
Hillier College of Architecture & Design

Preparing for Advising & Registration



Registration 
Campaign Email

❑ Registration Campaign emails are 

sent out each term

❑ Advising Resources Folder link

❑ Contains step-by-step advising 
instructions and visual guides

❑ Includes links to the Program Forms for 
each HCAD major

❑ Registration Appointment link 

❑ Click the link in the email to select and 
confirm a timeslot on your advisor’s 
calendar

❑ Unique meeting link is generated for 
each individual student. Links cannot be 

shared with other students.

The HCAD

The HCAD



Accessing the Advising Resources 
Folder

This folder is only accessible using your NJIT login!!
❑ Personal email addresses will NOT be granted access. Please don’t ask.

❑ If you see this error, please log into the browser with your NJIT UCID.

someone@gmail.com



What’s in the Advising Resources 
Folder?

❑ Program Forms
❑ Contains program forms for each 

HCAD major downloadable in 
Excel/Google Sheets format

❑ HCAD Advising Instructions
❑ Details how to fill out, save and 

submit your program form

❑ Step-by-step overview with 
screenshots and tips

❑ Additional Guides
❑ Guides and links for registration, 

academic progress, and schedule 
change information



Pro-Tips for the 
Program Form

❑ Make a copy of the form*before* 
filling it out

❑ You will not be able to edit the form directly 
in the Advising Resources folder

❑ Select “Make a Copy” to obtain your own 
Google Sheet for editing;  -OR-

❑ Select “Download>Excel (.xlsx)” to download 
the form in Excel to your harddrive

❑ Title your copy of the Program form 
❑ Include the semester, your last name, and 

your first name

❑ Example: S25-SmithJane

❑ Your program form will be located 
in your Google Drive

❑ Keep it in an accessible place 

❑ You can download your completed form in 
Excel format  as needed



Name and 
8-digit ID number

Identify the courses you have 
completed
❑ Enter the term & year (ex: S26)

◦ F = Fall, S = Spring, U = Summer, W = Winter

◦ 24 = 2024, 25 =  2025, 26 = 2026)

❑ Enter the grade earned

◦ Enter ‘T’ for any transferred or AP courses you 
received credit for

Identify the courses you are 
currently taking
❑Enter the term & year

❑Enter ‘IP’ (for in progress) in the grade box

Indicate the courses you plan 
to take next semester
❑Enter the term and year for the 

next semester

❑Leave the grade blank

Completing Your Program Form



Pre-Reqs, 
Passing Grades, and 
Policies

To find out the prerequisite courses 
for a given class, click on the ‘Pre-
Reqs and Passing Grades’ Tab

The course you 
want to take

The courses that need 
to be passed before 
you can take the 
course

The grade you needed in 
the prerequisite in order 
to continue

The grade needed to pass 
the course you want to take.



Submitting Your Program Form for Advising

Once your program form has been completed, UPLOAD it to the ...

HCAD Schedule Plans link.

...by the Submission Deadline.

❑ Program Forms must be received by 4:00pm the WEEKDAY PRIOR to the advising 
appointment. 

❑ Program Forms will not be accepted via email or other delivery modes. 

❑ Forms submitted over the weekend are NOT eligible for Monday appointments.

https://docs.google.com/forms/d/e/1FAIpQLSeBpHqmRsLNFYMQAxigZJjoj7f4E_5fO_uwN9-mQL1qP9WHBA/viewform


Scheduling Your Advising Appointment

After uploading your form, use the appointment link in the Registration Campaign 
email to schedule your appointment. 

❑ The appointment link is tied to the specific student who received the email.

❑ Only THREE appointments are allotted each student before the start of registration.

❑ If you prefer In-Person appointment, please make sure you select an appointment 
time on the day(s) designated for In-person meetings. 

❑ For Online/Virtual appointments, select a meeting time on the day(s) designated 
for online appointments.

Write a comment 
for your advisor 
and/or attach the 
link to your 
program form.



Now What? 

❑ Program Form completed? … Check!

❑ Program Form uploaded by the deadline? … Check!

❑ Advising Appointment scheduled? … Check! 

❑ Show Up to Your Appointment!! 
◦ In-Person appointments are held in Weston Hall, 3rd floor Main 

Office. (Check in at the Front Desk for entry.) 

◦ Online/Virtual appointments will be conducted online. A 
meeting link will be sent prior to your appointment.

Once we’ve met and discussed your academic plans, 
your hold will be removed for registration. 



Thank you!

Any Questions?
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