Shippensburg University

College of Arts and Sciences

Message from the Deandos Of

Student in the College of Arts and Sciences,

We know that you get bombarded with email every day, and that a lot of
it seems irrelevant. What | hope to do here is to provide you with some
very important information related to scheduling .

Since | 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 College of Arts and
remove your advisor hold. If you cannot get in to see your advisor, gc'enﬁ,eszzs
: auphin

lease go to your department chair.
please go foyourdep (717) 4771151
If you find yourself with unanswered questions during the process (after M-F 8:004:30
seeing your advisor and chair), please do not hesitate to come to our
office.
Sincerely,
Dr. Long

Kim Martin Long, PhD
Associate Dean of Arts and Sciences

£ AN

Basics of the SIS

No doubt you have already become familiar with the SIS (Student Information System)jbut if
not, you wil/ need to be in order to-osndohedule for
login (or your ID number, if you have never logged in befor /linfo.ship.edu.

Once you are fiin, 0 go to fischeduling. o You wil |l
up other choices. The screen is pretty easy to navigate: you add courses that are open, and

once done, you hit fAsubmit.o (Note: ydu can only
which you can |l ocate in SI'S on the firegistraro pa

If this is your first time in SIS, be sure to browse the system to see all the information ayail-
able to you there.

What do | 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

cl ass. The secretary shoul d
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.
Al s o, be sure to check RBack dt
up, 6 November 12 and 13, when

available (classes without restrictions) to all stu-
dents. Lots of shifting occurs during these two
days, and seats open up.

Department Office Locations ) 4

Art FOB 04

Biology FSC 142

Chemistry FSC 327

Comm/Journ RLH 108 = = e o
Computer Science MCT 156 =

Economics DHC 127

English DHC 128 ot =i

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 Remember to Schedule These Classes
Psychology FSC 114 . .
Sociology/Anth GRH 428 If you are taking HIS 105, then sign up for HIS

106 for the spring.

For interdisciplinary major or minor courses, contact the

director: If you are taking ENG 106, then you should
Ethnic Studies, Dr. Sharnine Herbert, HH 103 take HCS 100 for the spring.

Womendés Studies, Dr . Shari Ho

International Studies, Dr. Bob Stephens, HH 101 If you are taking HCS 100, then you should
Interdisciplinary Arts, Dr. Mike Pressler, DHC 109 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.

Frequently Asked Questions about Scheduling

1. Why do | need to see my advisor before | can schedule?

t NI} OGAOFffte &aLISI1Ay3ar @2dz ySSR (2 3IS0G @2dzNJ al ROA &2 NJ
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?
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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
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3. How can | get into a closed class?

Seats open up all during your scheduling window (thad@4 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 alparRemember that you will also have the
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credits you 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 | ask the professor to let me in the class?

[ tF&aa aOFLlaé FNB &aS3G F2NJ OF NA2dza NBlF az2yao {2YSiAYSa
{2YSGAYSaAa YIFIGSNARIfa 2N I O0Saa (2 (SOKyz2tz23e8 Aa Fy2i0K
O2dzNASs SO0 s (KSy 3ISiG 2y GKS RSLINIYSY(iQa 20SNFf 26
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with your program and scheduleand see if the class opens up as | have described above.

5. What if | cannot get the professor or the time | want?

¢2 ljd2iS GKS w2ftftAy3a {G2ySaz S R2yUid lftglrea 3ISG 6KI
g Sy SY&Rmwmst 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
1y26 AT it | @SydzSa I NB Ot 2aSR (2 e&2dz a2 &2dz Oy 68

Other Important Information/Reminders/Deadlines Related to Academics

Deadline to withdraw from a course: November 9. As a new student, you fan-
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your advisor first. S/he will need to OK the withdrawal, which can be dong in

email to Dr. Long.

Remember that you CANNOT withdraw from HCS 100, ENG 106, HIS 10%/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 determirgecording to their at-
tendance policies on the syllabusiow 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 periodegardless of the reason or its legit
macyt you may need to withdraw from the class, or all classes, to keep frgm
being in academic difficulty. Talk to you advisor, chair, or make an appoint
ment with Dr. Long if necessary to discuss your options.

Pl ease remember that your deands office is here
to help you. Donét hesitate to contact wus 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 clags,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 Deands Office


http://info.ship.edu/

