
How to get an add code 

To get an add code, you will need to email the instructor for the course you wish to register for. To find the instructor’s 
email address, follow these directions: 

1. Perform a class search 
2. Identify the section of the course you wish to enroll in (make sure to check how many students are on the 

waitlist “WL ACT” as instructors will add students from their waitlist first) 
3. Click on the CRN for the course

 
4. Click on the envelope icon next to the instructor name 

 

How to register once you get an add code 

1. Navigate to the Add or Drop Classes screen of Self-Service Banner

 



2. After selecting the term, you will see a Vocational and Technical Education Act (VTEA) screen. You much 
read the statement regarding Cal Grant Award Limits and check the box to show you have read it. 

 
3. You can choose whether or not to answer the rest of the questions. If you do not wish to, scroll to the 

bottom and click “I decline” 
4. Next you will see the Add Classes Worksheet. Type in the CRN for the class into the box and click submit 

changes.

 
5. Enter in your add code into the box labeled “Registration Add Auth Code” and click “Validate” 

 
6. Make sure you see “Approved” under the columns labeled “Status” and “Reason” then click “Subbmit 

Changes”

 
 
 

 


