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Course Registration Planning
Access to related webpages

I Click For Student I Click Course Guide I
I, s o vensrve.

Message History ~  MAademks ~  Downloads
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Information on Course Registration
Information on Class in general
Information on Guidance

Related Links (e.g., Course Guide Page)

<Contact>
« Regarding Course Registration, MUSCAT, and Learning Management System (Course Power)
Academic Affairs Administrative Office

“In general, a reply should be given on MUSCAT within the day for the inquiry sent before 3:00 PM (weekdays). It may

take longer for busy seasons and complicated inquiries. Students will not receive replies during office closure
periods (Saturday, Sunday, national haliday, etc ).

<FAQ>
= FAQ for Course [ Learning

Links Related to Course registration and Class

Syllabus. Textbook Sale(MyKiTS) Academic Calendar
urriculum)
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-Course Guide
*Refer to your enrolment year

I;—'—(TEI? - KU —/hUF35A - KUS— Diploma Policy/Curriculum Policy

EHEAFE
2023 Spring Enrolliment B 2 Spring Enrollment

% € g 3
2021 Fall Enroliment B n 2020 Fall Enrollmen!

#How ta use “Table of Graduation Credit Requirements” and “Course Lists” I [
I Learning Guide

© Learning Guide



Learning Guide Page 37

Graduation Requirements

1. Studying at the University for at least 4 years (required being enrolled for at least 1 year in each year level)

2. Completion of the curriculum in the department and earning the necessary credits for
graduation

3. Payment of the tuition fees set by the University

4. A cumulative GPA of 2.00 or higher (truncated to two decimal places)




Learning Guide Page 32, 33

GPA is determined by the ratio of the total grade points earned to the total credits.
*Accredited Courses (Grade is either AP or Fail) are not included in GPA calculation.

Total Grade Points

4.0
3.0 Total Credits

2.0

1.0 Total Credits include all courses a student has registered
D (Failed) 0.0 for, Including failed courses (D and X grades)

X (Failed) 0.0
AP = Z2 (Pass) -

Fail = (Failed) -
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Course Registration Period (Spring)

Course registration period: 3/21 9:00 to 3/22 23:59

Announcement of the result of class capacity limit: 3/26

If the number of students registering for a course exceeds the class capacity, course
registration may be restricted. If students’ course registration is restricted due to class
capacity limit, they will be informed on MUSCAT, and their course registration will
automatically be deleted. So check the MUSCAT notices regularly.

Additional Period: 3/27 (9:00 to 17:00)

Similar to the course registration period, exceeding class capacity during the additional
period will also lead to course registration restrictions.
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Course Registration Period

Learning Guide Page 17

Course term

Year-round/Spring Fall Semester/3rd
AY2024 Schedule Semester/1st Term 2nd Term Term 4th Term

Add Drop Add Drop Add Drop Add Drop

Spring  Course Registration Period
Semester 3/21to 3/22 v v v v v v

<

v

L oarss Y .
Temz Metment e =V elv 7]
SenI;aelslter g});;s(;egljggwtratlon Period _ ) ) ) Y Y J Y \
Terma At per B I R I I IRV RV R
Terma. Agment s o= -1-1-1v

Course registration outside the specified periods is not accepted.




R — ===
— —

Notes for Course Registration

Complete your course registration for the entire academic year (1st to 4th terms)

during the Spring Semester Course Registration Period.
If the number of students registering exceeds the class capacity, course registration may be restricted.
The result of class capacity limit will be informed on MUSCAT.

When making any changes (add/drop) to your course registration on

MUSCAT, confirm if you have properly completed your course registration. \
It is important to confirm your course registration after making any changes since course
registration outside the specified periods is not accepted.




Course Registration Procedures

M0 mme ks Laaet

Motices | CGlass | Courses / Grades | Syllabus | Student support | CGareer support | My Tools | Personal Settines

I Courze Registration I r
— o [Week]| (<4 < 5020/04/06 to2020/04712  » »» )[fe=i]  Last Log Dain
Courze registration confirmation
4/ 6 (Mon) I 3 (Thu 4710 (Fri) 411 (Sat) 4/12 (Sun) 2020/4/6
Grade Record 10:59

Q | Login User
BR-T» 1FE-D MAKATA Hiroki

I Weekly Schedul i

| Course Guide

& Course Guide
Gourse Messzages Messages from University [=]

Top Fow L B3B8t row D 0 Mew Meszages lgeD:irSSt?atiDn

Mo course message 472 (Thu) AY2020 Annual Health Ghecks Postpones [ Course Registration
[] View an 472 (Thu) AH5'@51H3% 7 Study Abroad Gounselin [ Gourse registration

11 (ed) [BESRISH BESROFTETHER senfirmation

471 (Wed) [important] 4 HOERERSHRFIEHALE & | Grade Record

4/1 (Wed)  MUSIG~ LI T PR — i —FATDLTH [ Grade Record

3/31 (Tue) [FER BF2ISHFNHOEFRMEGE

3/31 (Tue) [HE BFSIHFFILERE 5583

3730 (Mon) [BFEEF]RIRERRIEZSBIE 20205 B2

3/30 {Mon) B IFEFRIREREFEE 20205 BT 22

3530 (Mon) [important] 152HACA B 98 ~-5 B 268 ) MEEE (35

Messaees For You [=]

0 Mew Messages

/2 (Thy) [REESHPOEIAAIATETORES! [ et

472 (Thu)  [EEEIMUSEZ SR -IF MUG(i2)DC  Job Opening Notice o
4/1 {(Wed) [OBOGEHRE] BEF AT EICOLTOER D Mew Information
3731 (Tue) TFLUFFENRAY—IBSFLSTORE. E 1041 (Tue)  [Limportant] £E4 +Uweb — 00 ENSHE
3/31 (Tue)  [D1SFHRIERS: /0 I P (U RA —roiks
3/31 (Tue)  [21IFFARIES: VX IR SHAVT M=

Wiew Al




Course Registration Procedures

2020Academic Year

1st Term 2nd Term 3rd Term

4th Term

0 Unregistered E Registered E Mo G

Period

Tue

ied Thu

1

@

¢ - Click Register

@ 22103200152
Marnagerial Accounting A
=il

ml -307

* Click ¢&» mark to find courses for the period/day/term
*Tick or untick the box for the course to add or drop

E 2210300152
Managerial Accounting &

B 2210200198

2 /Seminar G
KEMGHRD WAT A-AEE
L4126

E 2210300198

TEHESRIL/ Gradustion Thesis
KEMCHRD \WAT ARAEE
[Al1-a06

@

Select Courses

2020Academic Year 1st Term Monday Second Period

or Classroom Campus Numl

Check Course Code Course Title Course Category Credits

Integrated
7l Skills for Giroup of English
A

B8 e

3
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emeseeEst o For irregular term courses, including intensive courses
Enter Resistration — Confin Detaile <y reciiation connieif @N courses from other faculties/departments, check
_ : p= 2 | Select Intensive Course or Optional courses of other
‘ Substituted courses] (_ Select Intensive Course (. Optional courses of other departments . . .
*| departments in the Course Registration page.

'\.‘- Search Courses

2023Academic Year

—
1st Term 2nd Term 3rd Term 4th Term

I 0 Unregistered E Fegistered E Mo Changes Allowed

Period | Mon | | Wed | Thu | R | s

1 @ @ @

| B 2210100842 | | &

3/ Seminar G
Al hata
[Al1 504

B 2210100380

EREER W Research Project
Al Ihata
[t 504

| @




Period !

@

E2210300152 E22IUIDD205
1I\;ﬂ_anagerial Accounting A I5C A&

Mchael Meuyen

5 i Click Confirm Entry to confirm the
I e registered content.
2 *Your course registration is NOT

[= 2210300188 3 2210800158

R e S completed yet

[ 06 [4]1—408

2210300196 &

TR Graduation Thesis
FEMCHRD Wil A0-LAEE
LAl 06

@ @

1=t 2nd First 3rd 4th Second

| Term | Term ;Semester; Term | Term ;Semester;

Yearly

Upper Limit - -

Lower Limit -

Course g
Credits

@ Confirm Entry




Period

2210100205
ISC A

hichael Meuyen
HER1-=11

2210300152
Managerial Accounting &

=il
[l =507

2210100205
I5C A

Michael Meuyen
LAl =707

Your course registration (add or drop)
is NOT completed without clicking

2210300152
Managerial Accounting &

=il
[t —z07

Register this Content.

2210300186
¥/ Seminar G
FEMCHRD AT AhAEE
LAl a6

2210300168
Entreprensurship
Roderick Bugador
LAl 406

2210300196

IR LRI Graduation Thesis
FEMCHRD AT AhAEE

LAl a6

st Ind
Term

First

rd

Term ;Semester; Term

4th Second

Term | Semester |

Yearly

Upper Limit

40

Lowwer Limit

Course
Credits

2 fi
| |

17

“» Return to Entry Screen]

l >» Register this Content Il




Course Registration Procedures

Course Registration

Enter Reegistration Details =% GConfirm Details = Reeistration
CGompleted

I‘-‘ The following items are registered.
e e ]

2020Academic Year Confirm Preview

1st Term 2nd Term

Period Maon

1

2210100208 2210300152 2210100205
IS5 A MManagerial Accounting & ISC A
Michael Meuyen il Michael Meuyen
HEA1-511 LAl =307 LAl =77

2210300152
MManagerial Accounting &
i s

i
[al =307

2210300186 i 2210300168
FZ/Seminar G Entrepreneurship
KEMCHRD AT Ak AEE Roderick Bupador
[A]1 206 [Al1 —a08

22103001496

IEZLRIL fGraduation Thesis
KEMCHRD Wil ad-LoEE

(el

Your course registration is completed
| | |
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How to confirm your course registration

*f'%

stytz— */ﬁﬂll%

5‘4’ B

Avtr-UNE

| BFHHELE
LO1{BAGERD

| Ef&ﬁﬁ?&ﬁljﬁdib#

LUFOERREER I ELL,
b TS,
(WA EI R 12T - T MyESRAZ)

B EE
311 52%010062310 soesﬁm[mw]
mﬁisgfg%quuﬁmﬁﬁ ‘f‘E)\F'i]I
ﬁﬁﬂ K3 0010050054 B gij

2 0010040224 FEEAHE

| 2023/03/06 (R) 1238 ~ 2023/[[3/13 (Fl}l 12:38

——————————————————————————
AR FERE T 2IHSHDUET. BIESFHFETESH AR .

UT:'/s—[MW-dﬂ

eI
HE g4 0010042115 PEEEELE2ING-1/15]
gfﬁ?ﬁiﬁﬁ Eoh/Ech/Edh (010070001 24— JLF- 2 -
{RHATERE Eoh/HEch/Ed 2100120157 Emmam(mu FHEOERENER)

A message will be sent to Messages For
You on MUSCAT when a course registration
is completed.

B RIRDFEIEEIR

Your course registration (add/drop) is NOT properly completed in following cases.
(1) Courses you intended to add are NOT listed.
(2) Courses you intended to drop are STILL listed.
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How to confirm your course registration

Motices | CGlass | Courses / Grades | Syllabus | Student support | CGareer support | My Tools |

Lagout

Personal Settings

Course Registration

I Weekly Schedules

| Courze registration confirmation

4/ 6 (Mon)

Week] (<4« 2020/04/05102020/04112 = | *» )[Ve=i] [onm]
9 (Thu) 410 (Fri) 4/11 (Sat) 4412 (Sun)

| Grade Record

1¥E-D

1¥ER-O 1¥E-O

Q

Gourse Messages [=]
o E E3 B et row D

Mo course message

Click Course registration
confirmation

Messages from University

=

0 Mew Messages

Messages For You [2]

0 Mew Messages

472 {Thu) AY2020 Annual Health CGhecks Postponec
452 (Thu) AH5'@¥1H3% 7 Study Abroad Gounselin
/1 (Wed) [EESRINH FESHFOZMETHEAL
471 (Wed) [important] 4 HOERER2HRFIENALE &

151 (Wed) MUSICA~JFTF A2 F— Iy 2— DT
3/31 (Tue) [HE BFISENHOEFHEMECE
3/31 (Tue) [FE BFIHFFLLERE 585
3/30 (Mon) BFEET] RIREREEEFEE20 205F BT 22
3730 (Mon) [EF AT RIRERRZESEIE 20205 ET22
3530 (Mon) [important] 152 HAC4 BoB ~-5 B 288 » & (35

3731 (Tue) [2IEEFARHERS: 400 IR AU T M

42 (Thy) [EREESSHPOBIANIATIETOHEES! ] Viewan
4/2 (Thu)  [EEEIMUEEE IR -1+ MUG{Lw23Dc  Job Opening Motice @l
441 (Wed) [OBOGSHRAHHZE A EFEHICDOLWTOHIER 0 Mew Information
3731 (Tue) THF+UFPTPEIAH—IBSIFSTOR. E  10/1 (Tue)  [important] FE4 +LwebA — F O & 55 H
3731 (Tue) [215FHIERE: /9 171U RA —V7iks

WView All

j Lz Login Dale

20205476
10:59
Logh User

MAKATA Hiroki

38070 4

| Course Guide
= Course Guide

| Course
Registration
[ Course Registration
5 Courge registration

confirmation

| Grade Record

[ Grade Record




Course Registration Procedures

Course registration confirmation

2020Academic Year

1st Term 2nd Term 3rd Term

=> Show List

Period

Man

1

2210100208
ISG &

hichael Meuyen
HHA1-=17

2210300152
Managerial Accounting &

| 2210100208 |
EC A

| Michaal Meuwan | |

F‘a‘\]l =207

22103001
Managerial Account
il T

ml =307

2210300188

tF 2 Seminar G
EEMCHRD s AklaEEs
[A1 =08

Confirm if your course registration is
properly completed.

2210300168
Entrepreneurship
Rioderick Bugador
[A]1—a08

2210300196

IEZESRIT /Graduation Thesiz
FEMCHRD AT AkLAEE

A1 -G08
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Textbook Purchase

10% discount
for the purchase
on MyKiTS

Other than from physical stores and online textbook retailer

students can also purchase textbooks through MyKiTS
*Please refer to MyKiTS for purchase procedures




Attendance Learning Guide Page 23

Students who have been absent one-third or more classes will not earn
credits for the course (X grade).

When attending Face-to-Face classes, make sure to touch your student ID card to the
attendance card reader at the entrance of the classroom. Students can check their
attendance record for each course on MUSCAT. *MUSCAT>Class>Attendance Status

<Note>

-Touch only your student ID card.

-The attendance card reader is available from 10
minutes before the beginning of each class period
(from 30 minutes before for 1st and 3rd periods).




Attendance

<FAQ>

When forgetting to bring your student ID card
= Consult the teacher

When being absent from a class for sickness
= Contact the teacher directly for your absence

When being absent from report submission day or examination day
= Contact the teacher and follow the instruction

When your attendance for online courses are not reflected on MUSCAT
= For classes where the card reader is not used, the teacher will check attendance
separately
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Contacting Teachers

Learning Guide Page 26

Full-time teacher

Laboratory room, laboratory open hours, and email address are in the syllabus
(Search by Instructor) on MUSCAT.

Part-time teacher

Contact the teacher in classroom or visit the Teacher Station (Building 1, 7th floor for
Ariake campus) before or after class. Class schedule (days of the week, campus, etc.)
and email address are in the syllabus (Search by Instructor)

*Confirm contact information and contact methods in class.
The Academic Affairs Administrative Office does NOT relay communication between
students and teachers regarding absence, class content, or report submission.

-
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Notes for Examination

Learning Guide Page 28, 30

Examination
Examinations include written examination, reports, oral examinations, graduation thesis, mini-tests,
presentation or other equivalent forms related to recognition of credits.

* Academic Dishonesty in examinations is subject to strict disciplinary action.
If academic dishonesty is found, students will receive failed grade (X) for all courses being registered
during the same term.

<Acts of Academic Dishonesty (Example)>
-Having someone else take the examination on your behalf (both parties)

-Using cheat sheets or unauthorized reference materials (regardless of whether it is used or not)
-Communicating with others through words or gestures (both parties)

-Plagiarizing or using reference materials, data, charts, and texts from websites without proper citation
-Submitting or using someone else’s report as one’s own

9



Learning Guide Page 34

Grade Disclosure and Grade Inquiry

Grade Disclosure
-Students can check their grades in Student record page on MUSCAT, which is updated each term.
-Grade disclosure schedule will be informed to Messages from University on MUSCAT

Grade Inquiry

-Students can apply for grade inquiry to confirm the accuracy of the grade.
-The application periods and procedures will be informed on MUSCAT.

<Notes>
-It is not a system to request a reconsideration or revision of the grades in a casual manner.

-Students can only apply for a grade inquiry when they can provide objective and rational reasons.
-Inquiries made through methods other than the designated method, outside the application periods,
or repeated inquiry on a teacher’s response are NOT accepted.
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Advisory System

Learning Guide Page 26

A full-time teacher provides guidance and advice in study, student life, and future career.
Each advisor (full-time teacher) has their office hour

<Confirm Advisor>
MUSCAT = Student support = Student record = Student related information =
School information

<Confirm Office Hour>
MUSCAT = Syllabus = Search by Instructor = Enter a name =
Click Search Instructor = View Office Hours

Make an appointment with your advisor in advance
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Course Registration Period (Spring)

Course registration period: 3/21 9:00 to 3/22 23:59

Announcement of the result of class capacity limit: 3/26

If the number of students registering for a course exceeds the class capacity, course
registration may be restricted. If students’ course registration is restricted due to class
capacity limit, they will be informed on MUSCAT, and their course registration will
automatically be deleted. So check the MUSCAT notices regularly.

Additional Period: 3/27 (9:00 to 17:00)

Similar to the course registration period, exceeding class capacity during the additional
period will also lead to course registration restrictions.
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