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W

elcome!
Congratulations on making a great choice to prepare for your future! SMSU partners with nearly 100 school districts, almost 4,500 students, and offers a variety of classes that are part of the Minnesota Transfer Curriculum (MTC) which are accepted by most universities and colleges in the United States. SMSU’s College Now is one of the oldest and largest dual enrollment programs in the nation. The advantages to taking College Now courses are numerous:

· It allows you to earn college and high school credit simultaneously

· It’s an alternative to the senior doldrums

· It’s a great transition and introduction to university study

· It allows for more flexible scheduling when you enroll at the university

· It allows earlier completion of general education requirements

· It’s a demonstration of a commitment to university admissions officials

· It may lead to early completion of a degree program

· Unlike AP, it concludes with a college grade on a college transcript; AP courses are high school courses that teach to a "one shot" test and may not even count toward general education requirements 
G

etting Started
There are two distinct phases to enrolling into College Now courses: 
1. Completing an E-application the semester BEFRE plan to begin taking a course or as soon as you know you plan to enroll in a College Now course.
2. Registering for the course during the first 10 days your class is in session. 
 It is important that you (as a student) learn this process; you will need to work in it every semester once a you’re full time student and it will make your ability to work in the system much easier. 

1. Step by Step Guide to the College Now E-Application Process

For high school students applying to take College Now classes in their high school. This should be completed the semester BEFORE you plan to start College Now courses.

Warning: This application will time out after 15 minutes of inactivity. We strongly suggest that you reserve enough time to finish the application in one sitting.
A.  Start at this link:   https://webproc.mnscu.edu/admissions/?campusId=075
· Select “Start Application”
· Fill out all personal information. SS# can be skipped unless student is a twin. (then select “next” at bottom of page)
· Fill out Demographics  (then select “next” at bottom of page)
· Fill out High School and High School Attended  You may skip Preparation Standards (then select “next” at bottom of page)
· Click “no” under Higher Education (then select “next” at bottom of page)
· Under “Application Information” – Select: Post-Secondary Enrollment Options (PSEO) student  (even though you won’t be taking classes on campus, we consider College Now or Concurrent Enrollment, a PSEO program.) 
· Under “Academic Term” – Select the semester you will take your first College Now Course from SMSU

· Under “Select A Campus” – Select; College Now for high school stdts at HS

· Click no for never having attended SMSU before (then select “next” at bottom of page)
· Under Educational Intent, click: “Remove Major.” 

· Then select “Complete courses, but not a degree” 

· And click “Part Time Student” (then select “next” at bottom of page)
· Skip “Additional Information” (then select “next” at bottom of page)
· Your big box that Says Southwest Minnesota State University, should be in green. If it is in red, then you have missed required fields that need to be completed before submission

· If the Southwest Minnesota State University box is in the color green, then check the box to confirm you want to submit the application (review the application if you would like by clicking “review application” and then click: Submit Selected Applications (But you’re not done yet – keep going)
· Enter Date of Birth and (you can skip the SS# unless student is a twin) (then select “next” at bottom of page) Not Done. Keep Going.
IMPORTANT – You are not done yet. Keep going. Failure to complete the last step will result in SMSU NOT receiving your e-application. Keep going. 
Creating your Account

· Enter a Username with the requirements listed on the right side of the webpage

· Enter and Re-enter password with the requirements listed on the right side of the webpage

· (Date of Birth should already be listed from before)

· Note: Write down and save the Username and Password you just created. 

· Click “Save Account”  FINALLY DONE.
It will say processing…Please wait while we process your applications
Then it will give you your application status, which should say:

Status of Application: Pending

Type of Application: Post Secondary Enrollment Options (PSEO)

Anticipated Starting Term: Whatever you listed as starting term

That’s it. You should be all set with the application part. It may take us a few days to get your application processed and out of the “pending status.” 

Students will receive an e-mail from MnSCU after completing this application. Towards the bottom of that e-mail will be a 6-10 digit ID number. The pin will be automatically set to the students birthday in order: yymmdd. This ID and pin is what they need to register. However, receiving the e-mail does not mean that they are ready to register. It will take SMSU at least 48 hours from the time the student completes the e-app until we have them admitted, regardless of whether they have received the e-mail. The e-mail will give them the info. necessary to register, but they will not be able to until the windows are open and we have them admitted into the system. 

2. Step by step Guide to Course Registration

Registration for courses takes place during the first 10 days of the course. Registration is our term for enrolling in the course.
Click on REGISTRATION LINK on this page:  http://smsu.edu/Academics/CollegeNow/
Find Courses at Southwest Minnesota State University (College Now-for high school stdts at HS campus)           


· Click on the Advanced Search tab
· Campus:  Defaults to College Now-for high school stdts at HS campus
· Semester: Put in the appropriate semester
· Skip Begins After Date
· Location:  Choose your high school from the drop down box

· Skip all the way down to “Find Courses”
· Click on “Find Courses” (only courses offered at you HS will be on the list)

· Click on Course Title of course in which you wish to register
· Click on Add to Cart
· Repeat above steps for each course
· Click on Continue to Registration
Please Login to continue:

· Enter eight digit ID/Username

· Enter PIN

· Update PIN  if prompted (follow screen directions)
· Click on “Login”
.

Registration: Course Cart

· Put a check mark in front of the courses in which you wish to register
· Click on “Register for Checked Courses”
Confirm Courses Spring 2011

· Enter  eight digit Password
· Click on “Register”
L

ibrary Resources
As a College Now student you have access to our library facilities and resources. Your library barcodes will be sent out to each school in August and will be distributed by teachers. 

You can access the SMSU library online at www.smsu.edu/library. Please refer to the tutorials  which will help guide you in using these tools. Assistance from a Reference librarian can be attained by telephone (507.537.6176), email, or live chat  in the AskRef box. Students requiring Interlibrary Loan Service (ILL) should first process requests through their high school library (if the service is available), or through the student's local public library.
SMSU Library Access Off-Campus 
Registered students, faculty, and staff are eligible to access Library Resources from off-campus.

· Select the desired database from the E-Resources page and an authentication form will pop up. 

· Fill in the username and password, then click on Log in. 

Username = 14 digit barcode on SMSU ID card: 20103000****** 
Password = last name

· Search the MnPALS Union Catalog to locate books, media, and government documents in MNSCU libraries. From the MnPALS icon choose Other Libraries and Collections, then select MnPALS Union Catalog.  Select book and click on Request ILL. Complete the form with your barcode & password.  See the Interlibrary Loan for further instructions for requesting and receiving materials from other libraries.

· MnLINK   This statewide catalog is available to Minnesota residents. Sign in on the left side of the screen with your SMSU barcode and password to use the request features and it will automatically link to the SMSU interlibrary loan services. 

The SMSU Homepage  is the access point to find the links to Campus webmail, news, and information links. SMSU campus email is required for electronic delivery of interlibrary loan documents. 
G

rades and Transferring Credit
The Transferability of SMSU Credits

· All institutions in the Minnesota State Colleges and Universities system accept SMSU transfer courses.

· Although the receiving institution has the final decision on the transfer of credits, generally speaking, SMSU credits are transferable throughout the state and nation.

· SMSU credits have been successfully accepted at private institutions within Minnesota and at the University of Minnesota system.

· SMSU credits have also been successfully accepted at public and private institutions throughout the nation.

Please take special notice!

If any student encounters difficulty with the transfer of SMSU credits, they are encouraged to contact the College Now director.
Grades

Students are able to look up grades for any completed class once a professor has entered the course grades through SMSU E-services. Simply go to www.smsu.edu and click on “Quick Links” and then drop down to “E-services.” You will need to know your 8-digit ID and the pin you created (same ID and pin you used to register for the course) Grades will be posted and accessible for students to review for any semester not just the current one in which they are enrolled. 
Transferring Credit
Students must request an official transcript be sent to the college or university they plan to attend. This is done generally the summer after their senior year. To order visit the official SMSU transcript request page at:

 http://www.smsu.edu/campuslife/registrationrecords/index.cfm?id=2200

There is a $5 fee for each transcript requested.

Transcripts 

A transcript is a chronological listing of ALL Southwest Minnesota State University coursework taken by a student. Also included on a transcript are:  
   • Transfer credit amounts 
   • Cumulative credit totals and grade point averages  
Questions regarding transcripts can be directed to:

transcripts@smsu.edu
(507) 537-6207

Should you have a form that must accompany your SMSU transcript (AMCAS, PHARMCAS, etc...) Please order your transcript at the above link and fax the form (PHARMCAS, AMCAS, etc..)  to the Registration Office at 507-537-6420.

(To protect your privacy official transcript requests are not taken by Phone or Fax)
 Transcript Office
SMSU
1501 State Street
Marshall, MN 56258

PLEASE NOTE: 
If you need your official transcript to reflect your current name, send a copy of your legal documentation for the name change to the address above.

Legal documentation can be either a marriage certificate, divorce decree, or driver’s license. Without this documentation, you will receive an official transcript with the name that is currently in our records.
Unofficial Transcripts:
Unofficial transcripts can be obtained through your E-services account. Simply log in and complete the following:

· Check the box to have your name displayed on your transcript
· Click on "Student Tab"
· Click on "Academic Record"
The College Now Scholarship

What is the College Now Scholarship? A tution scholarship worth $1,000 for four years to SMSU for students who participated in the College Now program while in high school. 

Qualifications -

· Must visit SMSU campus by Dec. 31 in your senior year

· Must apply and be accepted to SMSU by Dec. 31 of your senior year

· Must sumit a College Now scholarship interest form (available from the SMSU admissions staff) by Dec. 31 of  your senior year

· At high school graduation must have earned a minimum 2.0 cumulative GPA in College Now courses and 3.0 or high in high school courses

F

requently Asked Questions

Q. When will my final grade appear on my transcript?
A. As soon as the Supervising Professor submits grades to MNSCU. You can access E-services and view all your grades. We try to have them complete within two weeks after your course ends.
Q. How can I request a transcript?
A. Access SMSU Registration and follow the directions: http://www.smsu.edu/CampusLife/RegistrationRecords/Index.cfm?Id=2200
Q. Do I need to apply for admission to take a College Now course?
A. Yes: In order to generate your student ID an application must be submitted.

Q. What degrees does SMSU offer?
A. Go to the SMSU Admissions webpage and contact one of our Admissions Counselors who would be glad to help!
http://www.smsu.edu/Admission/counselor.cfm
Q. How are distance education courses and distance degrees reflected on my transcript?
A. Your transcript will not appear any differently for an off-campus course than if you were on campus.

Q.I have a 2.75, is there an appeal process so that I can still participate?
A. We have an endorsed a policy for a grade point average of 3.0 because it is a strong indicator of potential to succeed in a college course, as such it is very unlikely that a student with a GPA less than 3.0 will be approved through an appeal.

Q. Will I have access to SMSU library resources?
A. Yes, once admitted you will have access to the SMSU library resources.

Q. How do I get credit for the courses I take through the SMSU College Now Program at the University I ultimately attend?
A. Once you have been accepted to the school, ask your admissions counselor how to transfer the credits and have a transcript sent to them.

Q. What are the benefits of taking a College Now course?
A. The advantages to taking a College Now course are numerous: It’s an alternative to the senior doldrums; It’s a great transition and introduction to university study; It allows for more flexible scheduling when you enroll at the university; It allows earlier completion of general education requirements; It’s a demonstration of a commitment to university admissions officials; It may lead to early completion of a degree program.
Q. What other benefits do I have as a College Now student?

A. As an SMSU student you have an SMSU email account. Full instructions to access the account are available at http://www.smsu.edu/Email.cfm as well as a video tutorial to help you to establish your email account.


