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Registration Windows

e \Visit the Retu rning Student Regisﬂo’rion page for genero| information

about registration, inc|uding registration windows for the term in
question.

* You will not be able to register outside the registration window set
for your college level (e.g. Rising Junior). Credit calculation for college
level is based on your credits earned PLUS your credits currently in
progress. Transfer and advanced placement credits are included.

e There are also periods where online regierrQJrion B open for all
returning students:

* Grace Doys, which comes shorﬂy after oriority registration ends

* Drop/Add Week, during the first week of classes of the semester



https://www.aup.edu/academics/academic-career-resources/registrars-office/returning-student-registration

Accessing the Student Portal

MYAUP

MyAUP contains everything you need to

manage your life ot AUP.

e Use Internet Exp|orer or Mozilla Firefox on|y (the

oortal is not compatible with Safari or Google e
Cl,] ) MY NETID
rome ). MY PAYMENTS
o If you are using d pub|ic or shared computer, make e
sure to open a new webpage for your registration. o i
* Log in at MyAUP.edu using your NetlD and R e
LOG OUT
password.

* On the left-hand side, choose "™y Tools,” then
select "Student Portal” from the list of options.




TROUBLESHOOT: LOGGING IN

e Click on Can't |og in?

Log in fo access this page

AUP NetlD: (eg. al23456 or jsmith)

e Then select '| need a new possword and |

have an AUP NetlD” —

A password reset link will be sent to your personal email address.

[Remember Me
o |f you have other pro|o|ems |ogging in or
don't receive the possword reset link, emai @ Con't log in?

helpdesk@aup.edu.



https://www.aup.edu/cant-log-in
mailto:helpdesk@aup.edu

Test Student
How to Access the Registration page S ——
(Switch Term)

Edit Profie

Leogout

HNEE 1~ A
* Under your name, check that the L i -
“SeleC'I'ed SemQS'l'el’“ |S COl’I’eC'I' Course Offering
Reqistration

THIS IS THE FIRST STEP!

My Degree Audit

e |f the Selected Semester is not the S—

term you want, click (Switch Term) o

My Holds
e Select the correct term i
e C(Click on R eqgistration —

My Enroliment Cerificates
My Absences
Job & Intemnships

AUP Engage

My 1098T Tax Forms




TROUBLESHOOT: REGISTRATION BLOCKED

Registration Alerts

Your Advisor Registrar Advisor has prevented your registration until you see him/her for advising.
If you are a returning student, please contact your Advisor.
If you are a Visiting Summer student, please note that this Registrar Advisor block will be lified automafically once the summer confirmation deposit has been received by Student Accounting Services.

* What does the following message mean ?

Your Advisor XXX has preveni'ed your registration until you see him/her for

advising. Please contact your Advisor.

e Check that your Academic Advisor has unblocked you for the semester for
w hich you want fo register. It s mondoﬁrory to meet with your Academic
Advisor in order to be unblocked for registration each semester.

* You may also be trying to register in the incorrect term.




TROUBLESHOOT: REGISTRATION CANCELLED

Registration Canceled

You have either refreshed this page or tried to access registration without having allowed pop-up windows.
The Reqistration page uses pop-up windows. Please be sure to enable them:

Mozilla Firefox: Click on the settings icon in the top right comer = select Options = Content > untick “Block pop up window" » OK
Internet Explorer: Click on the settings icon in the top right comer > select Internet Options = Privacy tab = untick “Turn on Pop-up Blocker” » OK

W hat does the Fo”owing message mean?

Registration cancelled

YOUI’ Web browser's POP-uUpP lC)lOCl(QI’ I’]QQCIS To be CIiSQlC)lQCI.

Use Internet Exp|orer or Mozilla Firefox on|y _ the student porJrc1| is not
Compo+ib|e with Saofari, Chrome, etc.




TROUBLESHOOT: MANUALLY ENABLE POP-UPS

e A warning message should open in the top righ’r corner of your web
browser that allows you to select Disable Pop—up Blocker”

o Frefun prevented ths sitefrom opening a pop-up window. EJ X
Pop-up BIocked Plaase 53006 pop-u9 oK mwmhm:du
£dt Pop-up Blocker Ogbons..
0 Don® show ths message when pop-ups are dlocked

* Mozilla Firefox: Click on the settings icon in the top rithr corner —
select Options — Content — Untick "Block pop-up window’ — OK

* Internet Explorer: Click on the settings icon in the top right corner —
Se|eC+ |n+€rn€+ Op‘l’lOﬂ —> PF]\/OCY 'I'Ob —> un-l-ick “Turﬂ on Pop_up B|OCker“

— OK




How to filter for a course

* You can filter for courses
using the Fo”owing criteria:

v’ Course ID filter
v’ Days and Time Filter
v Additional options

e Click on Show Filter, enter
your criteriq, then click on

App/y Filter

Unofficial Registration

Registration for multiple sections of the same courses is allowed. You are allowed fo take a max

Cancel

Show Academic Information

Hide Filter

Course 1D Filter

Dept: Course # Type: Section:

Mo Tue Wed Th Fi

O
O
O
[

Time From: 7am Active Filter

"v1— 1 | Current Selections
Time To: | 11pm [v]

Add Remove

Select/Unselect All: (Limit resuits to selected campus)
M ¥ Main
Additional Options

O] Class Summary Only [] Completed Courses Display 10 Courses Per Page.

Apply Filter Clear Filter

Show . ..uing Courses




“(PY20913WKIB) .

HOME. > ACADEMIC CATAOG 2079:

TROUBLESHOOT: TOPICS COURSE DESCRIPTION

* | cannot see a Topics course descrip’rion.

v To view speci0| course descrip’rions and I ————

with various aspects of psychology. Courses are taught by 2
permanent or visiting faculty and are generally related to IYP"I Tﬁ%u;g' adhicte
an

more detailed information about a spechcic e ool T o cabowatto S S

fulfil the fundamentals requirements in the psychology Corequisites: None

major.

course, consult the Course Co+o|og. PROFESSORCY)
v Filter by term and other criteria. i

\/C|icl<ing on THE TITLE OF THE
COURSE will open a new page where all =

In this course we will critically cover how psychology is (and can be) applied to the criminal and justice system. Topics

the information is o|isp|oyed. The Topics o o i, comptoc i, pehopatyaod il ey G, st

dangerousness, jury selection, eyewitness testimony, psychology of policing, and responses of individuals who have
suffered physical or psychological injury. Using clinical, developmental, nenropsychological, and cultural frameworks,

descri ption wi | be under "Notes.” i e o A A i,

victims and communities.



https://catalog.aup.edu/course-offering

Registering for a Course

e Tick the Credit box

CorreSpOﬂdiﬂg fo the course vt T T T T
(the tick box is below the ———
course title), then click Process

Registration in the top rithr

2 on IR T S A S N S
corner. i : : :

e A window will open with the
message: "Are you sure you
want fo process your

Regis+ro+ion now? Click OK.




Dropping a Course

Pauline Bonnot Wednesday, November 26, 2014
Current term: Summer 2015

Unofficial Registration

Registration for multiple sections of the same courses is allowed. You are allowed to take a maximum of 11 credit hours this term

This is your current schedule for the Summer 2015 term

mmmm—m

[ Drop YES AH1003GE100 PARIS THROUGH ITS MUSEUMS STAFF, Staff MTWRF 1:40 PM - 3:20 PM Weekly

* You may o|rop (and subsequenﬂy add) courses online until the end of the
drop/odd period outlined in the Academic Calendar.

* Go to Registration. Your current schedule appears on the top of the page.

e Tick the Corresponding Drop box then Process Regisfroh’on in the top rithr

corner.

¢ /A\ WiﬂdOW opens WIH’W 'H’]Q message: “Are you sure you want to pProcess yo

Regis’rraﬁon now? Click OK.



https://www.aup.edu/academics/calendar

RegierroJrion Checkout

Unofficial Registration Checkout

he Spring 2015 ter

Couse ID Course Name Imstuctor Cays

MANAGEMENT & ORGAMIZATIONSL BEHANIOR IsLIEVLUIRELAN =]

* The Unofficial Registration Checkout page opens, confirming the

class you just added tfo your schedule.

* You may re-select RegierroJrion from the menu on the left to
continue oo|o|ing courses.




Test Student

Checking Your Schedule Secied Semester: Spring 2020

Edit Profie

Legout

HEEE - 2 A
xStI.IiHTIF'MEII -
e On the |Qno|ing page of the Student
por+o|, you can verhcy your current Course Ofeig
re%isjrroﬁon |oy C|icking on My s
Schedule

Document Tracking

Iy Degree Audit

e Make sure you have selected the

correct term. S

* If a course does not appedr on My -
Schedule, you are not registered in it! —

o |f this is the case, re-select Registration e
from the menu on the left to modify S
your SCI']QCJU|€ Job & Intemships

AUFP Engage

My 10938T Tax Forms




TROUBLESHOOT: GOING BACK TO THE MENU

Pauline Bonnot Friday, March 27, 2015

Current term: 3pring 2015 Unofficial Registration

Registration for multiple sections of the same courses is allowed. You are allowed to fake a maximum of 18 credit hours this ferm

Click on Process Registration or | Cancel |

Process Registrafion
Canca! fo refum to menu

{
| UPEN LOUrSe REQISIEN0N LUlge

 ShowAcademic Information  ShowFiter  Show Pending Courses

e | want to go back to the Student Portal menu after opening the Regis’rrq’rion page,

but am unable to.

* As the menu on the left indicates, you must "Process Regis’rraﬁon or Cancel to return

to menu.’

e Click on Cancel to return to the |omo|ing page menu.




TROUBLESHOOT: REGISTRATION BLOCK

* If you are trying to register and are unable to do so, please make sure that:

\/you have chosen the correct semester (Current Term on top rithr hand side)

\/your web browser’s pop-up blocker is disabled
\/you are not blocked from registration by Student Accou nting Services. f the

message b@lOW appears, pl@OSQ contact SOS@OUp.QdU

Registration Alerts

Reqistration for this student and term cannot continue because:
Student has an active business hold that prevents registration



mailto:sas@aup.edu

TROUBLESHOOT: CREDITS PER TERM

e What does the fo"owing message mean?

You are allowed to take only 18 credit hours this term

* You have reached the maximum number of credits for which you can register in the
Fall or Spring semester. If you would like to take more than 18 credits, you can

request a Credit Overload.

* For more information about academic po|icies, consult the Academic Ca’ra|og.



https://my.aup.edu/academics/offices-resources/registrar/registration/course-overload-petition
https://catalog.aup.edu/

TROUBLESHOOT: PREREQUISITE MESSAGE

° th'l' dO 'I'l’Ie fo”owing messages mean?

° FacAppReq: Stands for “Foctu Approvo| Required" (useo

for classes requiring an opp|ico’rion, e.g. directed studies,
theses, senior projechs).

* PreReq: This course requires the completion of a specific
prerequisite. Click on the course title to view dll required
porerequisites.




Frequently Asked Questions

For how many credits can | register under full-time tuition?

e Full-time tuition at AUP covers 18 credit hours. The most common registration for an Undergroduo’re
student is four courses (each worth four credits) per semesfter.

W hat is a Credit Overload?

. Undergroduo’re students Wishing to enroll in more than 18 credits may request an overload. A student
with a cumulative GPA of 2.8 or above earned at the University may be permiHed to register for a
semester credit load greater than 18 credits. Overloads carry an additional fee. Semester overloads may
be requested and are reviewed for approval DURING Drop/Add week. If you are approved for an

overload, you will be responsib|e for registering the additional course you rself, subject to c1vc1i|o|oi|i+y.

W hat are my op+ions if a course is full?

o |f you are d senior and the course in question must be taken in the upcoming semester in order to
groduo’re on time, submit a Petition to Overenroll (which can on|y be provided by your Advisor or the
Advising Center) by the end of Drop/Add week. If approved, the Registrar's Office will register you
into the class. Otherwise you should continue fo monitor the course for space 0v0i|o|oi|i’ry while the
regierroHrion windows are open (during Grace Doys and Drop/Add week, as We||).



https://my.aup.edu/academics/offices-resources/registrar/registration/course-overload-petition

Frequently Asked Questions

W hat does it mean to take a class for "Audit’?
e Course auditors are expeded to attend and pQrJric;[ooJre in the course, but

are not required To comp|e+e class assignments and assessments. In the
spring and fall semesters, de ree—seeking students can audit one class in
addition to a fulltime schedu?e at no extra Chorge. They will be awarded o
final grode of "AU" and will not earn credit for the course.

How to register a class for Audit?

e For the spring and fall semesters, return your comp|e+ed Course Audit
Petition to the Regierror's Office before the end of Drop/Add week. Because
students seeking credit for their coursework have oriority access to
registration, OUEH’ requests are processed on a space available basis at the

end of Drop/Add week.



https://www.aup.edu/sites/default/files/download/Academics/academic-resources/academic-forms/aup_audit_petition_form.pdf

Frequently Asked Questions

Can | chdnge my regis’rrqﬁon?

* You may Chonge your registration online while the Regisﬂoﬁon windows are
oEen for your Co||ege level. Once the registration windows close, you will not be
a

le to access the Regisﬂoﬁon tab of the Student Portal.
What are Grace Days?

 Grace Doys refer to a period orior to the start of the semester during w hich
registration windows re-open for all co||ege levels. This enables students to modhcy
their schedules orior to classes starting.

What is Drop/Add Week?
. Drop/Add week refers to the first week of class, during which time online

registration windows are open for all co||ege levels. Students may use this week
to make registration adjustments.




Frequently Asked Questions

W hat is the difference between dropping and wi’rhdrawing from a class?

 You can DROP a class as many times as you want online during

registration periods without of ecﬁr;lg your franscript. Once registration

windows close, you can no |onger rop d class. Once you are no |onger
able to drop a class (from the second week of class Jrhrough the mid-

semester withdrawal deadline), you can WITHDRAW from a class. The

course will appear onJour Jrromscrip’r and you will be awarded a final

grode of “W." No credit will be earned and the GPA will not be affected.

How do | withdraw from a class?

* Submit a course withdrawal form to the Regierror's Office before the
withdrawal deadline indicated in the Academic Calendar.



https://my.aup.edu/academics/offices-resources/registrar/forms/course-withdrawal
https://www.aup.edu/academics/academic-career-resources/academic-calendar

Frequently Asked Questions

W hat is Credit/No Credit?

. Under?roduoﬁre students may designate one course per semester fo be graded

Credit/No Credit. This option mus be chosen |oy the student no later than the

deadline indicated in the Academic Calendar. Once exercised by submiHing the
Credit/No Credit webform, this option CANNOT be revoked.

e If vou earn a grode of "C" or above in the course chosen, a findl grqde of "CR"
(C\/redijr) will appear on your transcript. Credifs so earned will count toward
groduoﬁon requirements but will not be Compu’red in the grode point average.

o If you edrn d grode below a "C,” "NC" (No CrediJr) will dppedr on your

franscript.

e |tis g student’s responsibih’ry to inquire about the minimum required rades for
spechcic cou rses/graduo+ion requirements before choosing the Credijr/ﬁo Credit

groding opftion.



https://www.aup.edu/academics/academic-career-resources/academic-calendar
https://my.aup.edu/webform/credit-no-credit

Frequently Asked Questions

How do | register an ini'ernship?

* You may do so online. The first step is to submit an irﬁernship registration
request.

Do | have to register an in’rernship accorcling to the AUP course registration
schedule?

* No, students may register an in’rernship with AUP at any time during the

academic year. However, the irﬁernship must be oﬁicio”y regierered before

it starts.

For more information on Internships, consult the Internship page of the
website or write to internship@aup.edu.



https://www.aup.edu/academics/academic-career-resources/internship-office/register-your-internship
https://www.aup.edu/academics/academic-career-resources/internship-office/register-your-internship
mailto:internship@aup.edu

