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How Do I Become a Non-Degree Seeking BMI  
UNDERGRADUATE Student at UMES?  

 
In order to be enrolled as a student at UMES/BMI, register and provide payment for a course, there 
are five steps in total that must be completed in order.  Because all of these steps do not have to be 
completed at the same time, we are providing you with step-by-step directions divided into three 
sections - Admissions (steps 1&2); Registration (step 3); Payment and Confirmation (steps 4 &5). 
 
Please note that these directions are for Baltimore CTE program students.  If you are looking for 
freshman admission information on the main campus, please go to https://www.umes.edu/apply/.  
 
 

Directions for Undergraduate Non-Degree Admission into UMES/BMI  
 
STEP I: Apply for Admission 
 
In order to register for classes at the BMI, you must first become an official UMES student.  If you 
are planning to take classes as a graduate student, go to the Graduate Admission directions link at 
https://www.umes.edu/Tech/Pages/Career-and-Technology-Education-Certification-Pathway-at-
Baltimore-Museum-of-Industry/  If you will be taking classes as an undergraduate student, review 
the 3 categories below to determine the process you need to follow: 

1. Returning undergraduate (non-degree seeking) student enrolled for Maryland certification or 
APC classes who took a class in the preceding full semester. SUMMER IS NOT 
CONSIDERED A FULL SEMESTER!  Contact the BMI office for instructions if Summer 
was your first semester. 

2. New undergraduate (non-degree seeking) who wants to take a class in the upcoming 
semester. 

3. Returning undergraduate (non-degree seeking) student who took classes in the past but not in 
the preceding semester. 

 
Based on your category above, follow the directions for A, B, or C as they apply to you. 
 
A. If you are a returning student (#1 above), skip to Step II. 
 
 
B. If you have never taken UMES courses (#2 above) follow the directions below: 

a. Submit to mhollerbach@umes.edu at the BMI office a completed copy of your Maryland 
State Department of Education (MSDE) Professional and Technical Education Evaluation 
for Certification form (see example in Figure 1).  We cannot provide registration permission 
codes to anyone who has not submitted this completed form.  
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  Figure 1: Sample of MSDE Evaluation for Certification form 
 

 
b. Once our office gives you permission, go to the main UMES webpage (www.umes.edu) 
and click on the “Apply Now” button (see yellow arrow below). 
 

 
 
c. When the next page opens, look below the freshman application and select Non-Degree / 
Special Student Application. (See orange arrow in screenshot) 
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d.  A fillable PDF application will save to your computer.  When you open it, the form looks 
like this. 
 

 
 
e. There are some key questions that you need to answer in specific ways to ensure you are 
admitted as a BMI student. 
 

• Question #2 Indicate which semester you plan to start.  You may need to ask our 
office which summer box to select. Please note that if you select the wrong term or 
select a term and try to start earlier or later, your term activation will be blocked so a 
correct choice now will save you lots of extra work later. 

• Question #5 “Off-Campus Site/location where courses will be taken.   This one is 
critical.  Write in BOLD upper case “BMI”.  See example below! 
 

 
 

f. You may ignore the request for transcripts in Question 7; they are not required for non-
degree seeking students. 

 
g. RESIDENCY page: There is a page two to the application which covers  
Residency. You must completely fill out this portion according to the instructions.  Note #1: 
You won’t have a UMES ID yet to write in the top right line. 
 
Note #2: If you reside in an adjoining state but work in Maryland public schools, we offer 
an out-of-state tuition waiver.  You will need to answer “yes” to the question asking if you 
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wish to be considered for in-state tuition. The categories that accompany this response do 
not align with our in-state tuition option. You can request the tuition waiver from our office 
once you have registered for a class and are ready to make payment.  You must use the 
deferred payment option when you are ready to pay your tuition. Your tuition will then be 
adjusted to the in-state rate.  The actual adjustment may take several weeks. 

 
h. Send this completed PDF application by email to pmlowe@umes.edu  asking to be 
admitted as a new undergraduate, non-degree seeking, BMI Special Student activated for 
registration for the [fall, spring, or summer] semester of [year]. Include your name, phone 
number, and email address. Ask Ms. Lowe to email you back that she received your 
application.  Do not send this application to our BMI office. 

 
i. After receiving confirmation that Ms. Lowe received your application, you will need to 
pay over the phone, at 410-651-6416, a one-time undergraduate application fee of $35.  Do 
not wait to do this!  After paying the application fee, wait 3 business days and then proceed 
to Step II. 

 
C. If you have previously taken (more than a semester ago) BMI courses at UMES as an 
undergraduate and wish to re-enroll as an undergraduate student (#3 above): 
 

a. Complete the BMI Readmission Application fromhttps://www.umes.edu/Tech/Pages/Career-
and-Technology-Education-Certification-Pathway-at-Baltimore-Museum-of-Industry/. If you do not 
remember your Student ID #, contact our office. 

 
b. Fax the Readmission Application to the UMES Office of the Registrar at 410-651-7844 
with a cover sheet asking to be readmitted as a non-degree seeking undergraduate BMI 
Special Student and activated for registration for the [fall, spring, or summer] semester of 
[year]. Include your name, phone number, and email address.  
 
Note: If you would like to confirm with the UMES Office of the Registrar that they have  
received your fax, you may call them at 410-651-6414. They will NOT contact you with  
confirmation.  There is no application fee for readmission. 

 
c. After you fax your Readmission Application, proceed to Step II. 
 

STEP II: Set-Up Your HawkWeb Account 
 
You will need an active student account with a username and password to be able to access 
HawkWeb for course registration.   Do not wait until the last minute to find out if you have 
access! 
 
A. If you are a regular returning student 

1. Confirm that your account is active by going to www.umes.edu/myumes.  Login with 
your username and password.  If you took classes last semester, your account should be 
active.  You may have forgotten your password or it is not working. If that occurs, refer to 
the instructions in “C” below. 
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2. When your account is active and provides you with HawkWeb access, proceed to step III 
in the directions for registration. 

 
B. If you are a new student 

1. Contact the UMES office at the BMI by phone or email to ask for your student ID #. 
 
2. Go to www.umes.edu/newaccount and follow the prompts to create your HawkWeb 
account. Once you have selected a valid username and password -- PRINT THIS 
PAGE...save for your records. You will not be able to return to this screen or re-print 
this page.  You will use the same username, password and student ID # throughout your 
attendance at UMES! 

 
3.  After you create your HawkWeb account, it takes AT LEAST two hours (and may take 24 
hours) for the system to recognize your account and be available for you to proceed to step 
III in registration. 

 
C. If you are a returning student and have faxed your Readmission Application 

1. Your username will always remain the same and is most likely the default of first initial, 
middle initial, last name; so John Q. Public’s username would be jqpublic. 
 
2. If you have forgotten your password or it is no longer working, go to 
www.umes.edu/MyUMES/passwordreset/passwordreset.cfm to have it reset or call the 
UMES IT helpline at 410-651-8324. When you get your new password, PRINT THIS 
PAGE…save for your records, you will not be able to return to this screen. 

              
4. After you reset your HawkWeb password, it takes effect immediately and is available for you 

to proceed to step III in registration. 
 
Admission Checklist before you proceed to STEP III -- Registration: 
 
___If I am a new student seeking PTE Certification, I submitted my MSDE PTE Evaluation for Certification 
form by email to the UMES/BMI office 
 
___My application as a non-degree seeking student is on file at UMES 
 
___I know my student ID#; if not I will contact UMES/BMI 
 
___My HawkWeb Account has been created with a username and password and I can access HawkWeb 
 
___I saved my username and password (printed or wrote them down) so I will have them for future use 
 
___My account has been activated by the Registrar’s Office for the semester in which I want to register for 
classes (the office at UMES/BMI can give you this information) 
 
___I have obtained a Permission Code from the UMES/BMI office for each course I am registering for 
 

If all of the above are complete, proceed to the directions for registration – Step III 
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