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Tips For Successful On-Line Registration

DUE DILIGENCE, COUNSELING AND ADVISING

1. Advise registration staff and applicants to read ALL of the academic policies, deadlines and instructions on the SUS website.  The deadlines and policies are FIRM and will be enforced in the event of a dispute.

2. Advise registration staff and applicants to review the International Student Checklist.

3. Advise applicants to read the FAQ prior to contacting SUS staff.

4. Read and follow instructions provided in the registration update email announcements.

REGISTRATION ASSISTANCE AND CUSTOMER SERVICE

1. Contact the SUS registration staff assigned to your institution for all registration assistance.  If necessary the registration staff will forward your concerns to other SUS or UCB staff to help resolve registration matters. 

2. Maintain detailed and itemized records for all placements to SUS.  In the event of a dispute or registration problem the SUS student services staff will require personal data including full name, birthdates, UCB student identification numbers (SID) and most importantly proof of payment to resolve problems in a timely matter.

3. When submitting memos or names lists to the SUS staff please insure the memo is dated and itemized name lists are numbered and alphabetized.  All payment and transcript request memos must be submitted on business letterhead.

4. Please contact Mr. Kelly Mann, Student Services Supervisor directly if a registration problem is not resolved within 5-7 business days.  Please do not allow matters to drag on for more than a week without notifying Kelly.  E-mail: kmann.berkeley.edu

5. Insure that your full contact details including postal address, email address, telephone and fax numbers are included in your email signature or email post.   Complete contact details will help facilitate swift replies and FedEx express shipment of documents.

ON-LINE REGISTRATION FORM

1. Instruct applicants to complete the PDF version of the on-line application and to review it for accuracy and completeness prior to submitting the on-line form.  Errors made on the on-line registration form may take up to 7-10 business days to correct due to the fact that the Office of the Registrar will require a memo and supporting documents to correct errors.

2. Please instruct students and registration staff to select the appropriate International Partner from the “International Partner” drop-down menu on the application form. If this step is missed during registration, they will not appear on your list of registered student and you will not have the ability to track their status.

To Prevent Application Form Errors 

The form accepts the following characters:

ABCDEFGHIJKLMNOPQRSTUVWXYZ abcdefghijklmnopqrstuvwxyz 0123456789 - and space

The fields affected are:

Given Name 
Middle Name 
Surname 

Street 

Street 

City 

State 

Transcript Street 1 
Transcript Street 2 
Transcript City 

Transcript State 

These fields will not accept any accent marks or punctuation marks (other than hyphen or dash).

Log onto the SUS partner-tracking database to track the progress of your students’ applications.

CalNet ID

The CalNet ID is the student’s username for many web-based campus services. It can be used to access confidential information such as grades and financial records.  Please advise students to follow the directions in the enrollment confirmation email message regarding creating a CalNet ID.

ON-CAMPUS HOUSING

Please kindly contact the on-campus housing managers directly to make housing arrangements and payments.

Thank you for your kind understanding and cooperation.
FAQ

http://summer.berkeley.edu/student-services/faq
Academic Policies

http://summer.berkeley.edu/student-services/policies
Deadline Calendar

http://summer.berkeley.edu/registration/schedule
Refund Policy

http://summer.berkeley.edu/registration/refund
International Student Checklist

http://summer.berkeley.edu/international/international-checklist#beforeyouleave
On-line Schedule of Classes

http://schedule.berkeley.edu/srchsmr.html
Visa

http://summer.berkeley.edu/international/visa-information
Housing

http://summer.berkeley.edu/student-services/student-housing
