This brochure provides an overview of the registration process at the
UWI St. Augustine Campus and serves as a Quick Reference Guide to
Registration. Full details are provided in the Registration Guidebook
2012/2013 which is available online at

A student is deemed to have registered for a course when his/her
financial obligations to The University have been fulfilled.

Registration for a course constitutes registration for the
examinations in that course.

ACADEMICYEAR 2012/2013
Semester 1:
Semester 2:

August 26,2012 to December 21,2012
January 20,2013 to May 17,2013

6:00a.m. to 12:00midnight Eastern Standard Time during the registration
period.

Opens: August 27,2012 - for all students

Closes: September 14,2012 for all students
Change of Registration

(ADD/DROP) There is no SPECIFIED ADD/DROP PERIOD.

Registration will remain open until
September 14,2012 midnight

Late Registration/Late Payment Fee of TT$200 applies from
September 10,2012

Opens: January 14,2013

Closes: February 08,2013 for all students
Change of Registration

(ADD/DROP) There is no SPECIFIED ADD/DROP PERIOD.

Registration will remain open until
February 08,2013 midnight

Late Registration/Late Payment Fee of TT$200 applies from
February 04,2013

Students are required to register online using the Banner Student
Administration System at You can
register via the Web from anywhere, either on-campus or off-campus.

Bl WHERE TO REGISTER

You may register using any laptop or PC with Internet access either at home,
at any on-campus computer laboratory or at any Internet café.

Computer kiosks located in the lobby area of our Student Administration
Building are available during the hours of 8:30a.m. to 6:00p.m. Monday
to Thursday & 8:30a.m.to 4.30p.m. on Friday excluding weekends and
Public Holidays.

Use off-campus facilities to avoid long queues and unnecessary de-
lays at the on-campus registration venues.

B GET YOUR 2012/2013
REGISTRATION INFORMATION

Information can be obtained:
*  Online at the UWI website at
+  2012/2013 Registration Guidebook for All Undergraduate Students

B GO TO ACADEMIC ADVISING

a. SEMESTER 1:Attend your Faculty Orientation and Academic Advising
session. It is COMPULSORY for New Students and OPTIONAL for
Continuing Students.

b. SEMESTER 2 Consult your Faculty Advisor for information on courses
for which you must register
Faculty Academic Advising schedule information can be obtained via
the Web at

B REGISTER FOR COURSES

a. Read the Online Registration Instruction Guide available at

b. Follow the instructions to register for your courses.
Note: At the BEGINNING of each academic year you are required to
register for:
+  All Semester 1 courses
+  AllYear-Long courses (where applicable)
Registration for Semester 2 courses takes place at the beginning of
Semester 2 normally in January of each year.

¢.  Print your Registration Fee Assessment Invoice. This is required to
complete the financial clearance process.
Check CAREFULLY to ensure that the courses for which you registered
online are listed on your Registration Fee Assessment Invoice.

MAKE SURE YOU REGISTER FOR
THE CORRECT SECTION OF A COURSE

CFB C.Iarence uG CFB Campus students only
Fitzroy Bryant
CHL Cave Hill Law UG Cave Hill LLB YEAR 1 students
only
DEN St Auqustine UG Dentistry students registering for
-Aug course MDSC 3280
EO1 St. Augustine uG Evening Students
EOC St. Augustine UG FOUN 1102 - FSA Evening
Students only
Exchange, Study Abroad and
EXC UG Inter-Campus Exchange students
. FSA students registering for FEN
FSA St. Augustine uG & FSS Courses
LAS St. Augustine UG Liberal Art's Students registering
for Education Courses
PED St. Augustine UG Phy.5|cal. Education students
registering for Summer courses
UG & Full-Time Part-Time, Specially
S01 St.Augustine Admitted St. Augustine LLB Years
PG
1,10 &Il
a. Undergraduate students
registering for Postgraduate
. courses
502 St.Augustine PG b. Graduate & Qualifying
Graduate students registering for
Undergraduate courses
FOUN 1102 - All FHE students
SOA St.Augustine UG including Bachelor of Education
Majors
FOUN 1102 - ALL FHE & LAW
. Students except Literatures in
508 St-Augustine UG English, English Language and
Literatures with Education majors
e St. Augustine UG FOUN 1102 - FSA Full-time
students
SAL Sir Arthur Lewis UG Sir Arthur Lewis Campus students
(SALISES) only
SED St. Augustine UG FOUN 1.210 - FHE Bachelors of
Education majors only
VG St.Vincent & UG St.Vincent & The Grenadines
The Grenadines Campus students only
UWI St.Augustine students on
UEX St. Augustine UG exchange with Cave Hill and

Mona campuses and foreign
universities

B PAY FEES

Pay fees at any branch of Republic Bank Ltd. using the bank deposit

slip. Ensure that

(i)  Your name, address and UWI Student ID number are entered
on the bank deposit slip

(i) The BankTeller returns 2 copies of the deposit slip to you.

El OBTAIN FINANCIAL CLEARANCE

a. Staple the following documents together:
i. Official UWI Registration Fee Assessment Invoice
printout
ii.  Evidence of payment of fees OR copies of letters showing
evidence of funding e.g.scholarship, *GATE Form

b. Deposit stapled documents in your Faculty Box located on the
Ground Floor, Bursary, Student Administration Building

¢. Checkonlineforfinancial clearancefive (5) days after submitting
the documents above by logging on to the secure area of the
UWI website at Select
and select

If you have not received financial clearance after five (5)
working days, visit the Bursary Representatives, Ground Floor,
Student Administration Building for clarification. REFER TO THE
ADMINISTRATIVE HOLDS/CONTACTS FOR GUIDANCE.

*GATE Form: Citizens of Trinidad & Tobago are required to submit
the following documents only at the beginning of the academic
year i.e.in Semester 1 registration period:

+  GATE form

+ Copy of Electronic T&T Birth Certificate

* Registration Fee Assessment Invoice

+ Receipt for payment of compulsory fees

*CITIZENS OF TRINIDAD & TOBAGO

UNDERGRADUATE STUDENTS Registering for SEMESTER 2

2012/2013 who:

a. have registered for 2012/2013 Semester 1 courses are NOT
REQUIRED TO SUBMIT ANY PRINTOUT OR DOCUMENTS for
Semester 2 registration

OR

b. are registering for the first time for academic year 2012/2013
must complete and submit the following documents:
¢ GATE form
. Compulsory Fees Payment Receipt
. Registration Fee Assessment Invoice
+  Copy of Electronic T&T Birth Certificate

B GET YOUR UWI ID CARD

SEMESTER 1

New ID cards are only issued to NEW/Re-Entry Students, Students who
have changed faculty and CONTINUING STUDENTS whose IDs have
expired.

CONTINUING STUDENTS:

»  If you received financial clearance your UWI Student ID Card is
automatically revalidated

«  If your UWI ID Card has expired you would be required to have your
photograph taken to obtain a new UWI ID Card. Please produce
picture identification (i.e.valid passport or National ID card).

DATES: SEPTEMBER 03 TO SEPTEMBER 15,2012
VENUE: DAAGA LECTURE ROOM 1 (Ground Floor)
TIME: 9.00 A.M. TO 6.00 P.M.

FACULTY DATES
ENGINEERING Monday September 03,2012
HUMANITIES AND EDUCATION | Tuesday September 04,2012

Wednesday September 05,2012

SCIENCE AND AGRICULTURE and Saturday September 08,2011

Thursday September 06,2012 and

SOCIAL SCIENCES Saturday September 08,2012

LAW & SPECIALLY ADMITTED/ .

EXCHANGE Friday September 07,2012

MEDICAL SCIENCES Friday September 07,2012
SEMESTER 2

If you registered in Semester 1 - 2012/2013 and received financial
clearance your UWI student ID card is automatically revalidated for
Semester 2.

Students requiring UWI ID cards for Semester 2 - 2012/2013 MUST visit
the ID Photo Room, Ground Floor, Student Administration Building,
Lewis Avenue during the period January 14, 2013 to February 08,
2013;8.45a.m.to 6.00p.m.



Bl FACULTY OVERRIDES -
NOW ONLINE

Detailed information about faculty overrides is available at

Students must check the status of their override application online by
logging in to My Secure Area at Select Student
Services & Financial Aid >> Select Registration >> Select Check
Your Registration Status

SEMESTER 1
Submission of Override:  8.30 a.m.August 27,2012 -
4.00 p.m.September 11,2012
Deadline for entry of
overrides in Banner: 4.00 p.m. September 11,2012
SEMESTER 2
Submission of Override:  8.30 a.m.January 14,2013 -
4.00 p.m.February 05,2013
Deadline for entry of
overrides in Banner:

Bl REGISTRATION FOR
CO-CURRICULAR ACTIVITIES

There would be no online registration for these courses.
Detailed information about Co-Curricular registration is available at

4.00 p.m.February 05,2013

Bl 10 REASONS YOU MUST
COMPLETE THE REGISTRATION
PROCESS

If your registration is incomplete you will be unable to:-

+ attend classes

* obtain orrenew an ID card

+ borrow books from the Campus Library and make use of the Main
Library’s Computer Lab

+ access your student records

+ access myelearning

+ access your examination schedule

* access your student medical/health records

+ use the Health Service Unit

+ represent clubs/societies/UWI in co-curricular activities

+ seek candidacy or run for office in any Hall election or campus-
wide election to the Guild of Students

B LIBRARY INFORMATION

All registered undergraduate and graduate students are entitled
to membership in the Main Library. You must show your University
identification card to enter the library and to borrow material.

Within 24 hours of completing registration i.e. obtaining online
financial clearance and receiving a UWI ID card your name will be
transferred to the library’s database of registered users.

Published March 2012
Admissions Office, The University of the West Indies,
St.Augustine, Trinidad & Tobago

Bl EMAIL ADDRESS

Activate your email account@ - Every
student is assigned an official UWI email address which must be used when
communicating with the UWI. Your email address is the one to which all
official email from Student Affairs and your faculty will be sent. It is in the
form and must also be used when
communicating with the UWI Help Desk support facilities.

Please activate your email promptly and check it regularly to ensure that
you receive any important information from The University.

Bl CONTACT INFORMATION

Students are required, on registration, to notify the Campus Registrar in
writing, of their address in Trinidad during the semester/academic year and
of their forwarding address during University vacations.

Students are also required to notify the Campus Registrar, in writing of any
change of address within 14 days of the change.

B SPECIAL ACTIVITIES FOR
NEW STUDENTS

Orientation activities for NEW STUDENTS will be held during the period
August 27 to August 30,2012.

AllNEW STUDENTS should attend the orientation sessions arranged by the
Main Library. At the beginning of each academic year the Library conducts
30-minute long orientation tours two or three times daily. Please consult
the Library’s web page or notice board for details.

All NEW STUDENTS are required to attend the Matriculation Ceremony
on Thursday September 13,2012 at 5.00 p.m.in the JFK Quadrangle.

The Matriculation Register must be signed before students proceed to the
Ceremony.

+  All students will be required to register by Semester

+  SEMESTER 1 - Register online for Semester 1 and Year Long courses
ONLY where applicable. If you have no new course registration for
Semester 2, you MUST register for REGS 1000 in Semester 1.

+  Students who are not required to read any Semester 1 or Year-
Long course(s) MUST apply for leave of absence for Semester 1.

. SEMESTER 2 - Register online for Semester 2 courses ONLY.

+  SEMESTER 3 - Register online for Semester 3 courses ONLY.

. Late Registration/Change in Registration (ADD/DROP) shall
be permitted up to the end of the 4th week of the 1st Semester; AND
the 3rd week of the 2nd Semester, on payment of a late registration
fee.

«  All Compulsory Fees and Halls of Residence Fees are payable in full
at the beginning of the academic year.

+  OnlyTuition Fees are payable by semester.

NOTE: Year-Long course(s) registration and fees will appear on your
Registration fee Assessment Invoice under Semester 2

B NEED HELP?
1. Check the

online at

information on:

*  Registration dates 2012/2013

. Registration venues

*  Rules to follow

+  Definitions

+  Changing your online information

+  Academic Calendar 2012/2013

. ID Card Issue Schedule

+  Faculty Orientation & Academic Advising Schedules

+  Contactinformation

for more detailed registration

2. Help Desk
a. Computer Kiosks located in lobby area of Student Administration
Building.

Helpdesk BANNER-Related Queries - via telephone and email during the
hours 8:30 a.m. - 4.30 p.m. Monday to Friday
Semester 1: August 27 - September 14,2012
Semester 2:January 14 - to February 08,2013
Tel. 1 868 662-2002 Exts.83969,83970,83971,83972
OR b. Email -
Financial Clearance Queries:
Tel. 1 868 662-2002 Exts.82143;83382;83379
Students requiring assistance from Student Affairs (Admissions)
can call Tel. 1 868 662-2002 Exts.83012/82157.
OR Visit Customer Service Representatives,
Student Administration Building, Lewis Avenue
3. For assistance with Student Portal and/or PIN Reset:
a. Call 663-1334/662-4304 Ext. HELP (84357) OR
b.  Email - servicedesk@sta.uwi.edu
4.  Ask any of the Student Assistants at your faculty computer lab between the
hours of 9.00 a.m. to 6.00 p.m. Monday to Friday. These assistants can be
identified by their blue coats.
5. Refer to the Online Registration Instruction Guide at
for instructions on:
+  How to search for a course
. How to add/drop a course
+  How to view CAPP (Curriculum Advising & Programme Planning)
+  Faculty Overrides

B CHECKLIST

Read this Guide carefully

Remember to keep your offer letter/acceptance letter with you (New Students)

Download your Faculty Regulations & Syllabuses booklet to find out what
you need to do to complete your degree

Attend your Faculty Orientation and Advising Session (New Students)

Complete your Online Registration. Refer to details in the Online Registration
Instruction Guidebook at

Ensure that your courses are listed on your Registration Fee Assessment
Invoice printout

Pay approved fees to obtain Financial Clearance

Check online for Financial Clearance

Get your UWI Student ID Card

Access your UWI Email Account

Check UWI Academic Calendar for important dates and the last day to
register/add/drop classes
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Start your programme

Bl ADMINISTRATIVE HOLDS/

CONTACTS

Detailed below are the various types of administrative holds and the
department(s) to be contacted should a student encounter such a hold(s)
while attempting to register:

Certificate required for
T&T Citizens

qud . Meaning Whom to Contact
Description
Fee obligation Students Accounts
AR — Account outstandmg,and./or. Sectl_orlw, Bur_sary St_uc!ent
. Copy of Electronic Birth | Administration Building,
Receivable

Exts.82143,83382,
83379

ALJ —Arthur Lok
Jack

Applicable to ALL
students in the Arthur
Lok Jack School of
Business

Arthur Lok Jack
Academic Unit
Tel:645 6700 Ext. 114

AV - Advising

Academic advising
requirement

Student’s Faculty

contact Dean'’s office

. Advisor
outstanding
Academic matter that Zaei?ltri/a?efchsz:l ¢
DH - Dean’s requires student to 9 y

Representatives i.e.
Heads of Departments

El - Examination
Irregularities

Examination issue that
requires student to
contact Examination
Section

Examinations Section
Student Administration
Bldg., Ext.82155

LIF- Library Fine

Fee or Fine obligation
outstanding

Reference & Loans
Division Ama Jordan
Library,
Exts.82132,84030

Medical certificate

Student Medical Officer

Immunization

outstanding

MD - Medical outstandin UWI Health Service Unit,
9 Ext.82153
IM - Medical certificate student Medical Officer

UWI Health Service Unit,
Ext.82153

TB - Tuberculosis

ALL students in the
Faculty of Medical
Sciences required to
submit evidence of
Tuberculosis screening.

Student Medical Officer
UWI Health Service Unit,
Ext.82153

RB - Rabies

DVM students required
to submit evidence of
Rabies immunization

Student Medical Officer
UWI Health Service Unit,
Ext.82153

RH - Registrar’s

Academic matter that
requires student to
contact the Campus
Registrar’s Office/
Assistant Registrar
(Admissions)

Deputy Campus
Registrar/Assistant
Registrar (Admissions),
Student Administration
Bldg., Exts.83012,
82154,82157

NOTE: A student may have more than one hold placed on their Banner
student record thus requiring them to contact all relevant departments
associated with holds.

http://my.uwi.edu

ST. AUGUSTINE
CAMPUS

UNDERGRADUATE STUDENTS

REGISTRATION
QUICK
REFERENCE
GUIDE

2012/2013

The 2012/2013 Registration Guidebook
for All Undergraduate Students is available
online at http://my.uwi.edu/registration

Office of the Campus Registrar
Student Affairs (Admissions)
Student Administration Building
UWI St. Augustine Campus

Tel: 1 (868) 662 2002
Exts.82154/82157/83012
Email:admis@sta.uwi.edu
http://my.uwi.edu/admissions

Find uson
Facebook




