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HELPFUL LINKS
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● For help with registration issues, contact Enrollment Services:  inquiry@extension.harvard.edu | (617) 495-4024 

● Course Registration Information:  https://www.extension.harvard.edu/registration-admissions/course-registration
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Overview
Credit Options:

Undergraduate Credit
(4 credits)

Graduate Credit
(4 credits)

Noncredit
(ENGL E-300 enrollees are 
eligible for 90 professional 
development hours from the 
Harvard Graduate School of 
Education; no letter grade on 
Harvard Extension School 
transcript)

Course Options:

ENGL E-300 | Poetry in 
America: The City from 
Whitman to Hip Hop

ENGL E-182A | Poetry in 
America: From the Mayflower 
through Emerson

*You will enroll in ENGL E-300 if 
you are participating in the 
Poetry in America National Pilot

Cost:

The cost for educators is $250 
per course.

Please note:  The default cost of each 
course is $1,000.  After you have paid 
your $250 enrollment fee (see Steps 
5-8 in this guide), you will have a 
remaining balance of $750.  You must 
fill out an educator tuition waiver form 
(see Step 9 in this guide) to have this 
$750 balance removed.

Payment and the educator 
tuition waiver form are due on 
August 12th.



Step 1: Log into 
your account

Visit Online Services here: 
http://dceweb.harvard.edu/extension/login/

Returning Users: 
If you have taken Harvard Extension courses in the past, 
please log in to Online Services using your HarvardKey 
or DCE ID/PIN and then skip to Step 3. 

New Users: 
If you have never taken a class through the Harvard 
Extension School, please visit Online Services to create 
an account and follow the steps listed in this guide in 
order. Begin by clicking “Create Account” under New 
Students.

Returning users

New users
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Step 2: Create your account 
(new users only)

You will be prompted to create a DCEKey 
login credential as the first step of 
creating your student account…

Once you click “Continue” you will be 
asked to verify your email address.



Step 2: Create your account (continued)
Once you have successfully created a 
DCEKey and logged into Online 
Services, you will be prompted to 
provide additional biographical and 
other information. Once you submit the 
required new student information, you 
will be assigned a DCE ID number. 

Note: the PIN will be very long; you will 
have the opportunity to change this 
number during the registration 
process.



Step 3: Complete registration checklist

You will then click 
through to a 
Registration Checklist.  
You will need to 
complete the steps 
listed in the portal (this 
includes filling out 
contact information, 
verifying English 
proficiency, etc.)

The last step of the 
checklist is “add 
course(s)”.



Step 4: Register for 
the Poetry in America 
course 
You will then arrive at the course 
registration page.  Run a search for 
“Poetry in America”; you will see Poetry 
in America course offerings for Fall 2019 
and Spring 2020.

*If your school is participating in the 
Poetry in America National Pilot this 
fall, you’ll want to select ENGL E-300 
Poetry in America: The City From 
Whitman to Hip Hop.

This fall, we are also offering ENGL 
E-182A Poetry in America: From the 
Mayflower through Emerson.



Step 5: Register for the Poetry in America course 

Once you have selected the course, you will be prompted to select your desired 
credit status.



Step 6: Register for the Poetry in America course 
When you continue on to payment, you will see a $1,000 tuition cost because that is the default cost for this 
course. As an educator, your actual cost will be only $250 if you fill out a tuition waiver (see below).*  You 
will ONLY be expected to pay $250 today.  Click “Continue Registration” to continue and click “Confirm” 
on the next page.

*IMPORTANT NOTE:  YOU MUST COMPLETE THE FORM IN STEP 9 BY AUGUST 12TH IN ORDER TO 
RECEIVE THE EDUCATOR RATE. 



Step 7: Register for the Poetry in America course 

You will then receive a confirmation page. Please make sure to take a screenshot of 
this.



Step 8: Complete your payment process

Go to the Online Services’s Main Menu and 
click on “Make Account Payments and 
View Balance” to complete your payment 
of $250. You will still have a remaining 
balance of $750. This is normal!  Don’t 
worry; the balance will be removed from 
your account pending completion of your 
waiver form (see next step). 

This payment must be completed by 
August 12th.

https://dceweb.harvard.edu/prod/gowlogn3.taf?splash=extension


Step 9: Complete the waiver form

You will then need to complete the educator tuition waiver form by August 12th to 
receive the educator rate for this course; filling out this form will remove the 
remaining $750 balance from your account. You are only responsible for the 
educator rate of $250, but you must fill out the educator tuition waiver form. 

The educator tuition waiver form can be completed here: 
https://forms.gle/noTdzYX1sz1F4Kp36 

https://forms.gle/noTdzYX1sz1F4Kp36


Step 10: You’re All Done!

You’re all done! Welcome to Harvard Extension School! If you have any registration 
issues, you can e-mail  inquiry@extension.harvard.edu. Any other questions can be 
directed to poetryinamericaforhs@gmail.com.

Poetry in America classes will start on September 4, 2019.

In the meantime, if you are new to Harvard Extension, be on the lookout for an e-mail 
with the subject “Harvard ID and HarvardKey Information”, which provides information 
about setting up your HarvardKey.  Your HarvardKey will be the login you’ll use to 
access the course site in the Fall. 
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