LAW CENTER PRE-REGISTRATION PROCESS

FOR LLM STUDENTS

2011-2012
I.  Registration Overview
· 2011-2012 Course Schedule available online on Wednesday, April 6, 2011 at http://www.law.georgetown.edu/curriculum.
· Submit course registration requests online through MyAccess from 9:00 a.m. on Wednesday, May 25, 2011 through 5:00 p.m. on Monday, June 6, 2011.

· All courses have enrollment limits and seats are allocated through a computerized lottery based on students’ listed preference and an established priority system.  

· No priority is given to students’ requests based on date of submission as long as registration requests are submitted online by 5:00 p.m. on June 6.  Therefore, students should not rush to submit their requests early in the preregistration period – all requests submitted between May 25 and June 6 will be deemed to have been received at the same time.

· Registration results will be available online during the last week of June.  The Registrar’s Office will send an email when the results are available.  Students can make changes to their fall semester schedules over the summer and through the fall semester Add/Drop period (August 29-September 6, 2011).  For the spring semester schedule, changes can be made during the summer, throughout the fall semester, and during the spring semester Add/Drop period (January 17-24, 2012).  (Note that MyAccess is expected to be shut down between July 28 and August 1, 2011, in order to handle other high-volume projects.)  
· The course registration process involves three steps each of which are discussed below:

· Selecting your courses

· Prioritizing your selections

· Submitting your selections

II.  Selecting Your Courses
1. Requirements to Graduate (see the 2010-2011 Bulletin, pp. 59-72, for full details)

· Students must complete:
· 24 academic credits (if received a JD from a law school in the United States)

· 20 academic credits (if trained outside of the United States)
· For specific requirements for your degree or certificate program, please visit: http://www.law.georgetown.edu/graduate/DegreePrograms.htm
2. Resources

· Check for updates to the Course Schedule online at http://www.law.georgetown.edu/curriculum/tab_schedules.cfm. 

· All professor bios and course descriptions can be found online in the Curriculum Guide:  http://www.law.georgetown.edu/curriculum.
· Course evaluations from the last three academic years can be found online at http://www.law.georgetown.edu/students.html, under Faculty/Course Evaluations.

· Curriculum Guides by degree and certificate program are available at: http://www.law.georgetown.edu/graduate/AcademicPrograms.htm
· Review the academic regulations: see the 2010-2011 Bulletin at: http://www.law.georgetown.edu/registrar/bulletin/. 
· Academic advisors are available to discuss course selection and your academic goals and interests:

· Global Health Law: Tanya Baytor, teb46@law.georgetown.edu, Global Health Law Program Director, 202-662-9291

· Individualized Studies: Tina Drake Zimmerman, Director of LL.M. Academic Services, draket@law.georgetown.edu, 202-662-9660

· International Business and Economic Law: (U.S. educated students): Albert Lauber, Director, Graduate Tax & Securities Programs, agl26@law.georgetown.edu, 202-662-9124

· International Business and Economic Law (Foreign educated students): Dorothy Mayer, Director of International Student Services, mayer@law.georgetown.edu, 202-662-9470

· International Legal Studies or General Studies: Dorothy Mayer, Director of International Student Services, mayer@law.georgetown.edu, 202-662-9470

· Securities and Financial Regulation: Albert Lauber, Director, Graduate Tax & Securities Programs, agl26@law.georgetown.edu, 202-662-9124

· Taxation: : Albert Lauber, Director, Graduate Tax & Securities Programs, agl26@law.georgetown.edu, 202-662-9124

· Employee Benefits Certificate: Albert Lauber, Director, Graduate Tax & Securities Programs, agl26@law.georgetown.edu, 202-662-9124

· Estate Planning Certificate: Albert Lauber, Director, Graduate Tax & Securities Programs, agl26@law.georgetown.edu, 202-662-9124

· National Security Law Certificate: Tina Drake Zimmerman, Director of LL.M. Academic Services, draket@law.georgetown.edu, 202-662-9660

· International Human Rights Law Certificate: Tina Drake Zimmerman, Director of LL.M. Academic Services, draket@law.georgetown.edu, 202-662-9660

III.   Prioritizing Your Course Selections
 SEQ CHAPTER \h \r 1

All courses have enrollment limits.  When more students request a course than there are seats available, the computer will prioritize requests based on: 

· your program (LLM or JD, full-time or part-time)

· your graduation date 

· the priority you give your course requests (1st request gets highest priority, 2nd request gets 2nd priority, etc)

1.   SEQ CHAPTER \h \r 1Prioritizing Strategies


The online request form allows you to list your course priorities from 1st through 7th.  On each priority line, you may list a primary request and an alternate.  The course scheduling program will read alternate courses only if it cannot satisfy the associated primary request (if Primary Request #1 is unavailable, Alternate Request #1 will be processed as if it were Primary Request #1, and so on).
Samples of suggested strategies:
· Strategy 1 – Basic Strategy

As a basic strategy the Office of the Registrar recommends that students list the same courses as their 1st Alternate and 2nd Primary choices.  This allows the course scheduling program to give a 1st choice preference to a 2nd choice course if it is unable to satisfy the 1st Primary choice.  The same method should be used for the 2nd Alternate and 3rd Primary choices and so on.  The course scheduling system will first schedule either your Primary or Alternate 1st choice followed by your Primary or Alternate 2nd choice and so on until your schedule is filled.
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· Strategy 2 – Specific Course/Any Section Option

This strategy is for students who prefer a specific professor, but in reality will take any section of a desired course.  For the 1st Primary selection a student will select a specific section of a course.  In the 1st Alternate selection the student will select a second section of the same course and then also choose the “Any Section” flag.  This will allow the student to be eligible for enrollment in any section of the desired course.  
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· Strategy 3 – Time Conflicts/Mutually Exclusive

Students would use this strategy if they want Course A or Course B, which meet at the same time or are mutually exclusive.  

Note:  Please be aware that you may request courses with time conflicts or that are mutually exclusive.  However, once you are enrolled in a course, you will not be enrolled in any lower ranked course(s) with a time conflict or a mutually exclusive course within the same semester.  You may be enrolled in a fall course that is mutually exclusive with a spring course through the fall Add/Drop period.  However, if you are still enrolled in the fall course by the end of the fall Add/Drop period, the spring course that is mutually exclusive will be dropped from your schedule.
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· Strategy 4 – Prioritizing Year-Long Courses in the Spring.

You should use one of the strategies listed above for most of your Spring 2012 courses.  For a year-long course, you should list the spring section with low priority.  If you are awarded a seat in the fall section of this year-long course you will be guaranteed a seat in the spring section.  There is no need to use a high priority slot in your spring pre-registration requests for the spring section of a year-long course.  
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2.  Summary of Advice on Prioritizing 

·  SEQ CHAPTER \h \r 1The Office of the Registrar recommends that students list the same course as their 1st Alternate and 2nd Primary choices.  This allows the course scheduling program to give a 1st choice preference to a 2nd choice course if it is unable to satisfy the 1st Primary choice.  The same method should be used for the 2nd Alternate and 3rd primary choices, and so on.

·  SEQ CHAPTER \h \r 1Use higher priority spaces (1, 2 and 3) for the courses you want most, or that are most likely to close (see the “How Courses Close” document).
·  SEQ CHAPTER \h \r 1Use lowest priorities for courses that will be processed manually, such as professor permission courses (PP).
·  SEQ CHAPTER \h \r 1Use the Any Section Option if you want to be enrolled in any section of a course regardless of professor or time.  The course scheduling program will attempt first to schedule you in the section you request, and if it cannot, you will then be scheduled in a section that does not conflict in time with any of your other primary requests of a higher ranking.  Students who are considering using this option are advised to consult with an academic advisor about the implications of this option with respect to their prioritizations.
·  SEQ CHAPTER \h \r 1Students may request the same course on both their fall and spring registrations and hold both sections until the end of the fall Add/Drop period.  If you remain enrolled in the fall course after the fall Add/Drop period, the spring course will be dropped from students’ schedules.
·  SEQ CHAPTER \h \r 1The Fall 2011 section of a year-long course should be requested using the priority strategy described above.  The Spring 2012 section should receive your lowest priority.  If you receive a seat in the fall, you are guaranteed a seat in the spring.  The spring section of a course is not eligible for registration if the fall section is not requested.
3.  How Course Requests Are Processed


 SEQ CHAPTER \h \r 1The course scheduling program admits students into courses up to the maximum enrollment allowed in the course.  If the course has more requests than space, it enrolls as follows:

·  SEQ CHAPTER \h \r 1LAWG courses will admit all LLM students before any JD students are admitted.

·  SEQ CHAPTER \h \r 1LAWJ courses will admit all JD students before any LLM students are admitted;
·  SEQ CHAPTER \h \r 1Within the categories above, students are prioritized according to: (a) program [LLM, JD Full-time, JD Part-time]; (b) class year; (c) student’s ranking of the course; and (d) for course requests with the same status (e.g., two LLM students who put Taxation of Partnerships as their #2 priority choice for Fall 2011), by random number (within each course).
“How Courses Close.”  If, as an LLM student, you want to preregister for JD courses (LAWJ courses) that are not cross-listed, you may wish to consider how likely the course is to fill.  In order to aid you in gauging how likely a course is to fill, the Registrar’s Office has generated a report that shows how JD courses have filled in prior semesters.  The “How Courses Close” report for the 2009-2010 and subsequent academic years is available online via MyAccess (https://myaccess.georgetown.edu/).  The “How Courses Close” report for the 2006-2009 academic years is available on the Registrar’s website (http://www.law.georgetown.edu/registrar/prereg/index.html).  (Note that students are manually enrolled in professor permission and spring sections of year-long courses, i.e., not through the pre-registration system; therefore, the reports will show that no students who requested those courses were enrolled.)
4.   SEQ CHAPTER \h \r 1Courses with Restrictions

·  SEQ CHAPTER \h \r 1Prerequisites: Note the stated prerequisites for each course you wish to take.  If you believe that you have met the prerequisites for an LLM course (either at Georgetown or at the institution from which you received your JD degree (or equivalent)), you may register for the course.  No waivers are required for students in the Graduate Program for courses with a LAWG section.  If a JD course without a LAWG section has a prerequisite, you will not be enrolled in that course unless you have satisfied the prerequisite, or have submitted to the Registrar’s Office a written waiver from the professor. (Note for Spring 2012 registration: You will be permitted to enroll in a spring course that requires a prerequisite, but if by the end of the Fall 2011 Add/Drop period you have not enrolled in or obtained a waiver from the professor for the prerequisite course, the spring course will be dropped from your schedule.)  Waivers for Fall 2011 courses must be submitted to the Registrar’s Office by 5:00 p.m. on June 10 by e-mail to lawreg@law.georgetown.edu.  No special form is required.  Please consult an Academic Advisor (list above) if you are unsure whether you have met the stated prerequisites.  
·  SEQ CHAPTER \h \r 1Mutually Exclusive Courses:  Students may list mutually exclusive courses on their preregistration request forms, but will not be enrolled in two mutually exclusive courses in the same semester.  Students may be enrolled in a fall course that is mutually exclusive with a spring course through the fall Add/Drop period.  However, if you are still enrolled in the fall course by the end of the fall Add/Drop period, the spring mutually exclusive course will be dropped from your schedule.  
·  SEQ CHAPTER \h \r 1Professor Permission: If a course requires professor permission for enrollment, that requirement will be noted in the course schedule.  List a professor permission course at the lowest priority on your registration request.  Note: Professor permission courses are enrolled first and will prevent enrollment in any other course that overlaps, even a higher priority course.  Follow the instructions for applying for a professor permission course published in the course description in the online Curriculum Guide.  If no specific instructions are given, you must apply directly to the professor to gain admission to the course.  Students who are awarded seats in a clinic will be enrolled in the clinic automatically by the Registrar’s Office.
·  SEQ CHAPTER \h \r 1Cross-Listed Courses: If a course has an (X) notation, it is listed in both the JD and Graduate schedules with space allocated to students in both programs.  LLM students must register for the LAWG section of a cross-listed course.    
·  SEQ CHAPTER \h \r 1Time Conflicts (Overlaps): Under no circumstance may a student enroll in courses that have a time conflict.  Therefore, the course scheduling program will not permit enrollment in courses with overlapping times.  You may request courses with time conflicts.  However, once you are enrolled in a course, you will not be enrolled in any lower priority courses with a time conflict.
IV.   Submitting Your Selections 


All course selections are submitted online through the MyAccess system.  To use the system you will need your NetID and NetID password.    SEQ CHAPTER \h \r 1If you don’t remember your NetID, you can look it up by going to the on-line directory at http://contact.georgetown.edu/ and typing in your name.  If your NetID password does not work, you will need to have it reset in person by the Technology Reference Desk in the Williams Law Library, Room 304.  Please note you must bring your GoCard for identification purposes to the Technology Reference Desk. 


Please note that there may be brief outages during the preregistration period for system back-ups.  In addition, high volume on the last day considerably slows system response time.


If you have any questions about submitting your course selections, please contact the Registrar’s Office at 202-662-9220 or lawreg@law.georgetown.edu.
1.   SEQ CHAPTER \h \r 1Using the Web Registration System
1. Enter NetID and password.
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2. Click on “Student” 
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3. Click on “Registration”
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4. Click on “Preregistration”
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5. Select “Pre-Register” for the Fall 2011 semester.
[image: image9.png]Personal Information ST

Student Term Selection

Welcome to Pre-Registration. Listed below are your Pre-Registration options. From here you can pre-req
pre-registration course requests, or access additional help information related to pre-registration. Pleas

Search Historical Course Information

Registration Information for Law Students

Pre-Registration Term Pre-Registration Status Action Dates
Law Fall 2011 Not Started Pre-Register May 25, 2011 - Jun 06, 2012
Law Spring 2012 Not Started Pre-Register May 25, 2011 - Jun 06, 2012




6. Confirm your information at the top of the Pre-Registration Screen.  If any information is incorrect you should contact the Office of the Registrar (lawreg@law.georgetown.edu or 202-662-9220).  Otherwise you are ready to begin entering your pre-registration selections.  
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7. To find a course, click the “Search” button or, if you know it, enter the Course Reference Number (CRN).  A CRN identifies a specific section of a course and is a 5 digit number.  It will accompany every course listing, but is different from the course name and section (e.g., the CRN for LAWJ 121-05 in Fall 2011 is 13848).
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8. Enter your desired search feature.  You can search by program, course number, course title, number of credits, professor’s name and course requirement.
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9. Review the list of scheduled courses and make note of the CRN of any desired selection.
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10. You may enter a course on your pre-registration screen by either clicking the “Add to Prereg list” button on the course listing page or by entering the CRN (if known) directly on the pre-registration screen.
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11. Once you have completed your pre-registration requests for the semester, you should review all errors and/or warnings at the top of this screen.  Please refer to the Course Schedule in the Curriculum Guide (http://www.law.georgetown.edu/curriculum/) for a complete listing of course restrictions and notes.

Note:  You may click the “Save Requests” button at the bottom of the screen and resume your course request selection and submission process at a later date.  

12. Once you are satisfied with your pre-registration selections, click the “Submit Requests” button at the bottom of the screen. 
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13. After you click the “Submit Requests” button, a final confirmation screen will appear.  This confirmation screen will once again show any errors and warnings that may prevent registration in a desired course.  After a final review you should click “Confirm”.  Please be aware that once you choose “Confirm”, you will not be able to edit your course requests.  You will need to contact the Office of the Registrar (202-662-9220 or lawreg@law.georgetown.edu) no later than 5:00 pm on Monday, June 6 for assistance.
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14. After you have submitted your pre-registration requests to the Office of the Registrar, you will be able to view your submission, but you will not be able to make changes to your course requests. You will need to contact the Office of the Registrar (202-662-9220 or lawreg@law.georgetown.edu) no later than 5:00 pm on Monday, June 6, for assistance.
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15. Examples of pre-registration strategies:  
a. Strategy 1 – Basic Strategy
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b. Strategy 2 – Specific Course/Any Section Option
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c. Strategy 3 – Time Conflicts/Mutually Exclusive
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d. Strategy 4 – How to Prioritize Year-Long Courses in the Spring 
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2. Registering for Graduate-Level Courses on Main Campus

· While a few  SEQ CHAPTER \h \r 1courses offered in other Graduate Schools of the University are cross-listed with the Law Center, most Graduate School courses are not cross-listed and require permission from the Office of Graduate Programs to enroll.  For the cross-listed courses, LL.M. students must register for these courses via the Law Center registration process and may only register in the LAWG section appearing in the online Curriculum Guide or in MyAccess.
· LLM students may take other graduate-level courses at the university, up to a maximum of 4 credits, with the permission of the Associate Dean for Graduate Programs, and on a seat available basis.  Language courses may be taken with permission on a space available basis, but will not be credited towards the LL.M. Degree.
· Students do not preregister for Main Campus courses during the Law Center’s preregistration process and may not enroll themselves in Main Campus courses.  Students seeking approval to take a Main Campus course in the Graduate School (except for Business School courses) should email their request along with the professor’s permission to  the Office of Graduate Programs at gradprog@law.georgetown.edu by July 22, 2011 for Fall 2011 courses and by December 2, 2011 for Spring 2012 courses.  Students seeking approval to enroll in a Business School course, should email their request to the Office of Graduate Programs by July 22, 2011 for Fall 2011 courses and by December 2, 2011 for Spring 2012 courses.  The Business School administration will coordinate their professors’ permission to enroll in their courses.  All requests for Graduate School courses (including Business School courses) must include the course number, course name, number of credits and a list of any prerequisite courses and how you believe you meet those prerequisites.  For all requests for courses outside of the Business School you must also include the professor’s written permission to enroll in your email.  

· Upon approval from the Office of Graduate Programs (and the permission of the professor or the Business School), the Registrar’s Office will seek approval from the appropriate Main Campus department during the department’s Add/Drop period for the appropriate semester or module.  The Registrar’s Office will confirm for students their enrollment status.  LL.M. students are enrolled in Main Campus courses on a seat available basis.  LL.M. students may not be waitlisted for Main Campus courses.

· The Law Center does not follow the same academic calendar as the Main Campus, and it is the student’s responsibility to determine when a course on the Main Campus begins.   SEQ CHAPTER \h \r 1Note: The Business School operates on quarters, or modules, and has two modules per semester.  Business School classes may follow a different schedule than other schools or departments on the Main Campus. 
· Students interested in seeking permission to enroll in a course on the Main Campus are encouraged to contact the Office of Graduate Programs at 202-662-9036 to schedule an appointment with an academic advisor.  Any changes made to the process for registering for courses on the Main Campus for the 2011-2012 academic year supersede the 2010-2011 Bulletin.

3.  Registration Results

 SEQ CHAPTER \h \r 1

 SEQ CHAPTER \h \r 1Your registration results will be available online during the last week of June. You may access them by two methods:

a)  SEQ CHAPTER \h \r 1In MyAccess (https://myaccess.georgetown.edu/), click Registration Services, then click Pre-Registration Results.  This listing will show you what courses you are enrolled in, and if you are not enrolled in a requested course, it will show the reason why.

b)  SEQ CHAPTER \h \r 1MyAccess will display your enrolled class schedule when you click Student Schedule, but will not explain the results of your registration.  As the information on this screen may change during the system’s processing of preregistration, students should not rely on the finality of the information contained on this panel until the Registrar’s Office sends an email that results are available during the last week of June.
The following is an example of what you will see when you log onto MyAccess during the last week of June. 
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V.
 SEQ CHAPTER \h \r 1Registration Timeline
	 SEQ CHAPTER \h \r 1 2011
April 6
	2011-2012 Course Schedule available online

	May 25 – June 6
	Pre-registration through MyAccess


	End of June -September 6

	Add/Drop and Wait list activity for Fall and Spring courses.

Spring Add/Drop on the web continues through the Fall semester until January 24, 2012.

	July 29 – August 2


	MyAccess registration system unavailable from 5:00 p.m. on Thursday, July 28 through 5:00 p.m. on Monday, August 1.

	August 4


	Continuing students must add themselves to wait listed courses by 5:00 p.m. in order to be included in the Summer Lottery.  



	August 5


	Continuing students:  Summer Lottery results available via MyAccess.  Seats must be claimed by 5:00 p.m. on Thursday, August 25.



	                              August 25

	Wait list requests submitted by 5:00 pm on August 25 will be included in the wait list lottery results available on the first day of classes, Monday, August 29.  Wait list requests submitted after 5:00 p.m. on August 25 through 5:00 p.m. on August 29 will be included in the wait list lottery results available on August 30.

	August 29 – September 6
	First week of classes: Fall & Spring Add/Drop and Wait list activity held daily.  


	September 6
	Enter Last Chance Lottery requests for the Fall between 9:00 a.m. - 5:00 p.m.  Last Chance Lottery results posted for Fall by 8:30 p.m.  Seats must be claimed by 5:00 p.m. on Wednesday, September 7.



	2012
January 9-13

	Week-long mini courses for upperclass and graduate students begin.  Attendance at all class sessions, Monday through Friday, is required.

	January 17-24

	First week of semester long classes:  Spring Add/Drop and Wait list activity held daily.


	January 24
	Enter Last Chance Lottery requests for the Spring between 9:00 a.m. - 5:00 p.m.  Last Chance Lottery results posted by 8:30 p.m.  Seats must be claimed by 5:00 p.m. on Wednesday, January 25.
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