
For technical help 
Phone: 800 847-3000 ext. 2420 or (local call) 518 587-2100 ext. 2420 

Email: onlinehelp@esc.edu 
http://www.esc.edu/tech911 

Quick Tips 

On-line Registration 

QuickStart Guide 
 

Welcome! 
 
We’re pleased that you selected SUNY Empire State College.  We look forward 
to working with you throughout your program. 
 
Before classes begin, there are several procedures you must attend to:  
1. confirm your contact information (name, address, E-mail, etc.), 2. register 
for courses, 3. complete financial arrangements. 
 
It’s easy because you can do it all over the Internet!   
 

Please read this information carefully. 

 

RSUMMARY OF STEPS FOR ALL INCOMING STUDENTS 

1. Select your Studies.  Choose from the online listing of learning 
opportunities available throughout the college. 

2. Register for the Term.  Empire State College allows you to register over 
the Internet. 

3. Complete Financial Arrangements.  After you register, your bill will be 
available for payment. 

 

It’s that easy! To be sure your registration goes well get started as early as possible. 

 

In addition, to help you with registration, the following are included in this guide: 

 Study Options 

 Planning Checklist 

 Drop/Add 

 Payment Information 

 
 

 

 

 
 

Quick 
Tips 

Look for Quick-Tips to help you better navigate and save time 
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Getting Started 
 

Access the Registration Web Site 

1. Type http://www.esc.edu/MyESC into the 
address bar of your web-browser and press 
“Enter” on your keyboard. 

 

 

2.  Click once on “Register” 

 

 

 

Log On 

3. Log on using your user name and password. 

* Login and password are case sensitive.   

* Remember to use the new format  
(e.g. first_last123). 

 

 

 

 

Check Mentor and Location 

4. If your location or mentor is listed incorrectly, 
contact your center as soon as possible. 

 

 

 

 

Confirm User Name and Password 

5. As an additional security precaution, when 
you click on a step to begin your registration 
process you will be prompted to re-enter 
your user name and password. 

 

 

To 
ensure 
security 
your 
account 
will be 
logged 
out after 
fifteen 
minutes 
of 
inactivity 

 

Do not 
forget 
the 
under-
score 
( _ ) 
between 
your first 
and last 
name. 
 

http://www.esc.edu/MyESC
http://www.esc.edu/ESConline/Across_ESC/administration2.nsf/wholeshortlinks2/Student+Services+Contacts?opendocument
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The Essentials 
 

A Seven Step Process 

The on-line registration process is accomplished 
through a series of seven steps.  Each of the 
following steps must be completed to ensure 
proper completion of the registration process.   

 

 

 

 

 

 

 

 

Learn More 

Each step in the process is followed by a “Learn 
More” link.  Click on this link to get more details.  

 

 

Information About 
Several topics of specific interest to students 

have been identified and links to detailed 

explanations have been created.  Click on 

these links to get more details. 

 
 

 

 

 

 

 

Help 
To access the help screen click on the “help” 

button in the upper right corner. 

 For technical issues contact our help 
desk at www.esc.edu/tech911 

 For academic questions contact your 
primary mentor 

1. Confirm Address and E-mail 

2. Check Registration Holds 

3. Create/View Registration Worksheet 

4. Search Term Guide to Add Studies 

5. Send Worksheet to Primary Mentor 

6. Register 

7. Pay/View charges 

http://www.esc.edu/tech911
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Basic Navigation 
 

Custom Navigation Links 

Use of the On-line Registration web site involves 
entering and modifying personal and registration 
information.  Because this information is entered 
into a database in a logical sequence use of the 
web sites, custom navigation is essential. 

 

 

 

 

As you complete each step click either “continue 
with registration” or “return to MyESC home” to 
navigate from one page to another. 

 

 

 

The Seven Steps 

All selections can be made from the list of steps 
by clicking on the underlined topic link in the  
body of the list. 

 

 

 

Registration Home 

Click on “Registration Home” to return to 
the main menu from anywhere in the site. 

 

 

Important Links 

Each step in the process will direct you to 
registration web pages, and each of these 
web pages contain links to other important  
information.  Click on any of the links to 
access additional information. 
 
 

DO NOT 
use your 
web 
browser 
ñbackò 
and 
ñforwardò 
buttons.   
 
Use the 
web 
sites 
custom 
links. 

Do not use your web browsers 

 ñbackò and ñforwardò buttons. 

This could abort the registration process. 

 



  

September 2011   7 

Nondegree Student Registration 

Students interested in college-level study, who are not currently admitted into a degree program at 
Empire State College may register for studies or courses at the beginning of the registration period. 

Nondegree study is possible at all level of study offered by the college. Review the options below to 
learn what is available and how to enroll for the kind of nondegree study that interests you. 

Undergraduate Level 

To enroll as a nondegree student at the undergraduate level, please complete the brief online 
Application for Nondegree Study.  
 
Before you apply, you may wish to browse the catalog of courses to be offered across the college in 
the next year. If you prefer, you also can view just the online course offerings. Please note: course 

offerings in any term depend on available space and resources. 

Master’s Level 

If you already hold a bachelor’s degree from a regionally accredited institution, you may enroll in 
nondegree study at the master’s level. Visit the Graduate Nondegree Study  page to learn more. 

Nursing 

Licensed registered nurses are eligible to take nursing courses as a nondegree student. For details, 
visit the Nursing Nondegree Study page. 

Additionally 

 Courses are available across our areas of study and do carry credits.  

 Courses are available as space and resources allow.  

 Financial aid is not available for nondegree study.  

Nondegree courses may be applied later toward a degree at Empire State College, if approved. 
  

https://empire5.esc.edu/esconline/across_esc/nmapply.nsf/landing?OpenForm
http://empire1.esc.edu/CoursesESC/learningops/loihome.nsf/lois?OpenForm
http://www8.esc.edu/esconline/across_esc/cdl/cdl.nsf/wholeshortlinks2/distance+learning+catalog?opendocument
http://suny-empire.esc.edu/degrees-programs/nondegree-study/graduate-nondegree-study/
http://www.esc.edu/degrees-programs/nondegree-study/nursing/


  

September 2011   8 

 

Before You Register 
 

QuickStart Guide 
This QuickStart Guide is available on-line or can be 
downloaded as a .pdf file.  The guide will contain 
the most current information related to the on-line 
registration application and is updated regularly. 

 

 

 

Information About 
Study Options 
The term’s Learning Opportunities Guide lists study 
topics and general subject areas, plus faculty 
available to you to develop your study program. 

 

Planning Checklist 
Use the checklist to highlight some of the key 
steps in preparing to register. 

 

Add/Drop 
The drop/add period begins after a student submits 
the initial registration for the term and extends 
through the end of the first week of the term 
 
 

Payment 
Payment can be made online with a credit card or 
with a check or credit card by mail.  

 

Accommodation for a Disability 
Empire State College makes reasonable accommodations 
to meet the needs of students with disabling conditions. 

 

Nondegree Students 
Students interested in college-level study, who are not 

currently admitted into a degree program at Empire State 

College may register for studies or courses at the beginning of 

the registration period.  
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Before You Register 

The First Two Steps… 
…are the most critical for a successful  
registration. To return to any step once it  
has been completed click on the link for that step. 

 

Step One: Confirm Address and E-mail 

In order to better serve you we ask that you keep 
your personal contact information up to date. This will help 
us easily contact you concerning important deadlines, 
evaluations, and financial aid. Please allow 3-5 business 
days for a postal address change to become official.  
E-mail address changes take effect immediately. 
 
 

1. Click once on “Confirm” Address and E-Mail. 

 

 

 

2. Check all of your contact information for accuracy, 
including name, address, phone and E-mail.  
To change personal contact information, click 
once in the field and modify the text.  

 

 

 
 
 
 
 
 
 

3. Click once on “Submit”. 

 

 

 

4. Click once on “Continue with Registration”. 
 

Postal 
address 
changes 
are 
reviewed 
before 
addition 
to your 
records. 
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Before You Register 

The First Three Steps… 

Step Two: Check Registration Holds 

Before you begin the registration process, it is important to 
know if there are any reasons why you might be prevented 
from registering for the next term. You must contact the 
college directly to remove a hold. Removing a hold 
cannot be done on-line.  

 

 

1. Click once on “Check” Registration Holds. 

 

 

 

 

2. Review the listing of holds.  Registration 
holds are listed by Code and by Description. 
 
 
 

3. If you have a hold on your registration account, 
click on “Code” to view details. You will need 
to contact the appropriate office at the college 

to clear your hold. 
 
 

 

 

 

4. Click “Continue with Registration”. 

 
 

 

 

A hold 
cannot 
be 
removed 
on-line.  
 
You 
must 
contact 
the 
college 
directly 
to 
remove 
a hold. 
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On-line Registration 
 

Select Your Studies 
On-line Registration is a three-part process: Select your studies, 
Register and make your Payment.  You will need to complete 
each step in the order in which they are listed. 

 

Step Three: Create/View Registration Worksheet 

The registration worksheet is a tool to help you and your mentor plan 
your study program and ultimately register for those studies. In order to 
begin the advisement and registration process, it will be necessary for you 
to complete a registration worksheet for your primary mentor.   Once you 
create the worksheet you can access and modify it any time before 
sending it to your primary mentor. 

 
 

1. Click once on “Create/View Registration 
Worksheet”. 

 
To Select Your Term 

Before adding studies to your worksheet you 
must first select your term. 

 

2. Click once on your choice of term for your 
studies. 
 
NOTE: Selecting either term has specific 
and differing implications in regards to 
financial aid.  Click once on “Learn 
More” or contact a financial aid counselor 
for more information. 

 
 
After selecting your term you can change 
the term before adding courses by clicking 
once on “Change” 

 

3. Click once on “Go to Term Guide” to add 
Learning Opportunities to this worksheet. 

 

 

Financial 
aid 
recipients 
should 
discuss the 
specific 
implications 
of 
combined 
terms with 
a financial 
aid 
counselor 
before 
registering. 
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On-line Registration 

Select Your Studies 

Step Four: Search Term Guide to Add Studies to Registration Worksheet 

The term guide is an online listing of learning opportunities available 
throughout the college. If you do not find a study that matches your 
interests in the term guide, consult your primary mentor. 

 

To Proceed from ñRegistration Homeò 

If you have selected your term but have not added any 
studies to your worksheet, you can access the term 
guide from the Registration Home Page. 

 

1. Click once on “Search Term Guide”. 

 

 
To Proceed from ñSelect Termò 

If you are proceeding directly from selecting your term, 
you can search specific learning opportunities by clicking 
once on “Go to Term Guide”. 

 

2. Click on the drop-down menu to select 

your "Location/Program" and “Subject”. 
 

Note: CDL Students will NOT search by 

“Location”. 

 
 
 
3. Click once on “Show Additional Search 

Options” to refine your search. 
 
 
 
4. Click on the drop-down menu to select 

a specific “Teaching Mentor” or 
“Type of Study”. 

 

Note: CDL Students will NOT search by 
“Teaching Mentor”. 

 
 

5. Click once on “Go”. 
 

CDL 
Students 
will 
search by 
ñSubjectò 
and ñType 
of Studyò 
only. 
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On-line Registration 

 Select Your Studies 

Step Four: Search Term Guide to Add Studies to Registration Worksheet (cont.) 

 

View and Select Courses 

After completing your search you can select from any of 
the courses available.  Courses are listed according to 
their availability. 

 

 

1. Click once on the “twisty”  to expand and 
view the course listings under each heading. 
Click once on the course name to view 
the course description, or click on the 
mentor name to view the mentor bio. 

NOTE: You may have to adjust or 
disable your pop-up blocker to view 
course description and mentor bio. 
 
 

2. Click once on “ADD” to add the learning 
opportunity to your registration worksheet. 
 
 

3. Review your registration worksheet. 

 

 

 

 

 

 

 

4. Click once on “Remove” to delete a  
Learning opportunity from the worksheet. 

 

5. Click once on “Go to Term Guide” to search 
and add additional learning opportunities. 
This process should be repeated until you 
have completed all your selections. 

This site 
uses pop-
ups to 
display 
some 
information. 
 
You may 
have to 
adjust or 
disable 
your pop-
up blocker 
to view 
course 
description 
and mentor 
bio. 

Your 
worksheet 
is auto-
saved 
every time 
you add or 
remove a 
course. 
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On-line Registration 

Select Your Studies 

Step Four: Search Term Guide to Add Studies to Registration Worksheet (cont.) 

 
  
Change Registration Term 

Selecting either term has specific and differing implications 
in regards to financial aid.   
 

 Click once on “Change Registration Term” 

 

Mentor-Student Dialog 

It is essential that you confer with your primary mentor about 
the studies you are planning to complete. If you have questions about 
your studies you may send an inquiry to your mentor  by 
using the "Mentor-Student Dialog". 
 

 Click once on “Mentor-Student Dialog”. 
 
 

View Concurred Degree Plan (DP) 

You can view an archived copy of your degree plan at any 
time.  Information available will include your Degree, 
Registered Area, Concentration, and Status. 

NOTE: You are looking at an archived copy of your degree 
program.  Any changes you have made in your degree 
program since it was approved will not appear here.  
 

 Click once on “View Concurred DP”. 

 Click once on “View DP”. 
 
 

View Completed Studies 

This unofficial academic summary lists the studies for which 
you have registered at Empire State College.  The summary 
does not show transfer credit, credit earned through credit by 
evaluation or credit earned.  Studies that you recently completed 
may not have outcomes posted. If you have questions about this 
summary, please contact your center/program. 
 
Note: This is not an official transcript. 
 

 Click once on “View Completed Studies”. 

The most 
recent or 
ñLast 
Commentò 
between 
you and 
your 
mentor can 
be seen 
directly 
under the 
ñMentor-
Student 
Dialogò link. 

Official 
transcript 
requests 
must be 
made in 
writing to 
the Office 
of the 
Registrar. 
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On-line Registration 

Select Your Studies 

Step Four: Search Term Guide to Add Studies to Registration Worksheet (cont.) 

 
  

Individualized Studies 

Empire State College encourages undergraduate students to create 
individualized studies to match specific interests and educational goals. 
 
To design an individualized study, you will need to consult with your 
primary mentor. Your mentor will arrange your individualized study 
and include it in your worksheet.  

 

Cross Registration at Another College 

Students looking for more classroom-style learning may cross register at 
another accredited college or university for classes, and receive credit from 
Empire State College.  
 
Undergraduate students may cross register for no more than 50 percent of 
their total learning contract credits, specified in their degree program. 
 
To arrange a cross registration, you will need to consult with your primary 
mentor. Your mentor will set up your cross registration and include it in 
your worksheet.   
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On-line Registration 

 Select Your Studies 
Step Five: Send Worksheet to Primary Mentor 

When you have completed the worksheet you must send 
it to your primary mentor. Your primary mentor will contact 
you if s/he has any questions regarding your worksheet.  

 

To Proceed from ñRegistration Homeò 

If you have created your worksheet but have not submitted your 
worksheet to your mentor, you can access the worksheet from the 
Registration Home Page. 

1. Click once on “Send” Worksheet to Primary 
Mentor. 

 

2. Click once on ”Send to Your Primary Mentor” 

 

 

3. Click once on “OK”. 

 

 

 

 

4. Click once on “Proceed to Registration”. 

 

 

If you have 
any 
questions 
about your 
studies you 
may 
include 
them in 
your 
worksheet 
by clicking 
the 
ñMentor-
Student 
Dialogò link. 

The 
ñProceed to 
Registrationò 
link allows 
you to 
review your 
final 
worksheet to 
make sure it 
reflects only 
the studies 
you are 
planning to 
complete in 
the 
upcoming 
term. 

You and your mentor have probably discussed your choice of 
studies listed on your worksheet, and you may be ready to 
proceed to register.  
 
Or your mentor may have directed you to investigate learning 
opportunities for the term and asked that you prepare a 
worksheet. If your mentor has any questions about your 
worksheet, then s/he will contact you to discuss the worksheet.  
 
If you have any questions about your worksheet, you should 
contact your mentor before proceeding to register. 
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On-line Registration 

Register For Studies 
Step Six: Register 

You are now at the final step of the registration process.   To complete your 
registration you will: 

 Transfer your selected courses from your worksheet to the registration grid. 

 Finalize or drop registrations. 

 Review your registration results. 

   

To Proceed from ñRegistration Homeò 

If you have created your worksheet but have not registered, you can access the 
registration screen from the Registration Home Page. 
 

1. Click once on “Register”. 
 

 
Transferring selected courses 
When you access the screen to transfer your selected courses to the registration 
grid, all of the courses from your newly created registration worksheet will be available. 
 
NOTE: When you first access this screen all of your courses from your worksheet 
will be listed.  If you DO NOT want to register for a course, be sure to ñDeselectò 
the checkmark next to those courses. 
 
 

2. (Optional) Remove the checkmark next to 
any course you do NOT want to register 
for in the "Select/Deselect" column. 

 

 

 

 

3. Click once on “Add Registration Codes” 
to copy the registration codes to the 

registration grid. 
 
 
 
 

4. Click once on “Submit”. 
 
 
 

If you 
access the 
screen to 
transfer a 
course in 
the future, 
courses 
you have 
already 
registered 
for will be 
listed. 
 
You will 
need to 
ñDeselectò 
those 
courses, as 
the system 
will not 
allow you 
to register 
twice for 
the same 
course. 
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On-line Registration 

Register for Studies 
Step Six: Register (cont.) 

 
 
Finalize Registrations 

Once you have transferred your worksheet to the registration grid, you can then 
choose to formally register for those courses. 
 

1. Click on the “Action for All” dropdown menu 
and select an action for all courses listed 
(i.e., choose “RG – Register” to register for 
all courses listed). 
 

- OR - 
 

2. Click on the “Action” dropdown menu 
and select an action for each individual 
course. (i.e., choose “RG – Register” for each 
Individual course listed for a letter grade,  
choose "RP-Register Pass/Fail" to register for  
the individual course listed for the  
Full Credit/No Credit option). 

 

 
Drop Registrations 

If you have previously registered for courses those courses will be listed 
here and you will have the ability to ñDropò those classes. 

NOTE: You cannot drop ALL of your classes.  Once you have completed 
the registration process you must stay enrolled in at least one class to 
maintain your standing at the college.  

 

3. Click once to insert a checkmark in 
the “Drop” column under “Current 
Registrations”. 

 

 

 

4. Select “All” or “Part”. 

 

 

Once you 
have 
formally 
registered 
for at least 
one course, 
you cannot 
drop ALL of 
your 
courses.  
 
To 
withdraw 
from the 
college you 
must 
contact the 
Registrarôs 
Office. 

 

If one or 
more of 
your 
choices are 
not 
available, 
you can 
choose to 
complete 
the 
available, 
or ñPartò of 
your 
selections. 
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5. Click once on “Submit”. 

On-line Registration 

Register for Studies 

Step Six: Register (cont.) 
 
Review registration results 

The registration results will be date and time stamped, and will display your 
current registration status, including Term, Status (Registered or Dropped), 
Section Name and Title, Faculty Name, and Credits. 
 
If no problems are listed, your registration has been accepted. 

NOTE: You should always print your registration results page for your records.  

 

 
E. 
User 

 
E. 
User 

 
E. 
User 

E. 
User 
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On-line Registration 

Pay Your Bill 

Step Seven: Pay/View Charges 

Once you have completed registration, you will be able to view and 
pay your bill. A detailed bill will be available on MyESC.  

   

To Proceed from ñRegistration Homeò 

1. Click once on “Pay/View” charges.  You will 
be directed to the MyESC home page. 

 

To View Charges: My Financial Records 

2. On the MyESC home page, find the section 
titled “My Financial Records”. 

 
3. Click once on “Account Summary”. 
 
 
4. Click once on “Submit” 

 

- OR - 

 

5. Click once on “Account Summary by Term”. 

 

 

6. Click on the drop-down menu to “Enter Term”. 

 

 

 

 
 
 

7. Click once on “Submit”. 

After 
reviewing 
your 
account 
summary 
you can 
pay your 
bill on-line. 
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On-line Registration 

Pay Your Bill 
Step Seven: Pay/View Charges (cont.) 

 

After reviewing your account summary you can make a payment on-line. 

Review your account summary 

NOTE: Pending Financial Aid is an estimate. Actual Financial Aid 
is dependent on conditions of your enrollment and eligible charges. 
 

You may 
pay your 
tuition and 
fees online 
or you may 
print a copy 
of your bill 
and mail a 
payment to 
the college. 
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On-line Registration 

Pay Your Bill 

Step Seven: Pay/View Charges (cont.) 

 

After reviewing your account summary you can make a payment on-line. 

To Make a Payment: My Financial Records 
You may pay your tuition and fees online or you may print a copy of your 
bill and mail a payment to the college. 
 
Note: If you are unable to make a payment online now, please check your 
due date. If your payment is in fact currently due and you are still unable to 
make an online payment, please contact the help desk (http://www.esc.edu/tech911)  
 
 

1. On the MyESC home page, find the section 
titled “My Financial Records”. 

 

2. Click once on “Make a Payment”. 

 

3. Enter the payment amount. 

 

 

 

 

4. Complete your credit card payment: 

 Select Credit Card Type 

 Enter Credit Card Number 

 Enter Expiration Month/Year 

 Enter Name on Credit Card 

 Enter E-mail Address 

 

5. Click once on “Submit”. 

 

 
6. Check your E-mail for payment confirmation. 

 

Pending 
Financial 
Aid is an 
estimate. 
Actual 
Financial 
Aid is 
dependent 
on 
conditions 
of your 
enrollment 
and eligible 
charges. 

Time 
payments 
can be paid 
online on or 
after your 
payments 
due 
date. 

Your 
payment is 
due within 
10 days of 
the due 
date or a 
$30 late fee 
will be 
assessed. 

http://www.esc.edu/tech911
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Modify Your Registration 
Add / Drop 

The drop/add period begins after a student submits the initial registration for the 
term and extends through the end of the first week of the term.  
 
You cannot register for more than 16 credits. If adding a new study or course will 
push the total number of credits over 16, you must drop a study or course. You 
may drop a study with the submission of the added study or before you add the 
new study. If you you need to carry more that 16 credits in a term, you must 
discuss it with your mentor and seek permission from the dean. 

NOTE: If you are receiving financial aid and drop courses without adding replacement 
courses, or if you withdraw from a course, your financial aid may be adversely affected. 
Please see the college’s official withdrawal policy or contact the Financial Aid Office.  
 
 

From the ñRegistration Homeò page 
 

1. Click once on “Add/Drop” a course. 

 

 

 

To Drop a Study You've Registered For 

2. Click once on Go to “Finalize Drop” screen. 

 

 

3. In the Current Registration category, place 
a checkmark in the Drop column. 

 

 

 

 

 
 

4. Click once on “Submit”. 

 

 

 

 

 

You may 
modify an 
existing 
registration, 
add or 
replace a 
study (if 
available) 
with no late 
fee. 

 

If the 
add/drop 
occurs 
during late 
registration 
or during 
the first 
week of the 
term, any 
additional 
payment is 
due with 
the 
registration 
change. 

The 
drop/add 
period 
begins after 
a student 
submits the 
initial 
registration 
for the term 
and 
extends 
through the 
end of the 
first week 
of the term.  

http://www.esc.edu/esconline/myesc.nsf/html/WithdrawalsandRefunds.html
http://www.esc.edu/financialaid
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Modify Your Registration 

Add / Drop (cont.) 

 

To Add a Study From Term Guide 

1. Click once on Go to “Term Guide”. 

 

2. Add studies to your worksheet. 

(see Step Four for instructions) 

 

3. Click Proceed to Registration on worksheet 
and follow directions to complete registration. 
(see Step Five for instructions) 

 

 

To Add a Totally Individualized Study 

1. Contact your Primary Mentor who will create an 
individualized study and add it your worksheet.  

 

2. Go to Step 6. Register and follow directions to 
complete registration. 

 

 

To Cross Register at Another College 
  
NOTE: Undergraduate students may cross register for no more than 50 percent of 
their total learning contract credits, specified in their degree program. 
 

1. Contact your Primary Mentor who will create an 
individualized study and add it your worksheet.  

 

2. Go to Step 6. Register and follow directions to 
complete registration. 

 
  

 

 

 

Students 
looking for 
more 
classroom-
style 
learning 
may cross 
register at 
another 
accredited 
college or 
university 
for classes, 
and receive 
credit from 
Empire 
State 
College. 
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Questions about Evaluations 
Beginning with the November 2011 Term, there will be no narrative evaluations provided 
upon completion of studies/courses at Empire State College.   

What type of evaluation will I receive? 

Beginning with the November 2011 Term, and for all following terms, you will receive: 

a letter grade for credit successfully earned,  

FC (full credit) for credit successfully earned for which you indicated you did not 
want a letter grade (there is a limit of a total of 12 credits of Empire State College 
study that can be designated as credit earned only, no letter grade) , or  

NC (No credit) when you do not successfully complete the requirements to earn 
credit for the study/course.   

Faculty will continue to administratively withdraw (assign an outcome of ZW) students who 
have registered for a course/study, who do not withdraw, who do not engage in 
course/study work consistently throughout the term of enrollment, and who do not respond 
to attempts to contact them.  

Faculty will continue to provide students with incompletes (assign an outcome of IN) when 
they request extended time because of extenuating circumstances and have consistently 
engaged in learning activities and successfully completed at least 50 percent of the work 
before the end of the enrollment term for the study/course.  In no case will students have 
longer than 16 weeks after the study/course end date to complete the requirements of the 
study/course.   
Reminder:  The course/study instructor is not obligated to grant an incomplete.  

Will I still be able to view narratives from prior terms? 

Students will still be able to view all prior term narrative evaluations online.  

Will I receive a narrative evaluation for the September 2011 Term? 
Yes. 


