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Division Of Student Affairs & Enrollment

Frequently Asked Questions (FAQS)

What are the dates of registration, add and drop? When are
students eligible to register? What are the dates of registra-
tion, add and drop? When are students eligible to register?

Check the Academic Calendar in the main page of the univer-
sity website for dates, deadlines, and important events.

1. Access to the UAEU website www.uaeu.ac.ae
2. Login to the registration page

3. Select Registration, Class & Exam Schedule
4. See the detailed of Registration Program
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Do students have to register for each semester?

Students must register the courses for each semester. Oth-
erwise, they will be considered absent and Please note that
registration for foundation year students is mandatory or
their admission will be canceled. Students may have a total of
two (2) consecutive or separate leaves of absence during the
entire period of University enrollment.
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What is CRN?

CRN is the Course Reference Number, which is specified
uniguely to each course
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| have a problem opening the website through the eServices.

If you're having trouble logging into your account please con-
tact the IT department at helpdesk@uaeu.ac.ae or by phone
03713611
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| forgot my account password.

If you're having trouble logging into your account or resetting
your password please contact the IT department at
helpdesk@uaeu.ac.ae or by phone 037136111
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Is the student allowed to enroll in a full section?

The student can contact the department that offers the
course to ask for a ‘Registration Permission’ to raise capacity,
and register through his/her self-service.
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How can a student solve the courses conflict issues?

The student should visit his/her academic advisor or head of
the department if there is a conflict in the courses offered in
the desired course schedule to provide his/her the appropriate
assistance and solutions.
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“Time conflict with CRN..."

How do | get my course schedule?

You can get your courses schedule via E-Services by follow below
steps:

1. Log on to E-Services by using your ID and password
2. Click to Student & Financial Aid

3. Click to Registration

4. Click to Student Detailed Schedule

5. Select a Term, and view your courses schedule
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Log on to E-Services by using your ID and password 1
Click to Student & Financial Aid 2

Click to Registration 3

Click to Student Detailed Schedule 4

Select a Term, and view your courses schedule 5
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What if | want to change my registration?

You can change your registration during the drop/add period,
which will be at the beginning of next semester.
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| am trying to register but | get a pre-requisite error message,
what is a pre-requisite?

A pre-requisite course means that there is course, which a stu-
dent must pass before enrolling in the more advanced course.
entire period of University enrollment.
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If the location of the lecture has been changed, how will | be
notified?

You can get your courses schedule via E-Services by follow
below steps:

1. Log on to E-Services by using your ID and password
2. Click to Student & Financial Aid
3. Click to Registration
4. Click to Student Detailed Schedule
5. Select a Term, and view your courses schedule
or Contact with your advising units
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During registration or the Add/Drop period if | receive the
following message, “You are not permitted to register at this
time”, what does that mean?

This message means that you are not in your correct period
of registration. Please follow registration schedule program or
contact with the Records Officer at the Registration Depart-
ment.
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During registration or the Add/Drop period if | receive the
following message: You may not add or drop classes due to
holds on your record “ what does that mean?

First of all, you need to check which type of holds you have,
by following steps:

1. Log on to E-Services by using your ID and password
2. Click to Student Tab

3. Click to Registration

4. Select View Holds

Then, to expire your hold you need to contact with responsible
department. Like: contact with your advisor for the CH and HD
holds. In addition, for the LH Hold, contact with the library.
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Is there specific time for registering, withdrawing, postpon-
ing, and transferring, or can students apply any time?

There are specific times for all academic procedures. Stu-
dents must follow the academic calendar, the website, and the
announcement boards to get the dates which are continuously
advertised by the Deanship for Admissions and Registration.
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How many courses do | need to register (study load - course
load)?

The study load (also referred to as the course load) it is the
total number of credit hours that student allowed to register
during one semester. The maximum of registration is 19 credit
hours, and the minimum of registration is 12 credit hours.

To register less than 12 credit hours you need to have the Col-
lege Dean approval.
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Who is the entity in charge of issuing university cards?

The Deanship for Admissions and Registration is responsible
for issuing the university cards.

New students: Admissions department.

Counting students: Registration department.
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Why do | need my university card?

The study load (also referred to as the course load) it is the
total number of credit hours that student allowed to register
during one semester. The maximum of registration is 19 credit
hours, and the minimum of registration is 12 credit hours.

To register less than 12 credit hours you need to have the Col-
lege Dean approval.
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What do | do in case of losing my university card?

You must issue a replacement card from the Deanship for Ad-
missions and Registration after paying the specified fee.
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Where do | go when | want to withdraw my file from the uni-
versity?

Please visit the Deanship for Registration department to with-
draw your file.
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What is an Academic Advisor and how can he/she help me?

The Academic Advisor is a teacher assigned for a group of
students from the Colleges. Your advisor gives you advice and
help you overcome any difficulties you may encounter during
your studies. Students are encouraged to contact with their
advisors and seek assistance, whenever necessary.
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What is meant by Electronic Services and what does it con-
tain?

The Electronic Services are a combination of several services
through which the student applies to the service required. E.g.
To Whom It May Concern Letter - Official Transcript -etc.
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What is the Transcripts?

Official transcripts are the recorded results of the student>s
academic work. They contain all the essential information
pertaining to the student>s courses, grades, academic level,
scholarship and degrees received. Students can apply online
and receive directly from registration department after paying
the specified fee.
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How can a student apply for To Whom It May Concern Letter
(Continuation of study letter)?

Students can apply online and receive directly via e-mail after
paying the specified fee.
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How can | Submit IELTS or TOEFL certificate?

1. Access the website http://www.uaeufp.info/student
2. Choose the icon: Upload IELTS / TOEFL
3. Choose the file (PDF format)

Note: The certificate will be entered by the concerned employ-
ee after it has been approved (within 24 hours). If the certifi-
cate is not approved, the student will be contacted directly by
e-mail or phone.
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What are the conditions for transferring to another College?

UAEU regulations allow students to transfer internally from
one College to another only once during his/her enrollment
at the University. The transfer applications will be submitted
online through e-service and UAEU mobile application to the
Registration Department during the announced dates on the
academic calendar.

The conditions for internal transfer between the colleges are
as follows:
1. The students must complete all University Foundation
Program (UFP) courses.
2. The students under probation are not allowed to apply
for transfer.
3. The students must fulfill the College conditions. Like:
interview, writing test, High School GPA.
4. The students with scholarships must provide an
approval letter from the sponsor institute and submit it
to the Registration Department.

Other nationality students: Student allowed transferring upon
his request only once, and the transfer between colleges is
competitive and according to the vacant seats in the college.
To accept a student’s transfer application from a college to
another, he/she should meet the terms & conditions. So please
contact advising units.
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What are the University Foundation courses and how many?

. Arabic: Arabic language 1 ARBU 1401, Arabic lan-
guage 2 ARBU 1401
. Mathematics: Algebra MATU 1415, College Algebra

MATU 1425, Trigonometry MATU 1435.

Students in Humanities& Social Sciences, Education and Law
study one level. Students in Business & Economics study two
levels and students in the all other colleges study three levels.

. English:

. English TENGU 1401 (EMSAT English 500-725)

. English 2 ENGU 1402 (EMSAT English 726-975)
. English 3 ENGU 1403 (EMSAT English 976-1099)

Students are exempted from all the English levels if they score
EMSAT English 1100, English 4 (IELTS) ENGU 1404. Students
can register for English level 4 after successfully completing
English level 3.

Students are not allowed to register in any faculty course,
where the instruction is in English, until they complete all the
English language courses in the University Foundation Pro-
gram (ENGU 1401, 1402, 1403, 1404)

Students are not allowed to register in any Faculty course,
where the instruction is in Arabic, until they complete the
Arabic courses in the University Foundation Program (ARBU
1401, 1402)
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What is the study system followed in the University Founda-
tion Program?

It is the Quarter system (2 months)

doolall polip (na aildlwoll giicll dwljall plhiga lo
Syt Lill

(g ) (nlna caniplhij

How can students successfully meet the Foundation Program
requirements?

* Students can pass the English Language levels if they
achieve (TOEFL ITP 500, TOEFL IBT 61, IELTS 5.0, EMSAT
1100)

» Students can complete the Arabic language courses if
they achieve 5.5 in the Arabic language proficiency exam
or if they pass the foundation Program Arabic placement
exam.

» Students can pass the Mathematics courses, depending
on their Faculty, if they pass the Mathematics challenge
exam. To take the Challenge Test during the semester,
the student needs to be registered in a math course and
not exceeded the number of absence allowed.
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Can students register in English level 1 register in Mathematics
courses?

Students in English 1 cannot take any Mathematics courses

aalll (na Jglll (ngiwall wa gglawall dadbll gihiwg Ja
Salblydl Glwo aligiwo Jiauwi dgjulaill

a0 Glwo ml daawi agjulailll aall dgﬂl wgiwall (g daldhll gay Ul
Ayl

What is a Course?

It is a curriculum with defined content, objectives and activ-
ities and connects with other courses in the student study
plan.
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How can | search for courses in the E-service system?

The Registration Department will send instructions to all
the students on how to register for courses and Academic
Advisors in the University College are also available to help
students learn how to register in courses:

* Arabic Program is called (Arabic Unit)
* Mathematics Program is called (Mathematics Unit)
* English Program is called (English Unit)
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What is the meaning of the following phrases when register-
ing in a course?

(PREQ and TEST score) means you cannot register until you
complete the previous course.

(Closed section) means the section you want is full. Choose
another section.

(College Restriction) means there is restriction from your col-
lege. Refer to the Advising Unit in your college.

(Link Error) means concurrent restrictions. You need to be
sure about registering in two related courses at the same time

(Time Conflict) means course time conflict. You need to
choose a different time or contact the Advising Unit.

(Cohort Restriction) means it is a restricted course. You need
to choose another course or contact the Advising Unit.
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Who can | ask for help with in the registration process?

You can refer to the Student Services unit in the University
Foundation Program for the Foundation courses and for the
Faculty Advising Unit for the Faculty courses
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What is the meaning of FA?

If a student’s absences in any course equals or exceeds 15% of
the total class meeting time for the semester, the student will
be considered as having failed the course for lack of atten-
dance, and receive a grade of FA.
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What is the meaning of “AW” Administrative Withdrawal”?

A student is granted AW (Administrative Withdrawal) in a
course if his absences exceed 15% and he has a valid excuse.
The student can then withdraw from the course without fail-
ing.
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What is the meaning of “Incomplete”?

It is granted to a student who is allowed to sit for the final
exam despite being unable to attend the final for a valid rea-
son he should submit to the academic adviser. If the reasons
for missing the final examination are approved, an “I” grade
will be recorded. The student has to remove the “Incomplete”
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status during the following semester, otherwise he fails the
course.

If the reasons for missing the final examination are not consid-
ered legitimate, the instructor will assign a final grade of (0)
for the course and the student’s transcript will show F for that
course.

The student will be permitted to take an appropriate final
examination no later than the end of the next regular academ-
ic semester, and the “I” grade will be replaced with the final
grade earned.

Missing Final - Submit Excuses - Makeup Exam

How long does it take to complete the University Foundation
Program?

One academic year (2 semesters/4 quarters and one Summer
course)
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What happens if a student does not complete the Foundation
Program in one year?

He is not allowed to register for two consecutive semesters
(postpone) until he removes this registration hold through
providing the required certificates for program completion,
[such as TOEFL, IELTS, EMSAT, MATU Challenge Test, Arabic
language proficiency]
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What happens if the student is unable to complete the pro-
gram during the administrative postpone given to him?

Dismissed from university
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iPad Queries:
Q24: How to set up email on your iPad?

Male: H4-0041
Female: C5-0074
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How can | change my password?

1. Online throw the link:
https://selfservice.uaeu.ac.ae/index.html
2.In case of any problem you can go to room

Female - C5-1046, Male - H4-0043
3.Call Helpdesk: 037136111
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Contact Details University Foundation Program:

Male:
H4-0042

Female:

C5-1042
C5-1042
H4-1029
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