REGISTRATION

First or last co-op experience, there are several things that you need to know and be aware of regarding registration.

GOING OUT

You must register separately for each semester that you co-op.  You must register for two courses.  The first is an AAA course for your college; this is a 'header' course and also flags you as a continuing full-time student for financial aid. There is no credit attached to this course, only a grade of "S" to indicate that you have completed the experience.
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The second course is the actual course that will give you your credit hours and a grade for co-op.  This designation will vary by department and college, and may have variable credit hours too.  It is usually a 381-383 or 481-483 course number and is usually offered for 0.5-3 credits hours.  These courses are listed at the front of the Schedule of Classes under Off-Campus Programs.

If this is all that you register for (an alternating co-op experience), then you will be charged the part-time fee for a fall or spring registration.  During the summer there is a flat per credit hour charge.

If you register for other courses (a parallel co-op experience), your co-op course will be counted towards your total credit hours and you will be charged tuition according to whether or not you are a full-time student.

COMING BACK

Since most of you will be off-campus and all of you will be involved in a working environment, you will have priority to register for classes for the upcoming semester, whether it is the fall or the spring semester.  We do this by assigning you the beginning registration start time for online registration via DataVU.  You must contact your adviser before this time to determine classes so that your adviser can remove the advising hold; failure to do so will keep you from registering.
We will notify you (by your VU e-mail address) when the schedule of classes for next semester is posted to the registrar’s web site so that you can plan for your classes.  It is very important that you pay attention to your registration start time.  We give you the priority to get into the classes that you want and need, but your responsibility is to make sure that you have access to DataVU and to the VU web site.  If you have difficulty accessing the site or will not be around a computer at that time, you can always e-mail your course requests to registrar@valpo.edu ahead of time and we will enter the courses for you.

So don't put it off!  Look at the Schedule, call or e-mail your adviser. (Better yet, plan NOW with your adviser for your returning semester.)  Alternatively, you can fax your registration form to the Registrar's Office or e-mail your course requests to registrar@valpo.edu if you are having difficulty with access.  Check the website for information if you haven't received email notification by the week before registration begins on campus.
If you have any questions about the processing of your registration, you can call or e-mail me at any time.  Your adviser will receive an e-mail copy of your class schedule.  Any special permissions that are indicated in the Schedule of Classes must be taken care of before you register.  You will need to contact (e-mail, phone, fax, etc.) the appropriate person (instructor, chair, dean) for those courses requiring special approval (instructor’s approval, etc.)

You can view and print your class schedule on DataVU (http://www.valpo.edu/registrar/) by clicking on the ‘My Schedule’ menu option. 

You must still CONFIRM your registration on DataVU  before classes begin.  More information about confirmation will be mailed to you.   You will be assessed a $40.00 late confirmation fee if you forget to confirm your classes for next semester.

Your schedule will always be available through DataVU on the ‘My Schedule’ option.  Check it on a regular basis prior to the beginning of the semester so that you are aware of any day/time, building/room, or instructor changes.

Please contact us if you have questions. . .we're here to help you.  Good luck and have a great experience!

Ann Trost, University Registrar, Office of the Registrar, Kretzmann Hall, Valparaiso University, Valparaiso, IN  46383

Phone:  219-464-5212
FAX:  219-464-5381
E-mail:  regstrar@valpo.edu


Web:  www.valpo.edu/registrar/
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