
 
  

 
SETON HILL UNIVERSITY 

COLLEGE IN HIGH SCHOOL 

 
 
 
 

NEW STUDENT 
 

ONLINE REGISTRATION GUIDE 
 
 
 
 

For year-long and fall 2024 classes: 
Online registration opens: September 25, 2024 

Online registration closes: October 31, 2024 
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1) You will start your online registration by navigating to GriffinGate by 
using this link: 
 

https://griffingate.setonhill.edu/ICS/ 
 
 
 
 
 
2) If this is your first time enrolling in the College in High School program, 
select “Create Account” from the homepage. 
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3) Please fill out the form with your personal information.  This information 
will be used to create your student account with Seton Hill University.  
Please be mindful if you have already filled this form in previously as it 
could result in a duplicate student account.  
 
 Use your personal email account.  There will also be a field where you can 
enter your parent/guardian email account.  Do not use your school email 
here, as most schools prohibit receiving email from outside the school 
district.  
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4) After you complete the form, an email will be sent to the student email 
address provided to Seton Hill University. This may take up to 15 minutes for 
the account to be fully processed. 
 
 
5) The email will have your username.  You will be able to set up your own 
password.  Please save your login information for future use.  
 
 
6) After the 15 minutes have passed, you will want to log back into the 
GriffinGate portal -  https://griffingate.setonhill.edu/ics.   
 
 
7) Insert the Username sent to you in the SHU email.  The Username will be a 
six-digit number, which is also your Seton Hill student ID number. 
 
 

 
 
8) Select “I forgot my password.” A password reset link will be emailed to the 
student's personal email only; nothing will be sent to the parent/guardian 
email account. 
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9) After your initial login, you will be prompted to set up two (2) security 
challenge questions and answers. 
 

 
 
 
10) Once logged in, select “Register for Classes Here” 
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11) Next, select the appropriate term (either Fall 2024 or Year-Long classes). 
 
 

 
 
 
12) Select the high school you attend from the drop-down list. 
 

 
 
 
13) Locate the course(s) you want to register for and check the box(es).  After 
selecting all the correct courses, click “Add Courses.” 
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14) You can view all the classes added to your class schedule on the screen for 
the College in High School program.  This is your confirmation of enrollment.  
An email confirmation will be sent to the student’s email account. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
15) Please review our Family Educational Rights and Privacy Act (FERPA) 
Policy by clicking the FERPA link for Students and Parents. 
 

 
 
Because you are registering for college in high school courses through SHU, 
you have certain rights under the Family Educational Rights and Privacy Act  
(FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99) – a Federal law that protects 
the privacy of your student education records.    
 
FERPA expressly states that when a student reaches the age of 18 or is 
attending a post-secondary educational institution, the rights of access to 
Student Educational Records  
“transfer from the parents to the students.”   
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While any third party (including parents and guardians) may have an interest 
in your Seton Hill University educational records, in most cases such 
information can only be provided by SHU with your consent (for more 
information about your rights under FERPA please review the Seton Hill 
University's Student Educational Records Privacy (FERPA) Policy. 
 
Under FERPA, we must have the student’s written permission to release any 
information from their education record.  
 
Written consent is not needed for the disclosure of information that is 
considered to be "directory" information. 
 
Using the Set FERPA Permissions feature at the bottom of the page, you will 
have the opportunity, should you choose to do so, to designate a third-party  
(such as your parent or guardian) to whom you authorize consent for SHU to 
disclose your educational records, or information from your educational 
records.  
 
If you choose to designate such an individual, you will be asked to provide a 
“passcode” that Seton Hill officials will use to confirm the identity of the 
person you designate. Please make sure you share that passcode with the 
person you designate. 
 
 

 
 
 
 

*Online registration for Spring 2025 classes will open on January 20, 2025* 
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How to make your tuition 

payment 
 

 
 
 
 
 
1.  Click this link to the GriffinGate portal: 
https://griffingate.setonhill.edu/ICS/.   
 
 
 
 
 
2.  You will need the same login information you used when registering for 
College in High School classes. 
 
 
 
 
 
3.  From the homepage, select College in High School 
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4.  Select the “Make a Payment” link from the College in High School portal. 
 

 
 
 
 
 
 
 
5.  Click on the red rectangle “Pay/View Bill/Select Refund Method.” 
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6.  Review the form with your personal information on the following page if 
this is your first time logging in to the Nelnet portal.  

 

7.  After completing the form, click “Submit.”    
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8.  If this is your first time logging in, you will be asked to designate a 4-digit 
PIN; after creating your PIN, click OK.   
 

 
 
9. This window will display the Current Balance.  PLEASE NOTE: The 
Current Balance may take up to 24 hours to show after registration.  The 
system will process charges overnight.  You can still pay on a zero balance – 
calculate your balance by taking the number of classes and multiplying by 
$230.  There is no charge for a one-credit science lab.  If you prefer, you can 
wait until the next day to pay the tuition. 

 
 
 
 
10. Click on “Make a Payment” 
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11.  Enter the tuition amount due for Fall 2024 College in High School 
(2425CF) AND/OR Full Year 2024-2025 College in High School 
(2425CA), depending on how you registered for your classes.   At the bottom 
of the screen, select “Next – Payment Method”. 
 
 Please do not use any of the University Students payment box options. 
 
At the bottom of the screen, select “Next – Payment Method”.  
 
Please review general notices under the Bell Icon at the top of the Nelnet page 
for important information. 
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12. You will be asked to select your payment method on the next page. 

 
13.  After selecting the payment method, you will be prompted to enter your 
bank account details or your credit/debit card. 
 
 
14.  If you have any questions, please contact Connie Beckel, Assistant 
Director of College and High School, at beckel@setonhill.edu. 
 
 
 
 
 
 
 
 


