The Course Request System (CRS) will be open from April 23, 2014 to June 13, 2014. The courses you request are not binding; however, your indication of interest helps New College plan the appropriate number of courses and course sections for the coming semester. During orientation week, new students attend mini-classes to learn more about the particular classes, as well as meet with their academic advisors to discuss which classes to actually take. You will receive an Academic Advising Questionnaire at a later date this summer. Indicating interest in taking a class through the CRS does not register you for a class and does not ensure you will be admitted to the class.  The Fall 2014 contract negotiated between you and your faculty advisor is the official registration document.  Contracts must be submitted to the Office of the Registrar by 5:00pm on the second Wednesday of classes (September 3, 2014). 

A Registration Hold will be placed on the accounts of students who do not use the system by June 13. A $100.00 Late Registration Fee will be applicable to the students who do not use the system by June 13, the registration deadline for Fall 2014. In order to remove the hold and be registered during the late registration period, students will be allowed to access CRS from June 14, 2014 to August 29, 2014. 

Course Request System Instructions 

To access the CRS, click the NewCLEIS icon in the myNCF LaunchPad. 

From the NewCLEIS homepage, 
1. Click Admissions, Registration, Records, and Financial Aid > Student Registration > Add or Drop Classes. 
2. If prompted for a term, select the appropriate term from the drop-down box. 
[bookmark: _GoBack]3. Click the Submit button. 
4. In the Add/Drop Courses or Course Request module, under the Add Classes Worksheet heading, enter the Course Reference Numbers (CRN) in the boxes. The CRN is the five-digit number located next to the title of each course in the Fall 2014 class schedule. 
5. Click the Submit Changes button to initiate the course request process. 
6. This initial submission process will fail due to technical reasons. 
7. Click the dropdown box under “Action” and select “Add Course Request.” 
8. Click the Submit Changes button a second time for your request to be processed. 

To confirm that this process has been successfully completed, you should return to the 
NewCLEIS homepage and click Admissions, Registration, Records, and Financial Aid > Student Registration > Course Request History. 

You are allowed to request up to six courses. You may drop a previously requested course to allow for a new course to be added by re-visiting the Add/Drop Courses or Course Request module and selecting Web Drop under the Action drop-down box next to the appropriate class. As you refine your list we encourage you to go back to the CRS and update your selections. This will allow faculty to have a clearer idea of who is interested. 

Questions: 
Questions or concerns regarding accessing NewCLEIS or myNCF should be directed to the IT Help Desk at (941) 487-4350 or it@ncf.edu. Questions or concerns regarding the Course Request System should be directed to the Office of the Registrar at (941) 487-4230 or records@ncf.edu.
