





STUDENT SELF-REGISTRATION PROCEDURES

All students can access the student web product to register themselves for classes during their appropriate registration
window after they have met with their advisor. Students must meet with their advisors in order to select appropriate
courses and ensure progress toward their degree completion. Once courses have been selected and approved, students
can select open sections of the courses at the times they want. When the schedule is finalized, students can enter the
courses via ‘FELiX during the appropriate window (see above).

+¢ UNIFIED COLLEGE ACCOUNT (UCA) USERNAME AND PASSWORD ARE REQUIRED FOR

REGISTRATION.

+» SOME CLASSES REQUIRE STUDENTS TO HAVE PERMISSION FROM THE INSTRUCTOR
BEFORE ENROLLING IN THE CLASS.

Step 1:

Step 2:

Step 3:

Step 4:

Step 5:

Activate your Unified College Account if you have not already. For assistance, go to
myCampus.fairmontstate.edu or myCampus.pierpont.edu and select ‘New Users.” Follow the instructions listed.

‘FELiX — Account Notifications.” Login to myCampus to view your account notifications. This screen is located
in the upper right-hand corner of myCampus and will appear when selecting the ‘FELiX icon. This screen will
notify you of any issues that you have outstanding and will remain until the issues have been resolved. These
issues may include, but are not limited to:

¢ Ahold on the account

¢ Balance due on account.

¢ Outstanding admissions and/ or financial aid requirement

¢ Residence Life requirement

Make an appointment with your academic advisor. To determine who your advisor is:

Go to myCampus.fairmontstate.edu or myCampus.pierpont.edu

Select ‘Returning Users’ and log-in

Select the ‘FELiX icon in the upper left-hand corner

Select ‘Student & Financial Aid’

Select ‘Student Records’

Select ‘View Student Information’

Select the appropriate term and click ‘Submit’

If you do not see an advisor listed, please check the list on page 15 for whom to contact in your
college.

During the meeting with your advisor, you will discuss your academic progress and will determine which
courses you should be taking during the next semester. Once you and your advisor agree on the courses you
need to take, your advisor will give you a unique PIN that you will use to access the registration form in FELiX.
Do not lose this PIN. Only your advisor and academic department have this number.

You are now ready to select the actual times you want to take your approved courses. This is done by you, not
your advisor, at any computer and at your convenience. The ‘Class Search,’ located on the registration form, is
in real time and can be accessed once you access FELiX. (Directions on how to add/drop classes are found on
page 8.)


















HOW TO ADD/DROP A CLASS(ES)

To Log-in:
1. Go to myCampus.fairmontstate.edu or myCampus.pierpont.edu
2. Select ‘Returning Users’ and log-in
3. Select the ‘FELIX icon in the upper left-hand corner
4. After selecting the ‘FELIiX icon, the ‘FELiX — Account Notifications screen may appear. If it appears, take a
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moment to review the notifications. Once the notifications have been reviewed, select ‘Continue.’
Select ‘Student and Financial Aid’
Select ‘Class Scheduling’

To Add Classes:

Noohs~ND

Log-in (see above)

Select ‘Add or Drop Classes’

Select the Term — Spring 2012, Summer 2012, Fall 2012, etc.

Enter the appropriate Alternate PIN as indicated on the webpage or given by the advisor

Enter CRN’s

Click ‘Submit’

Note: You must scroll back down after adding courses to make sure the classes were added appropriately. If
there was an error, it will be listed at the bottom of the page. For resolutions to these errors, please see ‘Potential
Registration Restrictions’ listed above.

To Drop Classes:
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Log-In (see above)

Select ‘Add or Drop Classes’

Select the Term — Spring 2012, Summer 2012, Fall 2012, etc.

Enter the appropriate Alternate PIN as indicated on the webpage

Select the drop code from the pull down box under ‘Action’ for all classes you want to drop.

When done, click ‘Submit Changes’.

BE SURE TO LOOK AT YOUR SCHEDULE TO VERIFY THE CLASS(ES) HAVE BEEN DROPPED.

If you try to drop your last class, the system WILL NOT ALLOW YOU TO DO THIS. Dropping your last class is
actually withdrawing from the Institution for the term. Refer to the section ‘Withdrawing from the Institution’ for
more information.

WITHDRAWING FROM THE INSTITUTION
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Log-in (see above)

Select ‘Withdraw From The Institution’

Read all information before proceeding.

Check the ‘CONFIRM’ box.

Enter your Social Security Number.

Select the CURRENT Term — Spring 2012, Summer 2012, Fall 2012, etc.

Click ‘Submit'.

PLEASE PRINT THE PAGE OR MAKE NOTE OF THE CONFIRMATION NUMBER

REFUND POLICY FOR TUITION AND FEES

A student who officially withdraws from the college may arrange for a refund of fees, excluding special fees, in accordance
with the refund schedule listed on the Registrar's calendar. Refunds are determined from the first day of the school term.
Students who have paid in advance and withdraw prior to first day of classes will receive a 100% refund.









