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Archivum ARC Late Add Petition Instructions 

Before You Get Started: Ask your instructor(s) to complete an instructor’s documentation form. You 
need one form for each class you are requesting to late add. This is required – you will not be able to 
submit a petition without it! 

DO YOU HAVE ANY HOLDS? All registration holds must be removed before approved late add petitions 
can be processed. Check for any Holds that could prevent registration (under Registration Status in your 
OASIS account). 

LATE ADD PROCESSING DEADLINE: The processing deadline for all late add petitions is the midterm 
grade submission deadline for the affected term, as published on the Registrar’s Office website. Any 
petitions processed after that deadline may not be processed by the Registrar’s Office. It is imperative 
that you submit your petition ideally within the first 3 weeks of the affected term.
Veteran Success, etc. to determine how an approved ARC petition might impact you before you proceed. 

Step 1 – Log in to MyUSF, access Archivum, and enter the Student Portal. Under “My Actions,” select “Submit ARC 
Petition” (scroll down): 

 
 

https://www.usf.edu/registrar/services/holds.aspx
https://www.usf.edu/registrar/calendars/index.aspx
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Step 2 – Choose “Late Add” as the petition type and 
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Step 4 – Search for courses to add: Use the filters to search for courses using the subject and course number, a course 
registration number (CRN), or the title. Select the course(s) you are requesting to late add so that they are highlighted.  

• If you search for a course, and it does not appear: 1) check your spelling, 2) make sure you are not already 
registered for it, AND 3) confirm that it is being offered. 

• You can add more than one course. Select the first course, then clear the filters to search for the next course. 

 
• If your course is 
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Step 7 – Upload the completed and signed Instructor Documentation form(s). You will be unable to submit a petition 
without documentation. Incomplete documentation will cause your petition to be sent back or denied. 

Step 8 – Select “Ready To Submit,” then read and confirm all the petition acknowledgement statements. Select “Submit 
ARC Petition” again to complete the process. 

 
 

Your petition decision will be communicated to your USF email after a decision has been made (and processed, if 
approved). You can check on the status of your petition decision any time in Archivum within your Student Record (Click 

mailto:cas-gusasst@usf.edu
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Frequently Asked Questions 

When should a Late Add or Late Add & Drop petition be submitted?  

The sooner the better! Petitions cannot be received or considered prior to the end of the Drop/Add deadline for the 
term in question (first 5 academic days of classes). Petitions submitted within the first 5 academic days after 
Drop/Add week are more likely to be approved than petitions submitted later.  

Late add petitions should only be pursued within the first 3 weeks of a semester (2 weeks for summer A/B; 1 week 

https://www.usf.edu/registrar/calendars/index.aspx
http://www.usf.edu/registrar/

