Description

This document will guide you in the process of signing up for courses at Virginia Tech. The
cornerstone of any university is the courses offered to the students, which makes signing up for
courses very important. Without signing up for courses properly, you cannot participate in those
courses. The following guide will help make signing up for courses relatively painless.

Glossary

Hokie SPA: Hokie SPA (student personal access) is Virginia Tech’s “student, faculty, employee,
and alumni information gateway.” Hokie SPA is a Virginia Tech run website where any member
of Virginia Tech can manage financial, academic, and personal information related to Virginia
Tech,

Student PID: The student PID is a personal identifier chosen by Virginia Tech students. The
PID is made after a student has been accepted to Virginia Tech. The PID is the first part of a
students Virginia Tech email before the address.

Student Password: The student password is a secret code known only by the student. The
password is created at the same time as the student PID. The student PID and password are
the main pieces of information needed to login to Hokie SPA.

Registration Requirements: A list of requirements found on Hokiespa that need to be
completed before classes can be added to a student’s schedule.

Term: A word used on Hokiespa that refers to each semester of the academic year.

CRN: CRN is an abbreviation that stands for course reference number. Each class has its own
specific CRN to identify that class.

Day Abbreviations: When signing up for classes on Hokie SPA, the days the classes meet are
abbreviated. The abbreviations, M,T,W,R, and F, stand for Monday, Tuesday, Wednesday,
Thursday, and Friday accordingly.

Subject: At Virginia Tech there are many different courses of study, subject refers to a group of
classes that are all grouped under the same category.

Location Abbreviations: There are many building on the Virginia Tech campus. Each building
has its own specific name. To save space on documents, the university has come up with
abbreviations for each building. When signing up for classes on Hokiespa the location of the
classes will only be given as an abbreviation. The abbreviations are three to five letter
abbreviations of the actual building name. Currently there is no official list available online for
the abbreviations. To figure out what abbreviations correspond to each building, the student can
put the abbreviation followed by “Virginia Tech” into an internet search engine.

Instructions:




Before you begin the process of signing up for courses at Virginia Tech, you will need the
following items on hand:

1. Computer with sufficient battery and a working internet connection

2. Up-to-date internet browser installed on the computer

3. Student PID and password

4. Llst of classes that you wish to sign up for

1. The first step in signing up for classes is to go to your internet browser and go to
hokiespa.vt.edu.
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After typing the address and hitting “enter” the following page will appear.

) https://banwebbanner.vtedu,

rginia Tech Information System

Search Go HELP  EXIT

Welcome to the Virginia Tech Student, Faculty, Employee and Alumni Information Gateway

Normal Hours of Operation are from 7:30 AM until 3:00 AM Daily. Please enter your PID and your password. When finished, click Login. By logging in with your PID and password you agree to abide by the terms and conditions of the virginia Tech policy: Accaptable Use of
Information Systems

If you need to create a PID, please use the PID Generation Tool
Once logged in, you will see a menu comresponding to your role as a student, faculty, employee or alumnus.

When you are finished, please Exit and close your browser to protect your privacy

Login to HokieSpa >>>

[ VT Alerts | Timetable of Classes | undergraduate Admissions | Graduate Admissions | Faculty Online Credential System |

© 2014 Ellucian Company L.P. and its affiliates.
This software contains confidential and proprietary i ion of Ellucian or its
Use of this software is limited to Ellucian licensees, and is subject to the terms and conditions of one or more written license agreements between Ellucian and such licensees.

2. Once on this page, click on “Login to Hokiespa >>>". After clicking the following page will
appear:

@ VirginiaTech &féfntral AG.lti:lentication Service

Terms of Use

Username

Password

Forgot username or password?

warn before logging into other sites
==

Switch to high security PDC login.
Security Notice

For security reasons, please close your web browser when you have finished accessing
services that require authentication.

In the box next to “Username”, please enter your student PID.
In the box next to “Password” please enter your student password.



Once finished entering the PID and password, click the “Login” button.

3. If the PID and password were entered correctly, you will now be logged into the Virginia Tech
Information System.

To get into Hokie SPA. click the Hokie Spa tab at the top of the page. In the following graphic,
the Hokie Spa tab has a green box around it to clarify its location.
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irginia Tech Information System

Search Go
VT Alerts
Virginia Tech's notification system, comprised of a variety of methods by which the university can cont:
Hokie PLUS
Wiew and update your address{es)and phone number(s), View e-mail address(es). View and update eme
Hokie Spa

Register, View your Academic and Financial Aid records.
Timetable of Classes

Undergraduate Admissions
Apply for Undergraduate Admission.

Graduate Admissions
File an application for admissions; Review existing applications, their status, and the status of supportin

University Account Information
#\/iew and Pay e-Bill *Add an Authorized Payer *Enroll or Adjust Direct Deposit Information #Enroll in the
#Enrall in the Graduate Student Payroll Deduction of Comprehensive Fees Program #View HOLDS #Wiew 1

Faculty Online Credential System

After clicking the tab, you will now be in Hokie SPA, and you can start signing up for classes.
In Hokie Spa, click on “Registration and Schedule”.

Once on this page, you will see a list of registration requirements, all of these must have a
green or yellow requirement block next to it before you can begin. The following is an example
of an



Registration Requirements

Registration ~ " _
e Requirement Met? Update/View
nding

Local Mailing Address ves Update MAILING addrass e

R
Emergency Contact Address YES . Usdate address :
Emergency Contact Confirmed YES . M
FERPA Release Not Required Add/Updats Pen ducstional records vith univarsity officisls.
VT Alerts YES . Sign in for VT Alerts -

R d Convicti
Self-Disclosure of Arrest/Conviction YES Resd/Canfirm Musf nde ding of palic,

You last confirmed this on June 03, 2013 at 03:48pm
Registration Holds YES . As of 01:03 pm MAR 04, 2014 you da not have any registration holds on your record.
Registration Permitted? YES . v You have met all the req ratio

Requirement Legend: - MET - NOT MET NOT REQUIRED

acceptable table of registration requirements:

4. Once you have confirmed that you meet all the requirements to enroll in classes, click on
“Look up Classes to Add” located right above the registration requirements.

After clicking, a new window will open, if nothing happens, you need to enable pop-ups for the
current web page. On this page you will see “Search by Term” followed by a drop-down menu.
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In the drop-down menu, choose the term in which you wish to sign up for classes.

After selecting the correct term, click the “Submit” button.

5. Next, you will see a list of subjects followed by their abbreviations. On your list of classes to
sign up for look for the subject abbreviation next to the class. On the webpage, look through the
list of subjects till you find the matching subject.

Click on the desired subject and click “course search”.
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After clicking course search you will see a list of offered courses in the desired subject.

Find the course in the list that you wish to take, and click on the “View Sections” button to see
the available sections for that particular class.
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Look at each section offered and choose an open class to add. To add the selected section click
the box under the “Select” column. At the bottom of the page click “Add to Worksheet”. This
action will bring you to a new page with a detailed view of your schedule, at the bottom of the
page click “Submit Changes”. You have now successfully added a class.

6. To add the rest of your classes, simply repeat step 5 for each individual course. Be sure to
pay attention to the dates and times for each class. Hokie SPA will not let you overlap class
times, so you must create a schedule with the available times that will work.

Note which building each class is located in, you need an ample amount of time to walk to and
from classes.
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