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Spring always brings a special excitement to the Registrar's Office.  As we see flowers 
compete for attention when they begin to bloom around us, inside our office, we also 
experience several important tasks peaking and competing for our time.  The Transfer and 
Graduation Advisors (previously called Evaluators) process the highest number of graduation 
checks for the year and at the same time address the needs of those graduating at the end 
of spring.  At the same time, Records Specialists respond to the greatest number of 
transcript requests from students earning degrees at the end of the academic year.  And 
in another area of our department, graduation applications come in by the hundreds each 
day and are processed with intense care to ensure that no deserving student is left 
unrecognized at the June Commencement celebrations. 

Seeing degrees posted on student records gives us so much joy and gratification and reminds 
us of how fortunate we are to be in a profession that is dedicated to assisting individuals 
achieve their academic goals.  I hope you share the same sentiment.  I encourage you to 
attend a graduation celebration this spring and I am certain you will feel invigorated.  
Meanwhile, please join me in congratulating our students who have or will be receiving their 
degrees this 2010-11 academic year. 

This edition contains very helpful information on registration and commencement as well as 
news about several services in the Registrar's Office.   Be sure to read the next two pages 
and take advantage of the downloadable version of Why is this Requisite Error Appearing? 

 - Maria L. Martinez 

Coming Up in Late May 
The campus will be transitioning from the 8.9 to the 9.0 version of Peoplesoft/Oracle at the 
end of May.  There will be some changes, in functionalities and features within our student 
system.  Two functionalities that will have significant changes are the unofficial and official 
transcripts and the class roster.  As we continue to learn and test this upgraded version we 
will collaborate with key partners in Enrollment Technology, Academic Programs, the 
Applications Group in I&IT, and Enrollment Services to create new How-To Guides to help 
you navigate the system.  Stay tuned... 

The Registrar's Office is committed to serving students and the campus community by providing quality service 
that facilitates enrollment, persistence and degree completion, while maintaining accurate academic records 
for the University. 

I M P O R T A N T  D A T E S  
March 22  Spring 2011 

Add/Drop begins 
  

March 28 Spring 2011 
Classes begin 

  

March 31 University Holiday 
  

April 4 Spring 2011 
Last day to Add 

  

April 4 Spring 2011 Last day  
to Drop without  
receiving a “W” 

  

April 18 CENSUS 
  

April 18 Spring 2011 Last day 
to Drop without a 
petition 

  

April 20 Last day to apply for 
Spring 2011 
graduation 

  

April 21 – 22 Summer 2011 
Priority Registration 

  

April 25 – May 6 Summer 2011 
Registration 

  

May 11 – 12  Fall 2011  
Priority Registration 

  

May 16 – June 3  Fall 2011  
Registration 

  

May 30 University Holiday 
  

June 6 Summer 2011 
Tuition Fees Due 

  

June 6 – 10 Spring 2011 
Final Exams 

  

June 13 Summer 2011  
Add/Drop begins 

  

June 15 Spring 2011 
Grades Due by 6am 

  

June 20 Summer 2011  
Classes begin 

  



 

 
 
 

  

 
 

GRADUATION & COMMENCEMENT 

As spring arrives, so does the busiest time for graduation applicants at Cal Poly Pomona. Students are working hard to 
finish all their requirements to earn their degree and participate in Commencement. Below is helpful information advisors 
and staff should know about graduation and commencement: 

 The deadline to apply to graduate for the Spring 2011 graduation term is Wednesday, April 20, 2011. Applications 
can be submitted via BroncoDirect. To earn a spring 2011 degree, students must complete all degree requirements at 
the end of Spring Quarter 2011, including internships, senior projects, etc. 

 Students who are within 8 units of completing all degree requirements may be eligible for Early Commencement 
Participation. View the Commencement Participation Webpage for more information, FAQs and the request form.  
The deadline to apply for Early Commencement Participation is also Wednesday, April 20, 2011.  

 Students who graduated in Summer 2010, Fall 2010, or Winter 2011, are automatically eligible to participate in 
Commencement 2011 and there is nothing further for them to do other than grab their cap and gown and celebrate!  

         - Leslie Corcoran, Enrollment Services Coordinator 

 

ANNOUNCEMENTS
 

The Evaluators in the Registrar’s 
Office are now known as Transfer 
& Graduation Advisors (TGA). This 
new title more appropriately reflects their 
work in assisting students toward degree 
completion. The TGAs work with specific 
majors and the breakdown of majors can 
be viewed on the Transfer & Graduation 
Advisor page on the Registrar’s Office 
Website.  

 
Several new Advisor Request forms have been implemented in the 

 page in BroncoDirect and are now used by 
some departments.  These online forms facilitate the submission of 
approvals for courses to meet degree requirements. Select Advisor 
Request in the drop-down menu to check them out.  Contact the TGA 
for your department if your department has a need for this feature.  
 
Plans are underway for this Summer 2011 Quarter. For up 
to date information, visit the Summer@CPP Website.

HEADS UP: TRANSCRIPT REQUEST FEE CHANGE 

Effective Summer Quarter 2011, the Transcript Request Fee Schedule will change from a range of $4 (1st 
copy), $2 (copies 2-10), and $1 (11+ copies) to a flat fee of $6 per copy, regardless of the number of 
copies requested. 

Retirements 

April Hogan retired from Cal Poly Pomona in December 2010 after 24 years of service.  April most 
recently worked as an Evaluator dedicated to many of the Engineering majors including, Mechanical 
Engineering and Engineering Masters’ students. The Registrar’s Office was sad to see her go, but excited 
for her as she embarks on a new adventure with all of her wonderful grandchildren. 

 

Dolores Luna will be retiring from Cal Poly Pomona at the end of April 2011 after 29 years of service. She 
has enjoyed her time as a Record Specialist helping countless students and will take away many great 
memories. We are grateful for all her contributions to the maintenance of student records. She will be 
greatly missed and is wished all the best in her retirement. 

http://www.csupomona.edu/~commencement/�
http://www.dsa.csupomona.edu/registrar/commencement_participation.asp�
http://www.dsa.csupomona.edu/registrar/Eval.asp�
http://www.dsa.csupomona.edu/registrar/Eval.asp�
http://www.dsa.csupomona.edu/registrar/Eval.asp�
http://www.csupomona.edu/~summer/index.shtml�


 

 

 

 
 

Why is this Requisite Error Appearing? 
Have you ever been approached by a student complaining about a requisite error, but found yourself at a 
complete loss as to why?  Below are some possible reasons for this error.  It’s generally not a system glitch, but 
rather some obvious issue that has been overlooked at the point of enrollment.  If, in meeting with your 
students, you have identified other issues that cause the requisite error, let us know.   

Below is a chart that may be helpful in determining the source of requisite errors encountered by your students. You might want 
to post this chart in your department office. Click here for a printable copy of the char . t

Requisite Problem Explanation  Possible Resolution 
NOT MET Only the course(s) listed as a prerequisite(s) will 

satisfy.  A course substituted for the prerequisite 
may not be recognized when attempting to add a 
class.  

• Complete prerequisite 
• See advisor and determine if what you would like to enroll 

in is appropriate 
• Request requisite permission number from department 

COURSE AND COREQUISITE 
NOT ENROLLED 
SIMULTANEOUSLY 

Must enroll in corequisites simultaneously.   In 
order to add a course, both the course and its 
corequisite must be open and enrolled in – 
waitlisting a corequisite is not considered 
enrollment in the corequisite. A course 
substituted for a corequisite may not be 
recognized when attempting to add a class. 

• Register in corequisite 
• Wait for corequisite to open 
• Request requisite permission number from department 
• See advisor to find another class to enroll in 

COURSE AND COREQUISITE 
EXCEED UNITS ALLOWED 

If when enrolling or adding a course and its 
corequisite the total number of enrolled units 
exceeds the student’s unit limit, then a requisite 
error will appear. 

• Prior to Add/Drop period: Either wait until the Add/Drop 
period, or an appointment period that will allow the excess 
units, or drop course(s) to accommodate the corequisites 

• During Add/Drop period: Add to the unit limit, or request 
to exceed the unit limit by petition available at the 
Registrar’s Office 

COURSE OR COREQUISITE 
CONFLICT IN TIME WITH 
ANOTHER CLASS 

If the student is attempting to add a course 
where its corequisite conflicts in time with 
another course the issue, while a time conflict, 
will appear in the error message to be a requisite 
problem as the corequisite cannot be added. 

• Add a different corequisite time that does not conflict with 
a registered course 

• Drop the course that is conflicting with the corequisite 

GRADUATE STUDENT 
ATTEMPTING TO ENROLL 

If the course the graduate student is trying to 
enroll in has a catalog number of 499 or below 
(e.g. ACC 428), then a requisite hold may appear. 

• If the student’s graduate advisor wants them to enroll in an 
undergraduate course, the student will need a permission 
number from the department administrator 

   

None of the above  See your advisor 
Advisor unable to 
determine root of the issue 

 Go to the Registrar’s Office and seek the assistance of a 
Record Specialist 

 
 

The Registrar’s office currently assists CalWorks recipients by completing required forms from 
the Department of Social Services. CalWORKS (California Work Opportunity and Responsibility to 
Kids program) is a welfare program that provides cash aid, employment services, and other 
benefits to needy families. We also complete enrollment verifications for GAIN recipients.  Please 
refer students that need assistance or have questions to either: 

 Cynthia Chatfield, (909) 869-2101, cmchatfield@csupomona.edu 

 Jeffrey Tennis, (909) 869-3289, jstennis@csupomona.edu 

 

Contact Information: 

Registrar’s Office 
3801 West Temple Avenue 
Pomona, CA  91768 
Building 98 (CLA Building), 2nd Floor 

Website: 
http://www.dsa.csupomona.edu/registrar 

 

 
 

909.869.3000 
Academic Record Services 

 

909.869.3290 
Degree Progress & Evaluation Services 

 

Fax Number

 

 
909.869.6828 

Office Hours:  
Monday - Thursday 
8:00 a.m. - 6:00 p.m. 
 

Friday & Quarter Break 
8:00 a.m. - 5:00 p.m. 

Newsletter Editor: Denise Rodriguez

https://public.dsa.csupomona.edu/registrar/public/RequisiteErrorChart.pdf�
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