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August 2017
Graduate School of Policy Science

“Registration Guidebook for Fall Semester”
Course Registration for Fall Semester AY 2017

Important Notice before Fall Semester Starts

Information from the Manabi Station and Administrative Office

Information from the Administrative Office regarding course registration is delivered to the “Course
Registration/ Exams/ Grades” or “Personal” category of the CAMPUS WEB. Please check CAMPUS WEB every
day. Students are responsible for the disadvantages caused by failing to check the information from the University
via CAMPUS WEB.

Make sure to check course registration via CAMPUS WEB

The University does not provide an official application to refer to the timetable via smartphones. The university
receives a lot of responses from students using informal applications; (since the wrong timetable was displayed)
they could not check the correct course registration schedule, could not realize that there were course registration

error messages, etc. Please be careful of misinformation.

Check course information for classroom changes/class cancellations/makeup

classes before fall semester via CAMPUS WEB

The course information including class cancellation, makeup class, classroom change, and change of
instructor are delivered, and can be checked in the “My Class Schedule” category of CAMPUS WEB. (Information
regarding the registered courses can only be seen on the day before.) To see the class information on classes
that you plan to/wish to register for, click “BBS — Search All Courses notices.”

Fall semester classes begin on Tuesday, September 26

There are some classes and final exams on public holidays and Saturdays. Please refer to the “Academic
Calendar.”

Inquiry and consultation regarding course registration at OIC Manabi Station

Please note that we do not accept inquiries regarding course registration from the [Inquiry button] on
CAMPUS WEB, over the phone, or by email (we do not reply to email inquiries). For inquires please personally
come to the Manabi Station. Office hours are as follows.

When classes are conducted 8:45~17:00
(including Saturdays, Sundays, and public holidays when classes are conducted) ' '
Other (including periodic exam period) 9:00~17:00

Also, since taking graduate courses has a significant impact to the research plan, please consult with the
supervisor regarding the course regqistration first before registering for the courses.
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Carrying Student ID Card/QR code stickers

Student ID card and QR code stickers are used to check the attendance of students in some classes.
Therefore please carry the Student ID card and QR code stickers when attending classes.

Mailing grade report for spring semester

The grade report for spring semester will be mailed to the student’s parents (guarantor) who has resided in
Japan by at least the beginning of October.

Course Registration

Registering for classes is a necessary part of earning credits and completing courses systematically.
Graduate students must follow the designated registration periods according to the Academic Handbook,
Registration Guidebook, Time Schedule, and Syllabus in order to register for courses successfully.

Failing or missing course registration effects in an effort for studying as a graduate student and it is against the
consideration for granting credits. Please realize that it is the graduate students’ responsibility to study at
university and plan to take the courses systematically.

f@ Check your research plan with your supervisor and confirm which courses to register.

{@3 Register for the courses of your choice successfully and systematically by referring to the
Academic Handbook and Syllabus.

[@3 Register for courses during the designated registration periods by referring to the timetable and
registration guidebook carefully. It is the student’s responsibility to check information provided by
the university.

Methods of Course Registration
There are two methods of course registration. Please note that the registration method and period are
designated depending on the method of registration. For the methods of registration for each course, refer to

page 16.

Registration

Detall Registration/ Withdrawal Period
Method

- The courses are registered by the Administrative
Automatic Office. No action is required by the student to

Registration register for these courses.

- The courses cannot be cancelled.

- Students register for courses on their own ) i .
) i i - Changes to course registration period
during reqular reqgistration period.

Regular i for Fall Semester (add/delete)
. . Students can add/delete courses using “Course . ,
Registration _ , , Cancellation period for fall semester
Registration (via Course Code) of the CAMPUS
(delete only)

WEB.
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1. Course Registration Schedule

Please note that the registration period varies depending on the course registration types. Please complete
the course registration one day prior to the last day of the registration period. It is recommended that the student
finish the course registration well in advance. Registrations and withdrawals outside the designated periods are

not permitted at all.

<Fall Semester>

Course Type

Period

Subject

Eligible Student

September 6 (Wed) 10:00
a.m.

September 19 (Tue) 1:00
p.m.

Grade notification for spring
semester

For students expected to
complete in the spring
semester

For students remaining
in the fall semester

Registration
Course

—Oct. 17 (Tue) 11:00 a.m.

missed the fall registration period)

Regular Sep. 26 (Tue) 10:00 a.m. ) )
: , Changes to course registration .
Registration | —Sep. 28 (Thu) 11:00 . Those who wish
period for Fall Semester
Course a.m.
i Release of Individual Course
- Oct. 6 (Fri) 5:30 a.m. ) } All students
Timetable (Completion Due)
Oct. 6 (Fri) 10:00 a.m. (Notification period for students who %1
—Oct. 12 (Thu) 11:00 a.m. | missed the fall registration period) :
Regular Oct. 16 (Mon) 10:00 a.m. | (Registration period for students who %1

Oct. 23 (Mon) 10:00 a.m.
—Oct. 25 (Wed) 11:00
a.m.

Cancellation period for fall semester

Those who wish

Nov. 2 (Thu) 5:30 a.m.

Release of Individual Course
Timetable (Completion Due)

Only for those who
register for the courses
during the Registration

Period and for those who
missed fall semester
registration or who
cancelled the course

%1

12

» This registration is for students who did not complete their registration during the Changes to course
registration period for Fall Semester (including those who need to make any course adjustments for failing
course registration). Only those students who applied for the above notification period and are allowed by
the office are_able to add and cancel the reqular courses during the “Course Registration period for
students who missed spring semester registration period.”

- Students are allowed to apply for this reqistration once a year (April to March). The students who applied for
this registration and are permitted to by the office in spring semester are not allowed to apply for this
registration in fall semester. (The application will be rejected.)




Information for Course Registration Including Timetable etc.

Necessary information for course registration for fall semester

Necessary Information
. : Note
for Course Registration

Academic Records Click on “Course Registration/ Exams/ Grades” - “Academic Records Information
up to the last semester | (Reference)’ on CAMPUS WEB

Academic Handbook Check the curriculum of your program.

This Handbook explains the course registration procedure via CAMPUS WEB.

During the course registration period, the office receives a lot of inquiries regarding the
Study Support Handbook ] )
system, however, they can be solved by referring to this handbook. So please read the

handbook before registering for courses.

“Graduate School of Policy Science Time Schedule for AY 2017”
Time Schedule Copies will not be distributed in fall semester since they were distributed in spring
semester.

Registration Guidebook | “Registration Guidebook for Fall Semester” (this guidebook)

Syllabus

E@S Time Schedules will not be distributed again since the contents are the same as the one distributed
in April.

3. How to Use CAMPUS WEB/ Basic Rules for Course Registration

Checking Curriculum and Completion Requirements with the Academic
Handbook

Check the grades up to the last semester and register for the courses after confirming the curriculum and

completion requirements with the Academic Handbook.

How to Use CAMPUS WEB for Course Registration &

+ Access: Ritsumeikan official English website->Current Students—-> Study Support Site> CAMPUS WEB
- During the procedure, a security message screen may appear. Please click on “continue”.
- For the detailed procedure, please refer to page 18 of the “Study Support Handbook”.

13



Below is an excerpt from the “Study Support handbook”.

® Using Course Registration (via Course Code)

1. Click on [Course Registration / Exams / Grades] in

the menu. 4. Details for the course of the code you entered are
= = displayed. Check the details, and click on
CAMPUS HER [ an [SUBMIT]. *A simple check is conducted at this

el R v— o - point. Any errors are displayed in red or blue. Click

e - on [BACK] and restart from step 2.

[ Py Mo [ | Koo [timaame | E (£ T ..

] [ e -
Comm | e Garowy | B Supoot -

i Fout |G e [
- P u
——
—

Course Registration

R ALY L
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2. Click on [Course Registration via Course Code].

STUDENT MENU TORATA BAKA

TOMATA MKA

Cowse fngstaton ot Coursen | || i |
I Conar i RBgEYRIon vk Courss Cods ' Tem Papet TapiciRetennce) I
[ Lottery-Based Course Result (Reference) | | Acacemic Recoeds information (Rterence) |

5. The course registration confirmation page is
displayed. Please confirm the data that you have
entered/applied for is displayed correctly.

Course Regisiraiion Staius Veriication |

_|mm-|emmhnmn_m Du-l

- 6. Correctly entered/applied data can be checked on
[Course Registeration Status Varification] from
Campus Web (refer page 20).

Must confirm immediately or by next day after
entry/application.

3. The page for entering course codes is displayed.
Enter the code for courses you wish to register for
or delete, and click on [Course Confirmation].
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Course Registration

N

2lease complete the course reqgistration one day
before the last day of the reqgistration period.
The errors that appear after the registration
period cannot be cleared or modified!

Entor the course numbar(s) you wish to add ard press the course confirmation button

# Hack to Menu

If students attempt to apply for courses that do not match the W/
rules below, a system error will occur. @°

- Students cannot retake courses for which they have already passed and received credit, courses notin
their curriculum, and courses offered by other graduate schools that are not accepting students from
other graduate schools.

- Students can reqgister for only one course if the same course is offered several times.

- Students cannot register for two courses held on the same day/period/semester.
Please double check the time schedule you are planning to register for and register for the courses accordingly.
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Checking Errors, Confirmation of Registration Details, and Modification

* Confirm the registered courses and check if there are any registration errors on the Next Day.
Access CAMPUS WEB [Course Registration/Exams/Grades]=> [Course Registration Status Verification]
screen to check if there are any registration errors.
If there are any registration errors, the background of the course with an error turns red on the [Course
Registration Status Verification] screen.

=Course registration data will be updated at night (between 2:00 a.m. and 5:30 a.m.) via CAMPUS WEB. If
students input course registration data before 2:00 a.m., the data will be updated during the period above and
refracted on their CAMPUS WEB after 5:30 a.m. the next day (error messages appear if there are errors found
during the updating process, and error messages should disappear if the errors were cleared by the day
before).

=Please complete the course registration one day before the last day of the registration period to check
and take care of the delayed errors which appear on the next day. The delayed errors that appear after the
registration period cannot be taken care of!

=As aresult, courses with errors are automatically deleted from the course registration.

Example of the [Course Registration Status Verification] screen with red background

i MR

1

;

é mw‘:ﬁ;‘_?fln L ucg\:gﬁi_\x’_w “..i E %®°.

T il nsnil Errors cannot be checked on [My Class Schedule]
, [ oo T 152 screen of the CAMPUS WEB!!!

w T BT AR . . .

m e A time schedule application for smartphones such
5 as “Orario” etc. are no good!!

? Be sure to check the [Course Registration Status

E Verification] screen of the CAMPUS WEB.

1

B

]

- The courses with red backgrounds are not registered properly, so the student cannot take the courses.

FAQ

Q. Why do error messages appear on the red background even though | have addressed the
errors and why doesn’t the “Current Registered Credit”?

A. Error messages should disappear and the number of currently registered courses should be updated
on the next day. Please check the modified courses on the next day.

Q. Why do error messages appear when | try to re-register for courses for which | received a
failing grade in the spring semester?

A. You can register for the course. Please register for the courses by referring to page 22 of the Study
Support Handbook 2017.

Q. Why I am not able to withdraw from the course which | register for?

A. Students are able to withdraw from the reqular registration courses only.
Please be noted that student cannot withdraw from the accepted automatic registration
courses. Also, periods to withdraw the reqular registration courses are designated. Please
check the schedule carefully.




4. Notes Regarding Prospective Completion

Checking Prospective Completion Status

If there is any “misunderstanding” or “mistake” in the course registration, students may not complete the
program. While checking the grades of up to the last semester, students must confirm the reguirements for
completion with the Academic Handbook and make adjustments for the fall semester course registration
if necessary.

w [Prospective Completion Status]

Prospective Completion is indicated in the lower part of the Individual Course Timetable (PDF). Please
make sure to check the completion status on the Individual Course Timetable (PDF) released after the
‘Changes to Course Registration for Fall Semester Period’.

To be considered for prospective completion, the total number of credits earned up until spring semester 2017
added to the total number of credits registered to be earned during fall semester 2017 must be equal to or greater
than the required total number of credits for completion.

=0n_and after the release dates of the Individual Course Timetable, the certificate of prospective

completion can be issued via automated certificate issuing machines located on each campus.

5. Procedure and Notes for Course Registration

Procedure 1: [All students] Checking Grades up to the Last Semester
Please check the grades up to the last semester on the Academic Records Information (Reference) page via
CAMPUS WEB. Also, please confirm the curriculum and completion requirements with the Academic Handbook
and consider if you need to make adjustments for the fall semester. At this time, the grades for courses offered in
spring semester is released.
The grades for “Summer Intensive Courses” will be released at the grade natification period for fall semester
(March).

Procedure 2: [All students] Checking Automatic Registration Courses

Check the day of the week/period of the Automatic Registration Courses with “My Class Schedule” on
CAMPUS WEB.

Automatic Registration Courses:

<Master’s Program> Courses Offered by Other Graduate Schools, Undergraduate Courses, etc.

<Doctoral Program> Research Seminar/Advanced Research Seminar

Procedure 3: [Those who wish] Applying Adjustments for Automatic Registration
Courses

If students wish to register for Automatic Registration Courses additionally or change the Automatic
Registration Courses registered during the course registration period in spring semester, they are required to
consult with their supervisor before application and then submit the designated form. Applications are not
necessary if the student will take the courses offered in fall semester that were registered during the course
registration period in spring semester. The application requires comment from the academic supervisor.
Application forms are available at the Manabi Station.
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Application Period for Automatic Registration Courses: — September 26 (Tue) 17:00

IRequest forms for Application (Correcting) Automatic Registration Courses|
<Master’s Program> Request for Enroliment in Courses Offered at Other Graduate Programs, Request for
Enrollment in Courses Offered at College of Policy Science

<Doctoral Program> Request form for correction of registration for Research Seminar/Advanced Research
Seminar. Submission Place: Manabi Station

Students can check their accepted courses on the [Course Registration Status Verification]

screen. "Accepted” courses are settled, students are not required to register for them again. (Unaccepted

courses are not shown on the screen.)

When courses are accepted, a registration error may occur. (E.g. Day and Time is overlapped with
another course.) Please check the [Course Registration Status Verification] screen on and after September
26 (Tue) to see if there are any errors for the courses added or other courses. Courses with errors that are
not cleared during the regular registration period for spring semester are considered not registered.

Procedure 4: [Those who wish] Making Changes to Course Registration for Regular
Courses

Students may add/delete reqular registration courses, courses with the course codes in the Time Schedule
Booklet, to/from their fall semester schedule via CAMPUS WEB. (Except for automatic registration courses.)

AY»

September 26 (Tue) 10:00 AM — September 28 (Thu) 11:00 AM

E Period for Making Changes to Course Registration for Fall Semester:

+ Students may add/delete the courses as many time as needed during this period.
+ Due to the periodic maintenance, CAMPUS WEB is not available between 2:00 a.m. - 5:30 a.m.

% During this period, those who wish may add/delete courses via CAMPUS WEB. From the ‘Course
Registration/Exams/Grades’ screen, select ‘Course Registration via Course Code’ screen 2 enter the code of

the course you wish to add/delete > Check the details = and click on ‘SUBMIT".

Course registration (simple version) Registration YearZ0llAcadenic Yea Course registration (simple version) B st rat b Taas

Enter the course nusber(s) you wish to add and press the course confirmation button

Course Confirmaticn

#% When the “Course Confirmation” button is pressed, the system runs a simple error check. Error messages
appear on the red or blue background if there is an error. In that case, please clear the error and click the
button.
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Select Semester/Day/Period Course Number Course Name Class Credits Instructor Remarks

Wou have exceed the upper
linitation for course registration

Administrat ive
Manazement

(Note) Do not use the [Inquiry button] on the right side. /
For inquiries, please read this guidebook and the Student Support book once again

then come to the Manabi Station if the problem cannot be solved.

FallFri2Period 15662 J 2 HORI WASAHARL

Procedure 5: [Those who wish] Withdrawing from Regular Courses
Students can withdraw from registered regular registration courses once a certain amount of time has passed
after each semester begins. (Students are not allowed to withdraw Automatic registration courses.) The courses
that students withdraw from will be deleted from the course registration.

AY» Course Withdrawal Period for Fall Semester:

{_?5 October 23 (Mon) 10:00 a.m. — October 25 (Wed) 11:00 a.m

During this period, those who wish may delete courses via CAMPUS WEB. From the ‘Course
Registration/Exams/Grades’ screen, select the ‘Course Registration via Course Code’ screen = enter the code of
the course you wish to delete > Check the details =2 and click on ‘SUBMIT".

Procedure 6: [All students] Checking Individual Course Timetable
After the course registration period for fall semester, the ‘Individual Course Timetable’ will be released via
CAMPUS WEB. Make sure to check the finalized schedule on the [Individual Course Timetable/ Graduation Due]
screen.
AY»

October 6 (Fri) 5:30 a.m.

{é Release of Individual Course Timetable / (Completion Due):

If students change their time schedule after the Making Changes to Course Registration for Fall Semester
period, their ‘Individual Course Timetable (Completion Due)’ will be updated and released on the following day via
CAMPUS WEB.

If students change their time schedule during the “Registration period for students who missed the registration
period” or “Course withdrawal period” in fall semester «+ + - Will be updated on November 2 (Thu) 5:30 a.m.

[Students who are in Their Prospected Year of Completion] Checking Prospective

Completion Status

Students who are in their prospected year of completion, can check their completion status, using "Individual
Course Timetable/Graduation Due".

If the ‘Graduation Due’ column is not indicated as ‘Fulfilled’ on the Individual Course Timetable
(PDF), students cannot complete, even if they have earned all the credits reqistered. Please make sure to

check the ‘Graduation Due’ column.

X On and after the release date of the “Individual Course Timetable/Graduation Due” the student

can _issue a “Certificate of Prospective Graduation” using the certificate issuing machines. If the
‘Graduation Due’ is not indicated as ‘Fulfilled’ on the Individual Course Timetable, students cannot issue the
‘Certificate of Prospective Completion’.
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