Late Registration Process
Registering after a class has started
To register on or after the first day of class, you need to get instructor consent (student petition). Register for your class
before the late add fee.

Late add fee
The late add fee will be applied on the 4th business day following the first official day of class.
 So if your class starts on a Monday, you must be registered by the end of the business day on Thursday or you
will be charged the late fee of $50.
 The $50 fee is applied to each class
To avoid this fee, make sure you are registered for all of your courses in a timely manner.

How to Get Instructor Consent (Student Petition)
1. Contact the instructor by email and include:
 Your full name
 CCC student ID #
 Course number and section (eg: WR-121-01)
 Reason for making your request to add the class after it started
2. If the instructor gives you permission to add the course, you can forward their email consent to
registration@clackamas.edu and they will register you for the course and send you a registration confirmation
email.

How to Find Your Instructor’s Email
1. Go to my.clackamas.edu.
2. Log-in using your CCC user log-in name and password.
*If you do not know this, please contact Registration@clackamas.edu or call 503-594-6074.
3. On the left hand side, select “Class Registration”.

4.
5.
6.
7.

Log-in again using your CCC user log-in name (do not include “@student.clackamas.edu”) and your password.
Select “Student Planning.”
Select “Go to Plan & Schedule” (typically on the right hand side).
Depending on the term you’re hoping to register for, you may need to select the right arrow to toggle over to
the appropriate term you are hoping to register for.

8. Once you have found the term you are registering for, scroll down on the far left side to see all your planned
classes and click on the course title.

9. A dialog box will pop up and the instructor’s email will be at the top. If the instructor is not listed or it says
“staff”, you will need to contact the department that offers that course.

