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Before you start! Have you checked out the Essential Student Information webpage?

The Essential Student Information page provides information a new, current, or returning student may
need to know. From how to accept your offer and register for classes, as well as information on student
resources, how to obtain your student ID tag, how to apply for bursaries, and more.
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Do not see your question above or throughout this FAQ? Please email us at
Student.Advisors@keyano.ca and include your student ID number, or full legal name and date of birth. If
you experience a technical problem, please include a screenshot of the error message. Please email us
only from your Keyanomail account unless you cannot login or you do not have one.

Last revised: 4/23/2026 2:51:28 PM Page 1 of 8


https://www.keyano.ca/admissions/after-you-apply/
mailto:Student.Advisors@keyano.ca

N
" Keyano FAQs & Troubleshooting

How to login to my Keyanomail account?
Once you have received your acceptance as a Keyano student, your Keyanomail is our official
communication channel.
e You can access your Keyanomail within the Moodle portal (red arrow in below image)
o Useyour entire Keyanomail address to access Keyanomail and Moodle
(name.nameXXX@keyanomail.ca)
e You can access Self Service via Student Login (blue arrow)
o Use your Keyano User Name (name.nameXXX) for Self Service
e Your password is the same for Self Service, Moodle, and Keyanomail

| |

ApplyNow Moodle Studentlegin  SupportKeyano ContactUs Q

A KEYANO

Programs ~ Admissions ~ Student Services ¥ Community and Partners ~ About Keyano

Can you fix my password?

You can locate instructions to set up your password and multi-factor authentication, change or recover
your password, etc. by clicking on the Student Services button at www.keyano.ca and selecting
Information Technology Services in the pop-up window that appears.

If you run into problems, please contact ITS.HelpDesk@keyano.ca include your Keyano student number.

m KEYANO ApplyNow Moodle  Studentlogin - SupportKeyano ContactUs  Q
. Programs ~ Admissions - ~ Community and Partners ~ About Keyano ~
Academic Support ——b nformation Technology Services Policies and Procedures
Future Student Information Session Library Student Affairs and Conduct Reporting
Huskies Athletics Office of the Registrar Student Association
Indigenous Students Qur Campus

Where do | find my textbooks?

You can shop at the Online Bookstore anytime! Please note, when ordering books through the Online
Bookstore, use Firefox as your browser. Click on Course Materials.

HOME COURSE MATERIALS ~ APPAREL ~ HUSKIES GEAR ~ GE

MY COURSE LIST
TEXTBOOK SEARCH
REDEEM
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Where can | find the forms | need?

All forms students require can be found on the website under ‘Student Services’ and ‘Office of the
Registrar’ on the main homepage:

ApplyNow Moodle Studentlogin  SupportKeyano ContactUs Q
Al KEYANO

Programs v Admissions v ~ Community and Partners v About Keyano v

Academic Support Information Technology Services Policies and Procedures

Future Student Information Session Library Student Affairs and Conduct Reporting
Huskies Athletics - Of ft t Student Association
Indigenous Students Our Campus

Once you go to the ‘Office of the Registrar’ webpage, scroll down until you can click the ‘Student
Forms’ button to find the form you are looking for:

Related Resources

Credit Calendar Graduation

Student Forms Tuition and Financial Services

Can | accept a second offer?
Yes.
e You may apply to more than one program at Keyano (but you must pay for each application
separately).
e [fyou are offered a seat in your backup program, but still haven’t been offered a seat in your
preferred program, please accept your first offer.
e If aseat becomes available in your preferred program and you receive that offer, you can accept
the new offer. The system will drop you from the original, second-choice program.
e Youcanonlybein one program in any semester.

What if I’m not coming to Keyano after all?

IMPORTANT: once you have registered for your courses, if you change your mind about coming to
Keyano, you need to formally notify us, or you will still be responsible to pay for your registered course
tuition and fees. Non-attendance is not accepted as a form of withdrawal from Keyano College. To notify
us that you are withdrawing from your program and leaving the College, please send the
Withdrawal/Drop Form per the instructions on the form itself.

Can you register me?

Unless you have exceptional circumstances, such as an Admission hold on your account, all students
must register themselves on Self Service. If you have an exceptional circumstance preventing your
registering via Self Service, please EITHER submit a self-registration form OR add your courses to your
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Cartin Self Service-and take a screenshot (example below) to email to Student.Advisors@keyano.ca.

This will ensure we have enough information to register you in the correct section, in the correct time

slot, with the correct instructor.
Cart

2018/Spring

Session - Reguiar Semester

Course Date Credits Credit Type

Niro Account 72018 - 6182018 300 Letter Grade

Instructors. Chandler. GreQory

Marketing S/712018 - 6/1872018 3.00 Letter Grade

Instructors. Kraoes, Gregor

Crganize Behaviour

Instructors Efu, Sandra

How do | register for courses?

e You must be accepted into a program and have accepted the offer of a seat in that program
through the MyKeys portal and pay your admission deposit before you can register for your
individual courses.

e You can find step-by-step instructions for registering via Step 5 of Essential Student Information.

e Afteryou have registered, Self Service will show your charges and financial balance.

e You can add and drop classes via Self Service until the deadline for each semester (which is
published in the Academic Schedule).

What if | don’t have a registration guide?

Some programs are unique to the student, such as College Preparation or Open Studies, and some
students choose not to follow their registration guide. If this is your case, you register for courses via Self
Service in the same way as other students, but you need to select your own courses, and click on View
Schedule in your Cart as you add each class, to make sure you have no time conflicts.

Cart

2021iSpring

Empty Cat | Add Section  View Schedide
Session - Regular Semester

Date Credits Credit Type

571072021 - §22/2021 3.00 Letter Grade

Instructors: Jacques, Jane M

Why do | need to register for all semesters?

We strongly recommend you register for all semesters now, following your program’s registration guide,
to ensure you are registered in all required courses for your program before they fill up. Not registering
early for all semesters could result in being waitlisted or the course being cancelled due to low
enrolment. Please note that students pay per term, 10 business days prior to the start of classes for that
term. Unless IRCC requires it for your study permit (if you are an international student), you do not need
to pay for the entire year up front, even if you are registered for Fall, Winter, and Spring terms.
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What do all the letters under Section mean?
Each course has a unique course code. Every time we offer a course, we create a section forit. Itis the
same course each time, with the same curriculum, but offered at a different time, and sometimes with a

different instructor.
Hyperlink opens pop-up
window with more info

including course Course Section Code: ‘
P = A-D weekdays (at some time between 8 am and 5 pm)
description

E & E2 weekday evenings
INTA online, self-paced
INTS online, must log in at scheduled times

\ / / .
LI_’ *  ?HF HyFlex, students choose in-person or online each class
= BAV & BVHF reserved for Business Aviation students
Course Code: = ES&ESHF reserved for E-Sport Mgt students

. AlWaVS starts with letters GOV reserved for Governance & Civil students
’ *  HR & HRHF reserved for Human Resources students
ends with numbers. = NURS reserved for BScN students
. = PN reserved for Practical Nurse students
* Inconsistent Spaces.

Type of Session:
Lecture
Laboratory
Tutorial
Practicum
Clinical

Etc.

Some sections are reserved for certain groups, and you may not register for those sections, evenifit’'s a
course you need. Please see Page 1 of your program’s registration guide for more details. For example:

e ForELCC and CHSD courses, ABLD section is reserved for students in the Applied ELCC

e BAVor BVHF is reserved for students in the Business Aviation program

e BSNC isreserved for students in the Bachelor of Science in Nursing Degree program

e ESor ESHF is reserved for students in the E-Sport Management program

e GOVisreserved for students in the Governance & Civil Studies Diploma program

e HRorHRHF isreserved for students in the Human Resource Management program

e PN s reserved for students in the Practical Nurse Diploma program

e SOWK s reserved for students in the Social Work Diploma program

What do | do if the course | want is full?
If you can register in another section at a different time, please do so. Otherwise, you can add yourself to
the waitlist for your preferred section and will be contacted via email by a Student Advisor if a seat
becomes available.
e Aswe get closer to the first day of class, other students will rearrange their schedules, and a seat
may open for you.
e Aswell, the College may be able to add more seats or add another section of that course. (This
depends on classroom size limits and faculty availability.)
IMPORTANT: if the course you are waitlisted for
o has atime conflict with one of your other courses, or
o will cause you to be in course overload,
then the Advisor will contact you via email to ask which course you want to drop and will give you
a short time limit to respond. If you don’t respond in that time limit, you will be removed from
the waitlist.
e [fanyone is on a waitlist, the system prevents other students from registering, even if there are
open seats.
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e The waitlist is created by the system in chronological order. The only thing you can do to get into
that class is WAIT until a seat opens.

e We will not remove another eligible student to make room for you, even if your need is urgent.

e [faseatdoes notopen, you will need to take that course in a future semester.

How do | register for a course that’s not part of my program?

Students can only be in one program at a time. If you wish to take courses that are not part of the
program you are in, you can either complete one program and then apply for the other, or consider
applying instead for Open Studies, in which you can take a lifetime maximum of 24 Credits (eight 3-credit
courses). Note that courses from some programs are not eligible for Open Studies students to take, such
as Office Administration and Nursing.

How do | register for a course for which | don’t have the pre-requisites?

Pre-requisites are established to ensure that students have a strong enough background in the subject
matter that they will be successfulin a course. If you do not have the pre-regs for a course, then you are
reducing the probability that you will be successfulinit. If you think you can be successful in a course for
which you do not have the pre-regs, please write an argument for why an exception should be made for
you, including your legal name and Keyano student number, and email it to registrar@keyano.ca so that
your chairperson can review it and decide whether to permit it.

How do | register for courses that have a time conflict?
College Preparation allows one 1-hour time overlap per semester; however, a Student Advisor must add

you to the course that overlaps (so submit a self-registration form to ask them to register you). In any
other program, you will have to prioritize which course to register for and remove the overlapping course
from your cart.

How can | register for more than the maximum courses in a semester?

Taking on more than a full load of courses usually results in the student failing one or more of the
courses. You can find the maximum number of credits permitted per semester on your registration guide.
You need chairperson permission to take more than the maximum course load in a semester.

How do | drop or withdraw from a class?
Check the Academic Schedule to see ifitis before the last day to add and drop classes from the
semester.
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Academic Schedule 2025 - 2026

SUMMER 2025 FALL 2025 WINTER 2026 SPRING 2026

Cert, Dipl, Univ & Health & Human Services
College Prep

Feesdue 21-Apr-25
First Day of Class
Last dayto add/drop classes 16-May-25 Drop only: 16-May-25

Last day to waive H&D (new students only) 16-May-25 _

Last day to withdraw w/ 50% tuition refund 8-Jun-25

8-Jun-25
LEStdaIIJf towithdraw 122

a-75

o |fitis before the semester’s add/drop deadllne you can drop via Self SerV|ce
o |fitis after the semester’s add/drop deadline, but before the last day to withdraw, submit a
Withdrawal/Drop form to student.advisors@keyano.ca for processing.

I’m sure I’m registered for my courses, why aren’t they showing on my Moodle Dashboard?
Moodle is a separate system from Self Service. Your instructors will add your courses to Moodle by the
first day of class, not when you register in them on your Self Service.

How much do | owe or how do | find my balance?
At www.keyano.ca, select Student Services, then Office of the Registrar, and then scroll down to find Self
Service Instructions.

By default, the view of your Statement on Self Service shows you information from your entire history at
Keyano College. Please make sure you complete the process of narrowing down your view to a specific
semester by clicking the CHANGE button after you select the semester (Period in Self Service). See Self
Service instructions for details.
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How do | pay my fees?
At www.keyano.ca, select Admissions, then Tuition and Financial Services to find instructions for each
payment option.

Al KEYANO

ApplyNow Moodle  Studentlogin - SupportKeyano ContactUs Q)

v | Student Services v Community and Partners v About Keyano ~

After You Apply How to Apply —’Iuwt‘:-na"c Financial Services
Credit Calendar International Students

Future Students Scholarships and Bursaries

Do | have to pay for the whole year now?

Students are not required to pay for the whole year upon registration. Students pay for each semester (or
term) at Keyano College, and tuition and fees are due in full 10 business days PRIOR to the start of the
semester for most programs as outlined in the Academic Schedule (please check to confirm your
program’s due dates).

How can | obtain an official receipt for my payments?
Keyano College issues three types of official receipts:
e T2202tax slips, available at the end of February of the year following the year of study, available
through Self Service
e Receipt Letters for International Students, used to request a student visa, see below
e AProof of Enrolment/ Proof of Completion letter that includes financial information, used for
most IRCC and funding purposes, submit a form to request one
If none of those will suit your purposes, you can generate a Statement of Account for each term, which
lists all charges and payments posted to the students account, available through Self Service

How do | get areceipt so | can apply for my student visa/study permit?
Email Student.Advisors@keyano.ca to request one, using the subject line: International Receipt for
Visa Application, and please include your Keyano Student Number in the body. After we have confirmed
the payment has been posted to your student account, we will email you a PDF of the receipt. Please
note that it can take several business days for the bank to release the money to the College and for the
payment to be posted.
Note that you only receive this receipt to apply for your student visa. For subsequent
documents required for IRCC purposes, you most likely need a Proof of Enrollment letter, which
you can request by submitting the form.
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