
College of Arts and Sciences  

Shippensburg University  

We know that you get bombarded with email every day, and that a lot of 

it seems irrelevant.  What I hope to do here is to provide you with some 

very important information related to scheduling .   

Since I am sending this out only to students with fewer than 30 credits, 

it is possible that you have not ever scheduled using the online system.  

Please read this email newsletter carefully, as it has some crucial infor-

mation that you may need. 

Remember that you will need to have visited your advisor  prior to 

scheduling so that s/he can talk to you about spring class choices and 

remove your advisor hold.  If you cannot get in to see your advisor, 

please go to your department chair. 

If you find yourself with unanswered questions during the process (after 

seeing your advisor and chair), please do not hesitate to come to our 

office.   

Student in the College  of Arts and Sciences,  

Sincerely, 

Dr. Long 

Kim Martin Long, PhD 

Associate Dean of Arts and Sciences 

Message from the Deanõs Office 

College of Arts and 

Sciences 

Dauphin 225 

(717) 477-1151 

M-F 8:00-4:30 

Basics of the SIS 

 

No doubt you have already become familiar with the SIS (Student Information System), but if 

not, you will need to be in order to schedule for the spring.  Login, using your ñsingle sign-onò 

login (or your ID number, if you have never logged in before) at http://info.ship.edu. 

 

Once you are ñin,ò go to ñscheduling.ò  You will see ñaddò at the top; clicking that will open 

up other choices.  The screen is pretty easy to navigate: you add courses that are open, and 

once done, you hit ñsubmit.ò  (Note: you can only schedule during your scheduling time, 

which you can locate in SIS on the ñregistrarò page.) 

 

If this is your first time in SIS, be sure to browse the system to see all the information avail-

able to you there.   

What do I do if a class if CLOSED? 

 
If you really NEED a class that is closed (no other 

sections available that you can take), go to the de-
partment office of the department offering the 

class.  The secretary should have an ñoverflow listò 

that you can sign.  This will ask for some informa-
tion, along with a justification of need.  Stay tuned 

to see if more sections of the class are able to be 
added. 

 
Also, be sure to check back during ñschedule clean 

up,ò November 12 and 13, when all classes will be 

available (classes without restrictions) to all stu-
dents.  Lots of shifting occurs during these two 

days, and seats open up. 

Department Office Locations  

 

Art    FOB 04  

Biology    FSC 142 

Chemistry   FSC 327 

Comm/Journ   RLH 108 

Computer Science   MCT 156 

Economics   DHC 127 

English    DHC 128 

Geography/Earth Sci  SRH 104 

History/Phil   DHC 122 

Human Comm   DHC 121 

Mathematics   MCT 250 

Modern Languages  RLH 109 

Music/Theatre Arts  PAC 220 

Physics    FSC 215B 

Political Science   GRH 424 

Psychology   FSC 114 

Sociology/Anth   GRH 428 

 

For interdisciplinary major or minor courses, contact the 

director:  

Ethnic Studies, Dr. Sharnine Herbert, HH 103  

Womenôs Studies, Dr. Shari Horner, HH 125 

International Studies, Dr. Bob Stephens, HH 101  

Interdisciplinary Arts, Dr. Mike Pressler, DHC 109  

 

Frequently Asked Questions about Scheduling 
 
1. Why do I need to see my advisor before I can schedule? 
tǊŀŎǘƛŎŀƭƭȅ ǎǇŜŀƪƛƴƎΣ ȅƻǳ ƴŜŜŘ ǘƻ ƎŜǘ ȅƻǳǊ άŀŘǾƛǎƻǊ ƘƻƭŘέ ǊŜƳƻǾŜŘ ōŜŦƻǊŜ ǘƘŜ ǎȅǎǘŜƳ ǿƛƭƭ ŀƭƭƻǿ ȅƻǳ ǘƻ ǎŎƘŜŘπ
ule.  But the reason for the hold is to strongly encourage you to see your advisor and talk about your class 
choices, and other matters related to your program and plans, before you schedule. 
 
2. What if my advisor is unavailable? 
aƻǎǘ ƭƛƪŜƭȅΣ ȅƻǳ ǿŀƛǘŜŘ ǘƻƻ ƭƻƴƎ ǘƻ ǎŜŜ ƘƛƳκƘŜǊΦ  LŦ ƛǘΩǎ ƻƴƭȅ ŀ Řŀȅ ƻǊ ǘǿƻ ōŜŦƻǊŜ ȅƻǳǊ ǎŎƘŜŘǳƭƛƴƎ άǿƛƴŘƻǿΣέ ǎκ
he might not have times that you can meet.  Try to see the department chair.  If you do not get the hold re-
moved (do not meet with anyone about what classes to take), then you may need to wait until schedule 
άŎƭŜŀƴ ǳǇΣέ bƻǾŜƳōŜǊ мн ŀƴŘ мо ǘƻ ǎŎƘŜŘǳƭŜ ŎƭŀǎǎŜǎ ŦƻǊ ǘƘŜ ǎǇǊƛƴƎΦ 
 
3. How can I get into a closed class? 
Seats open up all during your scheduling window (the 24-hour time slot you have to access the scheduling 
system).  Keep checking back.  Look at all of your options.  Perhaps you are wanting a class at noon but must 
take one at 8:00 a.m.  Again, keep checking back, go to the department to get on an overflow list if the class 
is absolutely not available, and go back during schedule clean-up.  Remember that you will also have the 
άǎŎƘŜŘǳƭŜ ŀŘƧǳǎǘƳŜƴǘέ ǘƛƳŜ ƛƴ WŀƴǳŀǊȅ ǘƻ ƳŀƪŜ ŦǳǊǘƘŜǊ ŎƘŀƴƎŜǎΦ  hƴŎŜ ȅƻǳ ŀǊŜ ŦŀǊǘƘŜǊ ŀƭƻƴƎτmore earned 
creditsτyou will be higher on the priority list to schedule.  Perhaps you may need to wait a semester or two 
to take a class that is very popular.   
 
4. Should I ask the professor to let me in the class? 
/ƭŀǎǎ άŎŀǇǎέ ŀǊŜ ǎŜǘ ŦƻǊ ǾŀǊƛƻǳǎ ǊŜŀǎƻƴǎΦ  {ƻƳŜǘƛƳŜǎΣ ǎŀŦŜǘȅ ƛǎ ŀ ǊŜŀǎƻƴ ƴƻǘ ǘƻ ǇŀŎƪ ƳƻǊŜ ǎǘǳŘŜƴǘǎ ƛƴ ŀ ŎƭŀǎǎΦ  
{ƻƳŜǘƛƳŜǎ ƳŀǘŜǊƛŀƭǎ ƻǊ ŀŎŎŜǎǎ ǘƻ ǘŜŎƘƴƻƭƻƎȅ ƛǎ ŀƴƻǘƘŜǊΦ  LŦ ȅƻǳ ƴŜŜŘ ŀ Ŏƭŀǎǎ όǇǊŜǊŜǉǳƛǎƛǘŜΣ ǎŜǉǳŜƴŎŜŘ ƳŀƧƻǊǎΩ 
ŎƻǳǊǎŜΣ ŜǘŎΦύΣ ǘƘŜƴ ƎŜǘ ƻƴ ǘƘŜ ŘŜǇŀǊǘƳŜƴǘΩǎ ƻǾŜǊŦƭƻǿ ƭƛǎǘ ŦƻǊ ǘƘŀǘ ŎƭŀǎǎΦ  ¢ƘŜ Ƴŀƛƴ ǘƘƛƴƎ ƛǎ ƴƻǘ ǘƻ ǇŀƴƛŎ ƛŦ ȅƻǳ 
ǎŜŜ άŎƭƻǎŜŘέ ōŜǎƛŘŜ ŀ Ŏƭŀǎǎ ȅƻǳ ƴŜŜŘΦ  /ƘƻƻǎŜ ǎƻƳŜǘƘƛƴƎ ŜƭǎŜ ŦƻǊ ǘƘŜ ǘƛƳŜ ōŜƛƴƎτsomething that also works 
with your program and scheduleτand see if the class opens up as I have described above. 
 
5. What if I cannot get the professor or the time I want? 
¢ƻ ǉǳƻǘŜ ǘƘŜ wƻƭƭƛƴƎ {ǘƻƴŜǎΣ ǿŜ Řƻƴϥǘ ŀƭǿŀȅǎ ƎŜǘ ǿƘŀǘ ǿŜ ǿŀƴǘΣ ōǳǘ ǿŜ ƻŦǘŜƴ όŀƴŘ L ƘƻǇŜ ŀƭǿŀȅǎύ άƎŜǘ ǿƘŀǘ 
ǿŜ ƴŜŜŘΦέ  You must understand that we do our best to offer classes at all times throughout the day, and it 
may be impossible to get the exact section you want for a class.  It also may be impossible to get a particular 
general education class you want, but you should explore all your options.  Again, be sure to let departments 
ƪƴƻǿ ƛŦ ŀƭƭ ŀǾŜƴǳŜǎ ŀǊŜ ŎƭƻǎŜŘ ǘƻ ȅƻǳ ǎƻ ȅƻǳ Ŏŀƴ ōŜ ƛƴŎƭǳŘŜŘ ƻƴ ǘƘŜ άƻǾŜǊŦƭƻǿέ ƭƛǎǘǎΦ 
 

Other Important Information/Reminders/Deadlines Related to Academics 
 
Deadline to withdraw from a course: November 9.  As a new student, you can-
ƴƻǘ ǿƛǘƘŘǊŀǿ ƻƴƭƛƴŜΤ ȅƻǳ Ƴǳǎǘ ŎƻƳŜ ǘƻ ǘƘŜ ŘŜŀƴΩǎ ƻŦŦƛŎŜΣ 5ŀǳǇƘƛƴ ннрΦ  {ŜŜ 
your advisor first.  S/he will need to OK the withdrawal, which can be done in 
email to Dr. Long. 
 
Remember that you CANNOT withdraw from HCS 100, ENG 106, HIS 105/106, 
or developmental courses.   
 
If you are absent for more than a class or two, document your situation with 
our office.  We will NOTIFY faculty, who will determineτaccording to their at-
tendance policies on the syllabusτhow to accommodate your absence.  (While 
Etter is not giving out notes for swine flu or other illnesses, we can call and ver-
ify that you have been seen and treated.)   
 
If you are absent for an extended periodτregardless of the reason or its legiti-
macyτyou may need to withdraw from the class, or all classes, to keep from 
being in academic difficulty.  Talk to you advisor, chair, or make an appoint-
ment with Dr. Long if necessary to discuss your options. 
 

Please remember that your deanôs office is here 

to help you.  Donôt hesitate to contact us with 

questions related to anything related to your aca-

demic situation.   

 

We try to keep good lines of communication 

open, and so we encourage you to see and get to 

know your advisor, faculty, and department 

chair.  If you have an issue with a class, go see 

the professor in person.  A quick email is not 

enough. 

 

We hope that you are having a good, challenging 

first semester and that you are seeing the impor-

tance of a college degree.  We hope that you are 

experiencing some interesting things in the many 

different classes and learning situations you find 

yourself in this semester.  We also hope that you 

come back next semester, wiser and better able 

to handle the challenges that college presents. 

 

If you DO find yourself in academic difficulty, 

do not give up.  We have many support services 

in place to help you learn from your difficulties.  

Of course, talk with your faculty, talk with your 

advisor, and then make an appointment with Dr. 

Long if you have questions about how to pro-

ceed.  Again, we are here to help. 

 

Best wishes for a strong end of the semester! 

 

The College of Arts and Sciences Deanôs Office 

Remember to Schedule These Classes  
 
If you are taking HIS 105, then sign up for HIS 

106 for the spring.  
 

If you are taking ENG 106, then you should 

take HCS 100 for the spring. 
 

If you are taking HCS 100, then you should 
take ENG 106 for the spring. 

 
Of course, these are the traditional required 

classes.  If you have a special situation, your 

advisor will assist you with what to take.  

http://info.ship.edu/

