
ADVISING AND REGISTRATION 

FOR 

FALL SEMESTER 2009 

and 

SUMMER SESSION 2009



Advising and Registration Period for 

Fall and Summer 2009 

March 23rd 
through

April 18th, 2009



CLASS REGISTRATION PROCESS

1. Make an appointment with your academic advisor to plan your 
schedule. 

2. Check the HNU Website for any changes to the Schedule of 
Classes. 
(http://www.hnu.edu/resources/courseSchedules.html)

3. Complete your Registration Form, obtain your advisorôs 
signature, and submit the form to the Student Resource Center 
(Hester Administration Building Room 13).  

4. If you plan to incorporate an Independent/Special Study course 
or Internship, begin that paperwork through the Student 
Resource Center.

5. The deadline is April 18th.



REGISTRATION FORM 

SUBMISSION

ÅWe accept forms through the following 
mediumsé

Â In Person: Hester Administration Building,   
Rm 13

Â Fax: 510-436-1199

ÂMail: 3500 Mountain Blvd, Oakland, Ca 94619

ÅWe do not accept registration forms 
submitted though Email.



LATE REGISTRATION

ÅThe late registration period for

Â Fall Semester runs April 19th- September 9th.

Â Fall Accelerated Term 1 runs April 19th-
September 2nd

Â Fall Accelerated Term 2 runs April 19th-
October 26th

A fee of $100 applies to all continuing 
students who utilize this period.



STUDENT ACCOUNTS

Å If you have a balance due for Spring 2009, it must be 
paid in full before you can register for more courses at 
HNU.

Å Payment for Fall 2009 will be due before classes begin 
in August 2009. The Student Accounts Office will 
email your HNU email address 
(firstname_lastname@pucon.hnu.edu) with payment 
deadlines and Calculation Worksheet information this 
summer. This information will also be available on the 
Student Accounts web page this summer.  

Å There is no additional financial aid disbursement for 
Summer 2009. If you already registered for summer 
courses, you will be billed in June 2009. Payment is due 
upon receipt.  

mailto:firstname_lastname@pucon.hnu.edu


ONCE YOU ARE REGISTERED 

FOR YOUR CLASSESé

Å Check your Blackboard account to see your 
classes for Fall and Summer Classes. The classes 
will show the code 09FS, 09F1, 09F2, 09SE, 
09S5, or 09S6 in the title.

Å Any changes in times and days have been sent to 
you through your PUCON Webmail account.  
Check your webmail.

Å If youôre waitlisted for a class, it wonôt show up 
on Blackboard yet.  Take a look at the Waitlist 
Instructions for your next steps.

Å If you want to make changes to your schedule, 
submit a completed and signed Schedule Change 
Form to the Student Resource Center as soon as 
possible.



FAQs

Å What does a 
Registration Form look 
like?

Â When filling it out, 
please include the 
section number of the 
class when more than 
one section of the class 
is being taught.



FAQs

Å What does a 
completed registration 
form look like?
Â Make sure to get your 

academic advisor to sign 
your form

Â If you are an international 
student or have a double 
major, you need to your 
second advisorôs signature

Â Do not forgot to sign and 
date the form as well



FAQs

Å How do I make a 
change to my 
schedule?

Â Fill out a schedule 
change form

Å The form contains an 
ñADD,ò ñDROP,ò 
ñWithdrawal,ò and 
ñChangeò section

Å Make sure to get the 
required signatures 
before turning the form 
in



FAQs

Å What do I do if I am placed on a waitlist for a 
class?
Â When spaces become available before the term starts, WE 

WILL REGISTER YOU, and  then inform you via your PUCON 
webmail account .  
Å If youôve decided that you donôt want to be on the waitlist, please use 

the DROP section of the Schedule Change Form to notify us as soon 
as possible.

Â If you havenôt heard from us, go to the first class meeting
with a Schedule Change Form in hand.  This is when the 
instructor will be deciding who gets in and who doesnôt.
Å If thereôs a space for you, write the course information in the ADD

section of your form and have the instructor sign it.

Â If you need to drop one of your courses to make room for the 
one youôre adding, you will use the DROP section of the same 
form.  You donôt need an instructorôs signature for this part.
Å Then take your Schedule Change Form to the Student Resource 

Center before the deadline to add a class. 



Waitlist continued

ÂIf thereôs no space for you, donôt panicð
whatever you doðbecauseé

Å éyou may have enough units without the course, so you can pick 
it up later.

Å éyou may have chosen an alternate course when you registered, 
and you can just go with your schedule as it stands.

Å éyou can see your Advisor, choose another course, to the Student 
Resource Center, and add it to your schedule.

Å If you canôt get signed into the class, please write the course 
information in the DROP section of your form and return it to the 
Student Resource Center before the deadline to drop a class. 



Obtaining Advisor and Instructor 

Signatures

Å It is always best to obtain the physical signature of 
your academic advisor and/or your instructors.

Å If you are you are not able to obtain their physical 
signature, we do accept email approvals from your 
academic advisor and/or instructor
Â The email approval must consist of your initial inquiry and 
your advisorôs and/or instructorôs response 
Å The email must indicate proof of contact (i.e. Dates and email 

addresses)

Â These email approvals must be attached to the physical 
registration form and/or schedule change form and submitted 

only through FAX, MAIL, or IN PERSON.  

ÅWe do not accept registration forms 
submitted through EMAIL.



FAQs

ÅWhere can I find the deadlines?

Â Please refer to the website for the academic 
calendar
Å http://www.hnu.edu/academics/academicCalendar.html

ÂCopies are available in the Hester 
Administration Building hallway in front of the 
Student Resource Center



Rememberé

Å Advising and Registration Period for Fall 
Semester 2009 and Summer Session 2009 

March 23rd

through

April 18th, 2009



Questionsé

Å Contact the Student Resource Center

Â Location: Hester Room 13 

Â Email: studentresourcecenter@hnu.edu

Â Phone 

Å (510)-436-1133

Â Fax 

Å (510)-436-1199

ÂWebpage 
http://www.hnu.edu/academics/registrar.html.


