‌request‌‌(this‌‌may‌‌take‌‌a‌‌few‌‌minutes)‌‌and‌‌providing‌                                   
you‌ ‌with‌ ‌instructions‌ ‌on‌ ‌how‌ ‌to‌ ‌check‌ ‌on‌ ‌the‌ ‌status‌ ‌of‌ ‌your‌ ‌Late‌ ‌Add‌ ‌Petition.‌ ‌ 

a) Clicking‌‌on‌‌“Click‌‌Here”‌‌in‌‌the‌‌email‌‌that‌‌you‌‌received‌‌will‌‌take‌‌you‌‌to‌‌your‌‌Late‌‌Add‌‌Petition‌‌where‌‌you‌‌                                       
can‌ ‌see‌ ‌the‌ ‌“History”‌ ‌of‌ ‌your‌ ‌petition‌ ‌and‌ ‌see‌ ‌the‌ ‌actual‌ ‌status‌ ‌of‌ ‌your‌ ‌petition.‌‌ ‌  

‌ 

‌ 
‌ 

7)  ‌You‌ ‌will‌ ‌then‌ ‌be‌ ‌taken‌ ‌to‌ ‌Etrieve‌ ‌so‌ ‌that‌ ‌you‌ ‌can‌ ‌check‌ ‌on‌ ‌the‌ ‌status‌ ‌of‌ ‌your‌ ‌Late‌ ‌Add‌ ‌Petition‌ ‌in‌ ‌real‌ ‌time.‌ ‌ 
a) Click‌‌“History”‌‌in‌‌order‌‌for‌‌the‌‌history‌‌box‌‌to‌‌open‌‌so‌‌that‌‌you‌‌can‌‌check‌‌on‌‌the‌‌status‌‌of‌‌your‌‌Late‌‌Add‌‌                                           

Petition.‌ ‌ 

‌ 

https://pipeline.sbcc.edu/


‌ 
8) Once‌ ‌your‌ ‌Late‌ ‌Add‌ ‌Petition‌ ‌has‌ ‌been‌ ‌approved‌ ‌or‌ ‌denied,‌ ‌you‌‌will‌‌receive‌‌an‌‌email‌‌in‌‌your‌‌Pipeline‌‌account‌‌                                     

informing‌ ‌you‌ ‌of‌ ‌the‌ ‌decision‌ ‌of‌ ‌your‌ ‌Late‌ ‌Add‌ ‌Petition.‌ ‌ 
a) If‌ ‌your‌ ‌petition‌ ‌was‌ ‌approved,‌ ‌you‌ ‌will‌ ‌receive‌ ‌the‌ ‌following‌ ‌email:‌ ‌ 

‌ 
b) If‌ ‌your‌ ‌petition‌ ‌was‌ ‌denied,‌ ‌you‌ ‌will‌ ‌receive‌ ‌the‌ ‌following‌ ‌email:‌ ‌ 

‌ 

‌ 
‌ 

‌ 
‌ 

For‌ ‌additional‌ ‌assistance,‌ ‌please‌ ‌contact‌ ‌Admissions‌ ‌and‌ ‌Records:‌ ‌‌http://www.sbcc.edu/admissions/‌ ‌ 

http://www.sbcc.edu/admissions/

