For Recently Admitted Distance Learning Students

Congratulations and welcome to Vermont Law School!

This page contains useful information for all distance learning students. The Distance Learning Program
Office is here to make your transition to online learning as seamless and informative as possible. We
encourage you to call or email us if you have any questions or need assistance locating information. We
are excited to have you join our community.

Contact Information:
Senior Program Coordinator: Cindy Wiegand

Phone: 802-831-1247
Email: cwiegand@vermontlaw.edu

Associate Director: Adrienne Soler
Phone: 802-831-1059
Email: asoler@vermontlaw.edu

Program Manager: Monica Vargas
Phone: 866-248-4454 ext. 5221
Email: m.vargas@online.vermontlaw.edu

Next Steps

WATCH YOUR MAILBOX

Your formal VLS Acceptance is coming! A hard copy of your VLS acceptance letter will be mailed to you.
Some employers need to see a formal acceptance letter to authorize employee educational benefits, so
keep a copy of this letter for your records.

LET US KNOW YOU’RE COMING

If you haven’t already submitted, please complete your intent to enroll form today. You may access
the Intent to Enroll Form online at https://secure.vermontlaw.edu/students/accept.cfm. You should

submit this form within ten days of being notified of your acceptance.

FINANCIAL AID FORMS

Complete Your FAFSA. If you have not already done so, please complete your FAFSA (utilizing your prior
year’s tax return information). Please be sure that the numbers on your FAFSA form exactly match those
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on your tax return and submit your FAFSA no later than a month before classes begin. You may submit
your FAFSA online at this link: http://www.fafsa.ed.gov/. The Vermont Law School FAFSA code is
G11934.

If you have any questions about your financial aid, please email DLFinAid@vermontlaw.edu or call 802-
831-1234.

Update: Students who are Veterans must file a FAFSA form this year in order for us to process your VA
benefits.

We must receive your FAFSA to process any financial aid requests. Once processed, you will receive a

financial aid award letter and Loan Request Form sent to you. These documents are sent to your VLS
email if you’re a returning student or to your personal email address provided on your application if you
are a new student. Make sure to complete and return the Loan Request Form and go online to
www.studentloans.gov to complete mandatory Entrance Counseling and sign your Master Promissory

Note. (Detailed instructions will accompany your award letter.) If you don’t complete the necessary
forms and steps, your financial aid may not be awarded and you may not be able to participate in the
program.

CAMPUSWEB

Your online portal to VLS offices. Shortly after being admitted to the program, and upon receipt of your
Intent to Enroll form, the VLS Technology Department will automatically create a VLS email account for
you. You will receive an email at your personal email address (provided by you in your application)
which will contain connection and initial login information for your new VLS email account. When you
first log in to VLS email, you will be prompted to change your temporary password; when complete, you
will see an email in your inbox from our system waiting for you. This email will provide links to VLS
resources and online forms.

**Pplease email your enrollment advisor from your VLS email to update your contact information and
serve as a “test” for your email** - It is important to note that from this point forward, all
communication from Vermont Law School will be sent to your newly created VLS email address. In
addition, we also require that you utilize your Vermont Law School email when you are
communicating with various offices on campus.

Once you have logged into your VLS email account and changed your initial/temporary password, you
will have access to the law school’s campus information system called “Campus Web”, a comprehensive
system that allows you to register for classes, access your account information, pay tuition online, and
much more. You can access Campus Web at http://www.vermontlaw.edu/resources or at

http://campusweb.vermontlaw.edu/. By using the resources link, it will also provide many other

resources that are available to you. Please note that you will find the Campus Web on the resources site
under the COMMON heading.
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BUSINESS OFFICE FORMS

Using your CampusWeb login, please fill out and return the following two forms. These completed,
signed forms may be emailed as an attachment to studentaccounts@vermontlaw.edu, faxed 802-831-
1171, or mailed to: Business Office, Vermont Law School, PO Box 96, South Royalton, VT 05068. These
forms must be received before your tuition payment can be fully processed, so please leave sufficient
time for processing.

i Information Release (http://www-assets.vermontlaw.edu/assets/admitted-
students/informationrelease.pdf). The Family Rights and Privacy Act of 1974 prohibit us
from discussing any information from a student’s educational record with anyone but the
student unless we have written consent from the student to talk with someone else. If you
would like the Business Office to speak with a family member, employer, or any other
individual about your account, you must complete this form.

ii. ~ Non Allowable Charges form (http://www-assets.vermontlaw.edu/assets/admitted-
students/nonallowablecharges.pdf). Federal regulations allow student loan money to be
applied to tuition. In addition, loans may be applied to a student’s other costs of
attendance, including fees, living expenses, and more. To allow your loans to be applied to
charges beyond your tuition charge, you must complete this form. If you have such charges
on your account and we do not have a non-allowable charge form on file, we will be unable
to issue a refund check until the charge is paid, or the form is submitted.

REGISTER FOR CLASSES

REGISTRATION IS OPEN! Please log in to Campus Web at http://campusweb.vermontlaw.edu/, and
register yourself for your semester term 1 and term 2 classes. Access to registration is located on the

left hand side of the screen under Academics - select classes. Be sure to select the appropriate term and
then hit change to confirm. Be sure to work with your Program Manager, Monica Vargas, and register
for the appropriate sequence of classes. If you have any questions about registration, your Program
Manager can provide you with detailed instructions and/or assistance. It is important to register for
classes as early as possible, so your tuition bill will be accurately reflected prior to the start of class.

ACCESSING YOUR BILL

Before accessing your tuition bill, you will need to retrieve your student ID Number. You will need this
number in order to pay your bill via the online payment site. Once logged into the Campus Web Portal,
please click on Audit Run under the Advising Heading on the left side. Here you will find your Vermont
Law School Student ID (4-digit) number.
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PAY YOUR TUITION BILL

After registering for classes, your tuition invoice will be available in Campus Web. If your FAFSA form
has been completed, you should also be able to see your anticipated financial aid award on your
account. If you do not see your anticipated financial aid, please call the Financial Aid office at 802-831-
1234,

Tuition is due 2 business days before the start of your first class.

To view your balance due and make your payment, log into CampusWeb using the same username and
password you use for VLS email access. On the left hand side of the window you should see the General
heading.

o Under this heading, you should see Pay Online.

o If you click on Pay Online, you should be redirected to a secure page within the CashNet
online payment system.

o Once on this secure page, if you have a balance due it should show up.

o If you don’t have a balance due your balance should show up as SO.

o Balances on this secure online payment system are updated every 24-48 hours.

The online payment system will advise you of a 2.75% convenience fee charge when making a payment
with a credit card. This charge only applies to residential students. As a distance learning student, you
will not be charged the convenience fee when you “check out” because the system will recognize you as
a DL student.

PROVIDE 1098-T INFORMATION

Every January, Vermont Law School prepares 1098-T tax forms for students for the previous tax year of
enrollment. Tax information is reported to the Internal Revenue Service (IRS) based on an individual’s
social security number. E-mail is not a secure means to submit your social security number. Vermont
Law School has created a secure link for Distance Learning students to submit their social security
number: https://secure.vermontlaw.edu/students/ssnrequest.cfm. Please follow the link and submit
your social security number as soon as possible to avoid any delays in having your tax information
reported, or being able to access your form online next year.

REVIEW CONTACT INFORMATION

Please review your current mailing address and telephone number as it appears in the Campus Web
Portal. You will find your personal information under the My Profile heading on the left side. This
current mailing address will be used for the purpose of mailing out refund checks, if applicable, and your
1098-T tax form. If the current mailing address is wrong in the Campus Web Portal, please send an
address update email to DLRegistrar@vermontlaw.edu. Please note that it will take 24-48 hours for the
update to appear.
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BUY YOUR BOOKS

An online bookstore awaits you. You will be able to purchase your textbooks for your courses through
our online bookstore, accessible via this link http://www.vermontlaw.edu/resources/distance-learning-

forms and select Barristers Bookstore.

STUDENT IDENTIFICATIONS

If you wish to have a student identification card from Vermont Law School, please follow the link noted
below and select “Request Student ID Card”. Please follow all directions.

http://www.vermontlaw.edu/resources/distance-learning-forms

THE ONLINE CLASSROOM

After you have logged into Campus Web, you will be loaded into the distance learning electronic
classroom software. This software, called a “Learning Management System,” or LMS, provides the
website classroom and tools for your online experience. Vermont Law School uses open-sourced
software LMS called “Moodle,” customized for the law school’s unique distance learning program. Once
you are loaded into the system, you will receive an email notifying you that you may access the system.
Once you are loaded, you can access the online classroom by going to http://learn.vermontlaw.edu.

You will use the same login information you use when you access your Vermont Law School email
account and Campus Web.

ORIENTATION

Orientation is an online introduction to the Vermont Law School distance learning online classroom.
When you receive notice that you have access to the online classroom, you should proceed directly to
the VLS Distance Learning Orientation course. This course is self-guided and should be completed before
the start of your first class. The Orientation course has two goals: First, to acquaint you with Vermont
Law School, the school’s programs and philosophy, and to help you review key concepts that will
become important in your first set of classes. Second, we want you to have an opportunity to work
within the online classroom, experimenting with the different technologies you and your professors will
employ. While “assignments” within the orientation are not graded, they must be completed (and your
program manager will be watching to make sure all of the tasks are completed successfully). By
completing the Orientation, we will help you sort out any kinks in accessing the online classroom
technologies, and help you be as prepared as possible for your first class. The Orientation course will
remain accessible to you throughout your studies so you may refer back to it as necessary.
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LOOKING AHEAD — SUMMER SESSION

We encourage you to explore Vermont Law School’s World-Renowned Summer Program, an on-campus
residential program. This program, which takes place on the campus of Vermont Law School in beautiful
South Royalton, Vermont, includes over 50 two and three week classes on environmental law and policy
topics. Distance Learning Students may wish to take elective courses in the Environmental Law Center’s
Summer Session. For more information on the summer program and costs, look here:
http://www.vermontlaw.edu/summer
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