Basic rules for successful course registration

You are responsible for completing your course registration.
Start here to avoid common errors and misunderstandings.

Guidance is the starting point for everything 6 Select courses in sequence

Be sure to check the "Academic Guidance" video. From this guidance, you will be given the necessary There are different types of courses. Compulsory courses are mandatory. Compulsory electives may be selected
information to plan your studies, including an introduction of this Navi. from compulsory courses. To avoid schedule overlaps, select and register courses in the order: compulsory —
compulsory elective — elective.

You are responsible for creating your own course ) _ i
enroliment plan 7 Courses are categorized as: general studies, language, and

You will need to make your own decision on which courses you will take in each semester. Carefully read SPECIaIIZEd educatlon

through the Bulletin of Information and the syllabus to create your course enroliment plan. General studies and language courses are available to all students. Specialized education courses are specified
by the department to which you belong. Make note of compulsory courses and compulsory elective courses
which you will need to take at particular stages of your study.

Select and register courses

Select and register courses you wish to take, within the specified time period. Take particular care Of |0ttery courses
8 “Lottery courses” are courses with limited class capacities and require particular care. Lottery courses have
Register courses Onlil'le different registration (entry) procedures and schedules from regular, non-lottery courses. Be careful when
registering, to avoid errors such as registering for a lottery course overlapping a compulsory course. Refer to the
Course registration and all other procedures, including course withdrawals, checking registration status Bulletin of Information for details.
and past grades, should all be done on Loyola (the online system for professors and students).

The same applies to compulsory courses.

Deadlines must be kept - there are no exceptions

Course registration must be completed within the specified time period. No exceptions are accepted for
late registration, including such reasons as computer related troubles on the final day of the deadline. Be
prepared, and register in advance.

9 Refer to the Bulletin of Information to plan course
enrollments

The Bulletin of Information is an indispensable booklet to help you make decisions about courses you should
take. Re-read it before each semester, to check your course enrollment plans to register courses. The Bulletin is
issued every academic year in April. Be sure to check the updated version, and to look for new information.
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'IO For queries about course registration, contact the
Center for Academic Affairs

The Center for Academic Affairs, on the 1st floor, Building 2, is where you may direct your queries and seek
advice on course registration (refer to the FAQs). Instructions on how to use Loyola are also available. If you have
any problems, please consult the Center as soon as possible.

] Bulletin of Information 1 Loyola Handbook El Course Schedule [l syllabus
Che Ck! Provides departmental policies and A manual for Loyola, - Provides information necessary for | = Provides an overview of
Prepare early! information you need, to choose your courses. online system for course registration, such as courses with information on
Please refer to My Sophia. professors and course schedules, course credits, course content and class
4 . students. Available and registration codes. Available schedules. Available on the
basic tools for on Loyola. on Loyola. Sophia University website,

or Loyola.

course registration.




Know your enroliment schedule

Enrollment is the process of registering for a course, attending classes, taking the final exam,

and earning course credits. See below for the overall flow.

Regular courses (non-lottery courses) Autumn semester schedule

"Academic Guidance" video for new students
Receive an explanation about course enroliment and check if you have all the necessary materials

g

Create your course enroliment plan and schedule
Refer to the Bulletin of Information to create your course enroliment plan, and complete
the pre-registration Entry Sheet
n o

Lottery entry for 1stand 2nd | ( A

fquarter courses in Spring
semester

4/ ] [Wed] 10:00;4/ 8 [Wed] 23:59 Registration for 1st and 2nd
guarter courses in Spring

semester
4/9 tth1 17:00~ 4/1 wed110:00~4/10 (v 23:50

Lottery course registration
(first-come-first-served hasis)

4/9 i1 18:00~4/10 trri1 23:50

Lottery results available online

r
J\.

Lottery entry for 3rd and 4th quarter
courses in Autumn semester

9/21 [Mon] 10:00~9 /25 [Fri] 23:59

Lottery results available online

9/26 [sat] 17:00~

Lottery course registration
(first-come-first-served basis)

9/26 [sat] 18:00~9/27 [sun] 23:59

Registration for 3rd and 4th quarter
courses in Autumn semester

9/21 [Mon] 10:00~9/27 [Sun] 23:59

Course adjustment

9/28 [Mon] 11:00~10/4 [sun123:59

Classes begin ~ 4/11 (su

Be sure to attend the first class. Failure may result in not being able to take the course.

C J C J
A4 D 4

Course adjustment

4/] 2 [Sun]11:00 ~4/] 7 [Fi]23:59

Changes, such as additions or deletions, may be done to regular
and lottery courses during this period with some exceptions.

W

Results of course registration available online ~ 4/19 sy 13:00~
Be sure to check you have registered correctly for the courses you plan to take

Withdrawal from 1st quarter courses 4/30 tm1 10:00~5/1 trri123:50

Additional 2nd quarter course registration period  6,/5 tri10:00~6/11 trhe1 23:50

Withdrawal from Spring semester and

Check grades / revise course enroliment plan  9/10 trhu 10:00~
Revise your course enrollment plan based on your grades for each semester, and prepare
for the coming semester/academic year

Results of course registration available online
10/6 [Tve] 13:00~

Withdrawal from 3rd quarter courses

10/13 [1ee] 10:00~10/14 [Wed] 23:59

Additional 4th quarter course
registration period ¢:x)

11/19 [he] 0:00~11/25 [Wed] 23:59

Withdrawal from 4th quarter and
Autumn semester courses

11/30 tMon] 10:00~12/4 [Fri1 23:59

Grades available online

3/15 [Mon] 10:00~

For FLA Students

Please see Loyola "2026 Self-
Evaluation / Category Change
Period”

#With some exceptions, you may register for lottery courses that do not reach capacity during the additional 2nd and 4th

_ quarter course registration periods

Understand basic curriculum concepts

Familiarize yourself with the basic concepts of course categories, credits, and how to use the
Bulletin of Information to create a course enrollment plan.

»» Course categories and structure

Each Department has three major groups of courses: general studies, Each department's specified course distribution list may be found in the
language, and specialized education. General studies, language, and Bulletin of Information, where you will also find a list of courses and the
specialized education courses are comprised of groups of compulsory number of credits needed for graduation.

and elective courses in specific subjects at four levels of learning.

—m Compulsory courses that you must take
Compulsory elective Courses you may select from among a number of compulsory
courses
m Optional courses you may select

Optional Optional courses you may select but which are not approved
p as graduation requirements

General studies

Courses Language

Specialized education

»» Required credits

Check the courses and total credits required for graduation in the
section about your department in the Bulletin of Information. Check the
total credits you need to graduate, and also the maximum credit limit
per semester or year.

™ Courses and Minimum Number of Credits required for Graduation
[For students who entered in 20XX]
General Studies (Zengaku Kyotsu Kamoku)

Compulsory: 8 credits (Studies in Christian Humanism: “For Others, With Others”, Liberal
Arts of the Body: 1 Credit, Critical Thinking & Discussion, Overview of Data

Science, Thinking about Issues, Perspectives, Positionality: 2 Credits)
Courses and minimum credits Compulsory electives: 6 credits (Studies in Christian Humanism: 2 Credits, Advanced General
) ] Education Courses: 4 Credits
required for graduation Electives: 12 credits

. . Language
Refer to the information for your Compulsory: 4 credits
: : Specialized Education (Gakka Kamoku)
matriculation year Compulsory: 14 credits
Electives: 80 credits (including SPSF Common Core: Academic Skills 2 credits)

Total: 124 credits are required for graduation.

1% Year 2" Year 3" Year 4" Year
Annual ‘Annual “Annual Annual Total
AUESPr i | A ] SPT L imie | A S Limie | A 5P| Limit
26 | 27 | 49 |27 | 26 | 49 |25 | 27 | 49 | 26 | 27 | 49 196

There is a limit on number of credits

Even if the courses you take are within the maximum credit limit for a semester in the Spring and Autumn semesters, total credits must not
exceed the annual limit.




Create your course enroliment plan and schedule

Check all information on course materials. Plan your course enroliment.
Create your schedule. Follow the steps below to complete the entry sheet.

Start with the Bulletin of Information

Prepare to select your courses

Read the Bulletin of Information.

Check the course list and professors for number of credits, semester

offered, and year of studies in which the course should be taken.

Check courses, credits required for graduation, and the
specified course distribution list.

On Loyola, the online service for professors and students, check
course content, registration code, day of the week and period
timetabled on the course schedule, and the syllabus

Check the limit on number of credits (per semester).

Follow the procedures on the right, to select your courses.

Read the Points to note on course enroliment. Complete the Entry Sheet.
IYkY—-<—F / ENTRY SHEET
o BEBRT SHEESEALHIY hY—Y— FRBALTHE, NRERMEES 5 ANT BT L. stotont 10

—_— Enter the courses that you plan to take on this form before registering on-linethrough the website

' Spécialized
education

: §péciali:zed :
education

: §pecializeh :
ducation

‘ Spécialiied
ed_uc_ation

General studies

General studies

Select the courses you wish to take and complete the Entry Sheet (For each course, enter the registration code,
course title, and instructor's name).

Compulsory courses Language ™ Compulsory elective Elective courses

What is the
Entry Sheet?

A schedule you complete
with the data from the
courses you have selected
in your course enrollment
plan; a rough draft for
course registration on
Loyola.

Steps

Check general studies
compulsory courses

The schedule for these compulsory courses is pre-
assigned. Check the My Sophia Bulletin board.
& Compulsory courses are offered for different groups on the same day

and in the same timetable period. Your class group will be announced
at the beginning of semester on My Sophia Bulletin board.

‘ My Sophia Bulletin board »» Assignment of class ‘
group announced

Check language courses

Check the languages specified by your department in the
Bulletin of Information and the block designated for your
department. Search for your class in the course schedule
on Loyola.

% New students taking Japanese will need to take a placement test to
determine language level and class.

CMy Sophia Bulletin board »» Placement test results )

Check your department's
compulsory courses

You must take compulsory courses specified by your
department, identified on the course distribution list. FLA,
FST and SPSF students should refer to the Bulletin of
Information.

Check the points to note for course registration and the list
of courses and instructors for your courses. Then check the
day of the week and timetable period for your courses on
the Loyola course schedule.

O Select your department's
compulsory electives

You may select from compulsory electives specified by
your department. Credits required for graduation vary
between departments. Some departments have credit
requirements for each academic year.

0 5 Select electives

Select the general studies electives and the electives for
your specialized education courses. For electives for
specialized education, choose from your department's
electives. The number of credits required for graduation
differs between departments (Refer to your department's
section of the Bulletin of Information).



Register courses on Loyola

Once the Entry Sheet is complete, it’s time to start your course registration on Loyola. Follow the
steps below to correctly register online.

Before registering for courses

Act 0] Login to Loyola (https://scs.cl.sophia.ac.ip/campusweb/campusportal.do)

Open a web browser and access Loyola.

Login Screen Basic menu

[loyor@a | * .9..B. B ©E
| G N = A &

Fnalam  Gulein  Schedle  Ouestomaiss CaserCensr Dowosd  Omars
bosta/ Centr

@ PN

SOPHIA UNIVERSITY

Canceie.

Cisss

Integrated Authentication System
MERRES A T 5

Login ID
Password
NRT=REBNIARUTOUY 727U T
Click the link if you have forgotten your password.

HF5H Notice

patag

5 N
e e masnsSEIBIELE.

spERTLONOLS
S os e 5 s T, B AR AR ey OREETS. +5
Feoraran

CAUTIN Bowro of Piting Yo s ke webske

Ly g U

BAB/English : s
- At the top of the screen, you will see a basic menu for each
User Name: Student ID number category.

Password: Same as Sophia ICT account

Act 02 Refer to the Loyola Handbook

An online manual is available describing Loyola’s functions and provides instructions.

R £ G

Student Curriculum / Grades
infarmation Course
carte registration

Access Loyola Handbook from “HOME.”

e

0 ey

Files are shown by category. Select the item for which you wish to
search.

Ad 03 Check course content on Syllabus

Check the Syllabus for the content of the courses you wish to take.

Search Syllabus

- . ~ i
@ N =2 A ol o
O f3 N F & i
HOME Student Grades Final exam Bulletin Schedule  Questionnaires Career Center  Download Others
infarmation board / Center
carte Cancel &
Make Up
Class
» = = e —
4" What's New ® /_.J Syllabus inquiry” Conditioned Entry
Mo data available for display. ® Please input the keyword, and push a search button when you want te search the syllabus by the keyy
€ My Schedule (] Academic Year s 200X
g Jan 20XX -5 Keyword s ‘
Sun Mon Tue Wed Thu Fri | Sat
ez 4 Search Clear
506 |7 8 |9|1m| 1
42| 13 | 14 |45 |16 | 17 | 1B
® Please input and push a search button below when you yant to search the syllabus on Faculty/Depart
Academic Year : | 20X
: [undergraduate School | w

Courses may be searched using “keyword", “registration code",” or ~ From “Curriculum/ Course
"department offering course". registration”,click on “Syllabus inquiry”

\ 4
 sylabus

T Sylabus nauiry

Print =3) (AEHR T BIOOEET IR LET/Print the syllabus.

Hili /' Period
FH1/ Semester

HAYRAE / Instructor
W3/ Credits
FHiH.~ Date of renewal

HEHJ4?4} e Please note: Students interested in taking this class must have passed IBE 300 and
/Subtitle of this course 1BE320 successfully.

Objectives

The course introduces the characteristics of Japan as a place of business and the
mwﬂm ﬂmmmmnmmm
culture and its for i and L
mmmmwdummm

E i3

/Course description | “““"’M'“‘“”"‘""“"""‘ SEMElEEEIEES | The syllabus of the course you selected will
human res and k oy gement within Ja
appear and you can check the course
content.



Register for courses - Loyola

You may register for two types of courses: lottery courses and regular (non-lottery) courses. The registration
procedures and periods differ.

A(’[ 04 Check the course schedule You must attend the first class

When you have checked the content, check the day, course peri od, re gistrati on code and classroom of the course Classe§ begin during the course registration perloq. You must attend npt only lottery course§ that you have successfully enrolled |n,.t?ut alsq regular courses ygu wish to tqke, and
) for which you have not yet completed the registration. Please ask the instructor beforehand if you can attend the course you are waiting for its vacancy. As the instructor might not
you intend to take.

be able to accept an extra number of students. You may not be able to obtain grades for a course, unless you attend the first class.
Search course schedule

@ N ® f F 5 & o B — A(’[ 0] Register for regular (non-lottery) courses [Course registration period]
s e o Select faculty or department offering the o
B S course (uptoh),’vo opﬁoﬁs) ! Course registration procedures for regular (non-lottery) courses

® Select “Term”; the semester in which the

: course i ofered [ Menu ] Search Registration Code
Fou cresdloct oo EarultyBopmionitutines | T L ® Enter course title T = : Course registratonCondiconed
From “Curriculum/Course Ufw oo
Academic Year o 20XX ° . ) . . jon is unl  seal jons below
e sEam - [Gnder Gratumte Sehod B BT registration” click on sacamcvar (D] Specify the conditions
1 . [FACULTY OF LBERAL ARTS ® Select day of the week course is offered « . S - [Not Speciied — op
7 FacutyDepatment|: | £ Course registration”;.The — e and click on “Search.”
;: ;2 Term B F © Select timetabled period in- which course is ) Information of Course re; course registration screen Term Offered 1 '
r— Py offered = i g e ]« | Items indicated in red
. w N —
Wi« [ mein will appear. i o must be entered.
) + [Not Speciied 5 ' Course Period : [Tstperiod v
CousePoiod = [Nol Specited Bl \ Enter above items and click on “Display.” Seorch Resuts s [100 ] resuts
— | Enter allitems indicated in red. Course registration screen
| How to check the course schedule (Refer to this document for infarmeation on haw to check a cless room and remarks) |\
Course registration screen showing timetable
~ From “Curriculum/Course Registration”, click on “Refer to course NOTICE: Please read this document. It is Academic year: Specify the academic year (required), and
schedule (Faculty)”. important you know how to check the course 2Quarter  3Quarter 4 Q faculty or department. Select the faculty or department
schedule. | ) offering the course (required).
' | None AAMNTZ23 % For department details, refer to the Loyola Handbook, 1.
ULTURE & IDEMNTITY* Common Guidelines
Search results

Qo il For general studies and language courses, some - 4 '
< FACULTY OF IBERAL ARTS SCHEDULE |
Day Mon . g
e e S faculties and departments have specified blocks
S e e wr—— e e e / e p ° ATHP10 ASPN10 ) Search results screen
L o087 of courses for which you must register. Specified i e
AGE02020* SPR. FLA K 'CAVASIN Nathalie 11-203/ . FI ROC E SS ES* -
1s¢ [AASTEG10T| SR, FLA [HISTORY OF CHINESE CIVILIZATION HESS Christian u:)on b|ocks Of courses are ShOWn in shaded text on | 4 Course registration Search Results
Period | AIBE2001' SPR. FLA ]PRINC[PLES ‘OF MICROECONOMICS 'OKABE Tomohito ﬂdll
09:15[ AIBE3400° | _SPR. FLA [(Lottery)ECONOMIC STATISTICS HASEBE Takuya 2310 th hedul f h | S e SR NN, PR R W T (S pa )
e L & course schedules of each faculty or For example, if you wish to take a course on Monday, Seorch resuts: << provouspage 1 et page >>
APOL2150* SPR. FLA INTROVERSIES IN GLOBALIZATION BURRETT Dra 11-519 ! .
o ——— e \ department to which you belong. in the first period, click on “None” in that field.
* Spring General Education Course
. B Ma[ e Courses that meet your search conditions are '
AENG115A*| _SPR. FLA [PUBLIC SPEAKING OKADA Hanako 10-420 . ) A Search results: << previclspage 1 hixd page >>
| ETHE - — ceae == shown. Check the following information. sl s AR
Registration code Input screen ench Resits [0 ress iy
Registration code: Required to register for the course.

Course title: Different registration procedures depending on the title displayed. & Course registration A. list of cour.ses that meet the searcr.1 conditions will be
(1) Title in red or preceded by “lottery” » lottery courses Enter registration code for course registration displayed. Click on the course you wish to take.
(2) Title in blue or preceded by “asterisk % » in-class lottery courses '
% Students who may take the course are selected in the first class and can register for the course after obtaining permission from Day londay

the instructor.

Course Period | 1 Registration code input screen
Instructor: If the course is taught by more than one instructor, the name of the primary instructor will be shown.

| A Course registration
Classroom: The first digit(s) indicate the building, the last digit(s) indicate the floor and classroom number. Registration Code—| S ———————
2 Any changes in classroom are immediately reflected here. Be sure to check as needed.

If registration code is unknown, uge liey Ry
— - - Course Period 1
Registration Syllabus inguiry Clear Cancellation
ion-Cod IAIEEM

Ifregistration code is Unknown, Use registration code search

If you know the registration - If you do not know the S ———

code, input the eight-digit registration code, click
and click on “Registration.”  on “Search Check that the registration code is automatically selected
registration code.” and click “Registration.”

\ 4 \ 4
9 10




Category selection screen (Only for courses with a choice of multiple categories)

.. Change of Category

Registration Code  Course Title: Category

AART20 INTRODUCTION TO ART HISTORY : | GS ECunura\Tramnons)i‘]

Change = % Save the category and repeat evaluation

Close

o After the registration period
Students (except FLA students) cannot change course categories after the

/0 Category change is very important! ~

For courses which category change applies, students must decide the
category at the time of course registration.

course registration period is over.

(FLA students may change categories after the course registration period.
Please refer to the Loyola Handbook for details.)

@ During the registration period Students may
Students can change categories during the registration period First delete
and re-register the course and then change its category.

I Deletion of (010 ] - T
During the course registration period, you may make changes (additions or deletions) to the courses you

registered.

2% Note that some lottery courses cannot be deleted once successfully registered.

Course registration screen

Deletion of registered courses screen

("1Quarter | 2Quarter  3Quarter 4 Qu%

Mone AANTZ23
CULTURE & IDEMTITY*

4
ATHF10 ASFN10
THIMKING BASIC SPAMISH 2*
PROCESSES”

4 2

>

L’ Course registration

You will delete from following courses: please check.

Day Monday
Course Period ! 2
Faculty/Department . FACULTY OF LIBERAL ARTS
Registration Code | ATHP10

THINKING PROCESSES*

Course Title

Return to prior page

Click on the Registration code of the course you wish to
delete.

Check that it is the course you wish to delete. Click on the cancel class
button. A confirmation screen will appear. click “OK”.

I Reglstration complete .......................................................................................................

Course registration screen

—{ Registration completed | Click when course registration is c|

" 1Quarter 2 Quarter
© Mendy

3 Quarter 4 Quti

AANT23 M
CULTURE & IDENTITY*

Mone

4

L When you have completed your registration, be sure to click

on “Registration completed”.

$ If you do not click on this button, your registration will not be
completed correctly.

»

Registration completion message

, Course registration

You have completed registration,
# You can continue to register during the registration period.

Back

Check that this message appears. This completes the course
registration procedures.

Save your course registration results

We recommend you either print a screenshot of the
final course registration step, or copy the screen and
save the data.

Act 02

Register for language courses as SE compulsory elective courses

[Only for Department of Journalism SPSF]

Department of Journalism SPSF students have different registration procedures for language courses (Chinese,

French, Japanese, Spanish).

I Registration to fu'fi" |anguage requirements ................................................................

Registration of language to fulfill

language requirement

jistration for fulfilling language requirements
Reg ing language req

Name Student ID No.
Faculty/Department Year 1grade

Select a language from the languages specified by your department.

Language : [FLA CHINESE v

Enter| | Clear

| Register for language courses as SE compulsory elective courses =« -

To register for lottery language courses as specialized education or compulsory elective courses, start by entering the lottery. To

register for regular (non-lottery) courses, refer to Act 01 above.

A& Entry for a lottery course,/Category Select

Student Name: ol
No.
Faculty/Department Year Freshman
_ Academic Year
Registration Period Ve 2020 / AUTUMN
GERMAN (level 1) : KOREAN (level 1) : ITALIAN (level 1) : KOREAN(ELECTIVE)
a (level 1 (elective)) : GERMAN(ELECTIVE) (level 1 (elective)) : ITALIAN(ELECTIVE)

(level 1 (elective)) : FLA FRENCH (FLA Basic 1) : FLA SPANISH (FLA Basic 1) : FLA
CHINESE (FLA Basic 1)

Select Category to regist.

E¥RA (—WHESRE) Foreign language courses

| CLER (JPN - SPN - CHN - FRN) / SBEBEHA Y —HHNE (BAS - AT EIREE) |
=E (ERAE)
ACADEMIC COMMUNICATIONSE#EE. FEEEmIT

ACADEMIC COMMUNICATION 2
SFHENE (BRMEBB[FUI MIASF]) Studies in Christian Humanism

\ 4

& CLER (JPN - SPN - CHN - FRN) / SBHEFF >4 58 55 - FLASESTRE
ou i < C ) BHR LY —EBENE (A

Select course group for your Entry for a lottery course.

No courses

BASIC CHINESE 1 e BE

BACK Back to Category Select.

A 4

BASIC CHINESE 1

Confirm Courses selected will be Entry for a lottery course ¥Screen will appear to check them
Clear Clear all entries on screen

Deleteall Al Entry for a lottery course data entered here will be deleted

\ 4

A confirmation screen will appear. Click on “Registration”.

® To change a language for which you have already
registered, first delete your entry or course information.

o If you miss the lottery entry for a language course which
you need to take as a specialized education or compulsory
elective, you must register for it by selecting the category
during the first-come-first served registration period.




Register for lottery courses -
Ad 03 Set the order of priority

[Entry and first-come-first-served registration periods]

‘Search the lottary coursa and set the order. _
T ——————_
. o ) ) @ w0 — For General Studies (Electives), you
There are two periods for lottery course registration (course titles shown in red on the course schedule and hecat e voto dkts e et v e et ety .
o : i ) | can set the order of priority from one
preceded by “lottery”): lottery entry and lottery course registration (first-come-first-served basis). The latter is a to ten
period to register lottery courses that did not reach class capacities after the lottery, or become available through | [
deletion || O |es ot AUTUMN | Tuet. 100 2 2| 4o V]| 002 o .
. ) ———F e =t frroveT Set the order of priority and click on
3 0 |ee  |Pom AuTUMN [Mons | 200 e I I —) - “Confirm.”
ATTENTION = b
o |f there are particular requirements for taking a lottery courses (e.g., year of study, faculty), courses which you do not meet the Delte | Dokt the lotry courseyou selcted, I you have set the oder ofpriy, you an s deltethe course
requirements will not be accepted. oy e
o |f you have registered for a regular course in the same timetable slot as that of a course which you are seeking lottery entry, your (. G, oo ey, 8oty oo dta et her v e ekt

application to enter the lottery will not be accepted.

e When you enter a lottery course or register through first-come-first-served basis, make sure not to overlap with a compulsory
course. Be aware that if you have too many lottery courses, you may be unable to take other compulsory courses within your I Lottery results available online .......................................................................................
maximum credit limit. Plan your registration carefully.

® As for registration for Univeristy-wide General Studies elective courses, you can enter up to 10 lottery courses per semester _
(including intensive courses offered in vacations). By lottery, you may be selected for 4 courses in maximum, and you can register The results of Iottery
more courses by first-come-first-served base. However, please note that first year students cannot register for more than 4 credits The lottery results will be displayed.

Lottery courses for which application
has been successful, will be registered

in each semester.
automatically.

You may delete a course during the
2 course registration period, or the
None None course adjustment period.

GSG19200
PHILOSOPHY OF
HUMAN VIOLENCE

I Enter the Iottery ..................................................................................................................

Lottery category

TR —— |_— Alottery course entry period will be From “Curriculum/Course *Lottery courses for which application has
s R S, . . s « been unsuccessful will not be displayed.
: e ceRyosn - S displayed. Registration”, click on “Course The results of all lotteries may be
Regtaton Pa [ 2omtoant awon-zoocuznnuoon tat | e YE# ! oy registration”. confirmed from “Inquiry on lottery
Lol (Gaio oREA s TALAN (G450 courses.”
Selct Catogory o et »The maximum number of lottery courses a
Displayed by category. Select the student may take for general studies
¥ HE (—~BATBME)/ Foreign language courses : . . . | tives) is four or semester
P e category in which you wish to (elec P :
_ e e register. N Register for lottery courses (first-come-first-served hasis) -
From “Curriculum/Course ' You may register for courses that have not reached class capacity in prior lotteries or that become available through deletion. The
Registration” click on “Entry registration procedures are the same as those for Act 01 on p.10 (Do not try and register from “Entry for lottery courses.”)

for a lottery course”. The Display of courses within a category

lottery category will be ® Courses that have reached class capacity after a lottery will not be displayed on course search.
2, SR | — Check the day and timetable period

displayed. — i
of the courses you are seeking and
set the order of priority.

%% In some categories you will need to set
the order of priority for all the courses.

e |f a course reaches class capacity during the first-come-first-served basis registration, it will still appear on course search. An error
message will appear in response to attempts to register for such courses, and registration will not be permitted.

RTRIBHE/ U2 ABE I 7) KEHCHR

PHLOSOPHY OF
HUMA VIOLENCE

Course registration screen Registration errors

" 1Quarter | 2Quarter 3Qu —_—
I SGarch for a Iottery course .............................................................................................. . , —— E ’ Course registration
Y = e—————j o 3 Error in course registration: check entry

In some categories you will need to search for courses and set the order of priority.

— 3 AANTAE10 Mone __|Course has reached maximum class capacity; you cannot
% register for it
= agn SEM'NJ&.R |N Enter registration code for course registration

Specify conditions Search results ANTHROPOLOGY = -
Ccousette [ ] wemm ‘ Day Tuesday
Iratnictor (] E— + = | [ese AUTUMN | Mont 100 o o o -
e + Osprine Baurumn Clone-vear Clivtensny 5 @ | e I T = = = 3 4

: @ monday (] Tuesday [ wednesday [] Thursday

= ooy 0 S o= = Check-off the box
prm— .DE]mu:rp‘:;oEannd 4 2nd period (¥ 3rd p{ : and C“Ck “Add_" ) ) ) ) . ) )
- ] m— R =0l aur |wer2 | zof o o o ~ You may register from the course registration screen. ~ If a course has reached class capacity, registration will not be
S —— S e i s e o S e ermitted.
e = e p
Specify the conditions and click “Search.




Act 04

Check the courses for which you registered

[Final confirmation of course registration period]

ACi 07 Request to withdrawal from a course [Course withdrawal period]

Act 05

You can check the courses which you have registered from the course registration screen.

Adjust course registration [Course adjustment period]

Act 06

For regular or lottery (with exception) courses, you may make changes (additions or deletions ) during the course
adjustment period. This is the last chance for you to make any changes to your registration. Be sure to double check

your final registration status and make any necessary adjustments.

Make a final check of course registration results
[Final confirmation of course registration]

Check from the course registration screen on Loyola. Check that registrations for all the courses you wish to take

have been completed successfully.

s 5
| (a

L. L

Grades Fina|

From “Curriculum/ Course
Registration click on “Course
registration”.

Course registration inquiry screen

({Quarter | 2Quarter  3Quarter 4 Quarter

I | AHST2620 Nane Nane
HISTORY OF CHINESE
CIVIL 2%

2 4
ACHN1022 ATHP 1014 None
BASIC CHINESE 2° THIMNKING

PROCESSES*
2
4
AENG1121 Mone
EMNGLISH
COMPOSITION 2*
4
None None

Reagistration for Intensive Courses,Thesis and others

AHST2620 None
HISTORY OF CHINESE
CIvIL 2*

4
ACHN1022 ATHP1014

BASIC CHINESE 2% THIMKING
PROCESSES*
2

MNone AENG1121
ENGLISH
COMPOSITION 2*
None None

During the Course Withdrawal Period, you may withdraw from courses from the course registration screen on Loyola.

Course withdrawal is the procedure to withdraw from a course during a semester / quarter.

@ |n principle, withdrawals from compulsory and language courses are not allowed.

o Credits for courses you withdraw from will be included in your maximum annual credit limit.

® You may withdraw from lottery courses (excluding compulsory and required courses).

® For more information on course withdrawal including schedules, refer to Bulletin of Information.

\ 4

Course registration inquiry screen

2Quarter 3 Quarter 4 Que

| AHST2620 Nane
| HISTORY OF CHINESE
| CvIL 27

[ Withdrawal

4
| ACHN1022 ATHP1014
| BASIC CHINESE 2*  THINKING
PROCESSES®

— Click on “Withdrawal” in the box of the course from
which you wish to withdraw.

\ 4

Course withdrawal screen

LJ’ Course registration

You will withdraw from following courses: please check.

Day Monday
Course Period | i
Faculty/Department ~ FACULTY OF LIBERAL ARTS
Registration Code AHST2620

Course Title ORY OF CHINESE CIVIL 2*

Withdrawal

Cancellation

| — Confirm it is the course you wish to withdraw and click
“Withdrawal” button. A confirmation screen will appear.
Click “OK”.

Course registration inquiry screen

I None None None None

Intensive Courses

None

Registration for Intensive Courses Thesis and other:

L~ The course you withdraw from will be
deleted from the course registration
screen and displayed on the “List of

List of Withdrawal from Courses

Monday AHST2620  HISTORY OF CHINESE CIVIL 2*

Withdrawal from Courses” at the bottom
of the screen.




i Frequently asked questions and registration errors

About preparation in advance

CWhere should I check for the course schedule? )

A 4
Check on Loyola. During the specified periods in Spring and Autumn

semesters, select the courses you wish to take, submit an entry for
lottery courses, and register them.

(What is the Entry Sheet? )
v

It is a sheet in which you may record the schedule of courses you wish
to take before you actually register for them on Loyola (the Entry Sheet
may be downloaded from Loyola). You do not need to submit the
completed Entry Sheet to the university. It is to be used as a draft for
when you enter a course lottery and for course registration.

(I want to know in what order | should select courses )
v

Please select the courses in the following order: compulsory; compulsory
electives; electives. General studies and specialized education courses
have compulsory and elective courses. Refer to the procedures at step 3
of this brochure to create your plan.

(I cannot seem to find the course | wish to take )

A 4
There may have been a change in the schedule, or the professors. Changes are

announced on My Sophia Bulletin board. Some courses may be changed to
Autumn semester or to lottery courses. The registration procedures may also
change. Be sure to check My Sophia Bulletin board before the course registration
period begins.

(How do | know if a course is a lottery course? )

Check the course schedule on Loyola and the list of courses in the
Bulletin of Information for each department. The class capacity of lottery
courses is given as the number of students in the remarks column.
Further, titles of lottery courses are shown in the course schedule in red
and are preceded by the word “lottery".

(How many credits can | take in a semester? )

A 4
Faculties and departments specify the maximum credit limits per semester

or year. Check the Bulletin of Information for the maximum credit limit for
spring semester, before drawing up your enroliment plan for Autumn
semester. Note that the maximum credit limit varies depending on the faculty
or department to which you belong. It may be wiser to draw up a course
enrollment plan to register for the number of courses you can handle, rather
than to register for the maximum and end up withdrawing.

graduation requirements?

A 4
Each department has its own graduation requirements and number of

credits to be obtained for graduation. If you wish to take courses
exceeding the requirements, you may do so, but note that there is a
maximum annual and/or semester credit limit.

[Must | stick to the number of credits for ]

Also note that some courses may count towards graduation requirements
when the credits obtained for them exceed the number of required credits.
Conversely, there are some courses that do not count towards graduation
requirements, although you may take and successfully complete them.
Carefully read the curriculum information in the Bulletin of Information.

(I would like to take courses offered by other departments )
v

Refer to the syllabus to see if the course is offered to students in other
departments.

year specified for enroliment?

A 4
The list of courses and professors in the Bulletin of Information shows the year in

which courses are specified to be taken. If you are not enrolled in the specified
year and you want to take a course, obtain permission from the professors in the
first class.

About course registration

(I forgot my Loyola login password. )
v

[May | take a course even though | am not in the ]

Please inquire at the ICT Office (3F, Bldg. 2).

| thought | had registered for a course, but the
course has not been registered

A 4
It is most likely that you logged out without clicking on “Registration

completed”. When you have selected a course and registered for it,
click on “Registration completed” before logging out. Then log in again
and check your registration on the course registration screen. If your
registration has been correctly completed, the course will be displayed
on the screen. We recommend that you print out a screenshot of your
final course registration.

(I thought I had made it in time before the deadline )
\ 4

Are you sure you clicked “Registration completed” before the deadline?
No late registrations are accepted, even if the reasons are to do with
problems with computers or the network environment. Check carefully
whether your registration is completed by ensuring to click on
“Registration completed” before the final deadline, even if you are
logged in during the course registration period. Prepare early and
complete your registration in advance, preferably at least a day before
the deadline.

the course still has vacancies

A 4
If you were not successful in the lottery although the course still has

vacancies, you may have entered for a course which you are not
allowed to take. Check the course eligibility requirements.

[I was not successful in the lottery, although ]

Is it true that | do not need to register for
compulsory courses?

v

No. You need to register compulsory courses on your own and courses
for which your class is specified. Complete registration for all courses
you entered in your Entry Sheet, within the designated period.

When should | register for courses offered
in 2nd and 4th quarters?

You may register for courses offered in the 2nd and 4th quarters during
the registration period for semester courses. You may also register
courses during the 2nd and 4th quarter extra course registration
period.

(I want to change a registered lottery course )
v

You can change (add or delete) lottery courses during the course registration
period, or the course adjustment period. However, be aware that you may not
be able to successfully re-register for the same course once you delete it.

(What should I do if | mistake a course category? )
v

You can make a correction during the course registration period or the
course adjustment period. Delete the wrong course and re-register the
correct category (for FST and SPSF students only).

(I want to stop taking a course during a semester )
v

If you wish to stop taking a course during a semester for reasons such as ill
health or an excessively high class load, you may withdraw from the course
during the withdrawal period. Note that you may not withdraw from compulsory
courses or language courses. Some departments do not allow withdrawal from
courses that are not compulsory. On the other hand, some may allow withdrawal
from certain compulsory courses. Check for details under “Points to note on
course registration” in the Bulletin of Information.

| would like to register for courses during breaks
between classes

v

You may register courses using the on-campus computers in the
computer rooms. Check computer rooms locations and hours on the ICT
Office website.

(can I attend a class | have not registered for? )

No, you may not attend a class you have not registered for. If you intend
to take a course, you must register for it during the course registration
period.

Attention

Checklist for preparation and
procedures for course registration

[ ] Do you have the necessary materials to prepare for
course registration (see pgs.1 and 2 of this brochure)?

[ ] Did you read the Bulletin of Information, and have you
checked the Loyola course schedule?

D Did you check your Loyola login password? Try and log
in before course registration begins.

D Did you check how to access the Syllabus?
[ | Did you check the course registration schedule?

[ ] Have you checked the courses required for graduation,
total credits required for graduation, the specified
course distribution list (except FLA), and points to note
on course registration?

D Did you check which languages your department
specifies?

[ | Did you check the results of the placement test?

[ ] Did you check your assigned classes for the GS
compulsory courses?

[ | When you selected your courses, did you refer to the
Syllabus?

[ | Did you complete your enrollment plan in the Entry
Sheet?

[ | Did you check which courses are lottery courses?

[ ] Is your course enrollment plan within the maximum
semester credit limit? During the lottery course entry
periods, do not forget to include the credits for the
lottery courses you have entered for.

[ | Did you fill in the correct registration code? It is not the
same as the course code or numbering on the Bulletin
of Information. Double check the Loyola course
schedule.

D Check for any important announcements or changes on
My Sophia Bulletin board.

[ | Do you know the exact deadline date and time for
course registration? Prepare early and register in
advance. If possible, complete registration at least a day
before the deadline.

[ | When you have completed your registration, be sure to
check the results on Loyola during the specified period.

| ] Check the office hours of the Center for Academic
Affairs (on the back of this brochure). Inquiries are not
accepted outside office hours.

[ ] Did you print out the screenshot of the final course
registration step?



