
Applying and Registering for Classes as a UF Employee 
 
As a UF employee you are able to take classes and/or pursue a degree at the University of Findlay. We would 
like to help make this process as easy and stress-free for you as possible. Below you will find a useful guide 
that contains information on how to apply and whom to contact for more information. If you have questions 
regarding the Tuition Remission Policy, please refer to the Tuition Remission Policy online: 
https://www.findlay.edu/offices/business-affairs/human-resources/tuition-remission-policy 

 

Deadlines 
 
We accept and review applications on a rolling basis, but please allow 2-3 weeks for your application to be 
processed. Please pay attention to program specific deadlines (if there is one). Please plan ahead so you 
can complete your application, be accepted and get registered for your classes well before the first day 
of classes. While we would be happy to accommodate faculty and staff who apply late, the process does take 

at least a week to complete smoothly and in an orderly fashion. As always, new and current students are our 
first priority, so if you want to be certain that you will be registered on time for a class you want to take, contact 
us sooner rather than later to begin the admissions process.  
 
If you have any questions, or would rather meet with an admissions counselor before beginning the application 
process outlined in the instructions below, please do not hesitate to contact us directly at 
admissions@findlay.edu or 419-434-4732. 

 

UF Employees’ Spouses and/or Children or Dependents 

 
UF employee’s spouse and/or children are also welcome to apply as degree, non-degree, or visiting/transient 

students. Please have your spouse and/or children follow the instructions below or have them contact the 

Office of Admissions directly. 

Process 
 
Outlined below is the process for applying for admission. The process for applying is the same whether you 

want to be a degree-seeking student or just take one or two classes for personal and professional 

development. These step-by-step instructions will take you through the process of applying and getting 

registered for classes, and should answer most frequently asked questions. 

Applying to UF 
 

If you seek to acquire a degree from UF, whether it be an associate’s, bachelor’s, master’s, or doctoral degree, 
you will first need to apply and be accepted to the University, meeting all admissions standards. Here are the 
steps you need to complete this process: 

 
If you are interested in pursuing an undergraduate degree (associate’s or bachelor’s), first you need to 
determine if you are applying as a first-time freshman or as a transfer student.  

 
A. You are considered a first-time freshman if you have not taken college classes before OR if you 

have less than 12 transferable* credit hours from a regionally accredited higher education 
institution.  

B. You are considered a transfer student if you have 12 or more transferable* credit hours.  
 

https://www.findlay.edu/offices/business-affairs/human-resources/tuition-remission-policy


*Transferable credits are defined as coursework done in non-remedial classes in which you have 

acquired a grade of a “C” or higher from a regionally accredited institution and does not include CCP 

coursework. Please contact the Office of Admissions if you are unsure whether or not you are a 

transfer student. 

1. To apply, go to the UF Website Homepage and click on the green “Apply” button at the bottom of the 
homepage. 
 

 
 

2. Then select if you’re applying as an “Undergraduate”, “Graduate”, or “International” student: 

NOTE: For an associate’s or bachelor’s degree, whether applying as a first-time freshman or transfer 

student, please select the “Undergraduate Student Application.” 

 

 
 

UNDERGRADUATE STUDENT TYPES 

 

 Once you have identified your student type, you will want to select the appropriate “Entry Term” for 

when you plan to begin classes.  



 

 

GRADUATE APPLICATION INFORMATION 

 
Some of our graduate programs have different applications available through a Central Application 

System (e.g. Doctor of Occupational Therapy, Doctor of Physical Therapy, Master of Athletic Training, 

Master of Physician Assistant). If you are interested in one of these programs, you will need to contact 

the Office of Admission at 419-434-4732 and make an appointment with one of our Graduate Admission 

Counselors.  

o Once you have identified the appropriate program, you will want to click the appropriate “Entry 

Term” for when you plan to begin classes.  

 



 

 

3. If you have not created an Applicant Portal login before, you will need to create one by filling out the 

information under “Create an Account.” If you have created an account before, you will login using 

your username and password under “Self-Service Center Login.” 

NOTE: This is a unique login specific to you as an applicant and is different from any other UF 

login you may have. 

 



 

4. Once you have created or logged into the Application Center you will begin filling out each step within 

the application.  

 

 

 
 

5. Once you have submitted your application, please submit all other supplemental items necessary to 

complete your application. Depending on the application submitted, additional items required will 

vary.  

 

6. Once your application and all additional items have been submitted, your application will be reviewed 

for admission. You will be notified of your admission decision within 2 weeks of your completed 

application.  

Registering for Classes 
 



After receiving your decision letter in your Self-Service portal, the next step is to create your UFNet account, if 

you do not already have one (most faculty and staff already have this). Once the account is created you will 

need to complete and sign the Financial Responsibility Statement. 

NOTE: You need to do this for every semester during which you are taking classes.  

 

 If you are a degree-seeking undergraduate student, you will be attending one of our New Student 

Registrations (or Priority Registrations for transfer students). 

 If you are a non-degree seeking or a visiting/transient student, your Admission Counselor will be the 

one who will register you for classes, once registration opens for non-degree and visiting students.  

 If you are a graduate student, you will be contacted by your Graduate Counselor or your Academic 

Advisor in the program, and they will assist you in registering for classes.  

 

7. Please do not forget to fill out the Faculty-Staff Tuition Remission Application: 

https://www.findlay.edu/offices/business-affairs/human-resources/tuition-remission-application 

Questions 
If you have any questions, please do not hesitate to contact us directly.  

Office of Admission 
419-434-4732 
admissions@findlay.edu 
 
We look forward to working with you! 
 

https://www.findlay.edu/offices/business-affairs/human-resources/tuition-remission-application
mailto:admissions@findlay.edu

