Business Process Document
Self Service: Edit a Class

Procedure

Use Edit a Class when you need the change the number of credit hours assigned to an
Independent Study course.
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Step | Action

1. Click the Self Service link.
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2. Click the Student Center link.
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Step | Action

3. Click to expand the other academic... list.
I other academic... I_I

4, Select Edit a Class from the list.

IEdit a Class I

5. Click the Go button.
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1. Select a class to edit

Select the class to modify and click Proceed to Step 2 of 3 to change your class

preferences.
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Action

Click to expand the Select Term list.

Select 2007 Fall Semester from the list.

Click the Change button to view your classes for 2007 Fall Semester.

If you have more than one class scheduled, click the Select from your schedule list to
select the class you want to edit.

10.

Click the Proceed to Step 2 of 3 button.

| Proceen To STEP 2 OF 3

Page 4

Last changed on: 3/27/2007 12:20 AM




Business Process Document
Self Service: Edit a Class

€] Student Center - Microsoft Internet Explorer | = ﬁ

File Edit Wiew Favorites Tools  Help

@ . © £l @ » v e a B & 5

Back Forward Stop Refresh Hame Search Favarites History Mail Print Preview Print

address | @] https:ijpsdev umsystem. sdu: B004{pspiSATSTBIK/EMPLOYEESHRIMS/c/5A_LEARNER_SERVICES,555_STUDENT_CENTER.GEL?PORTALRARAM_PTCNAW=HC_555_STUDENT_CENTERE v | [£] S0

Hoime:

>

Search:

@ | caseyRoo e me)
[ My Favorites [ “ U M - 1
> UM Processes and Repans ( my class schedule ](class senrch] add drop swap edit
[ Seli Service Edit Class Enrollment Options
> Enrallment L El— 1

I» Campus Finances

I> Campus Personal
Infarmation

[ Academnic Records

I Student Admission HISTORY 497 - Special Topics&Readings

1. Select a class to edit - Enrollment Preferences

2007 Fall ermester | Undergraduate | Univ of Missouri - Kansas Gity

r
— Class SearchiBrowse om0 PReLOemEes

Catalog
— UM E-Consent Grading Graded
HISTORY 497-0002 Ind Study @ open
Units 1.00

Session  Regular Academic Session
career Undergraduste
Enrollment Information

+ Department Consent Required

cancet | previnus | we |

[section | component | Days & Times | Location |  Instructor | Start/End Date |
| 0002 | Ind Study ‘TBA TBA Stanley Parsons ‘f’zﬁﬁgg;;

NOTES U
v
&] Done S & Trusted sites

Step | Action

11. | Click to expand the Units list.

12. | Select 2.00 to change the class from a 1.00 credit hour class to a 2.00 credit hour class.

13. Click the Next button.

I EXT
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2. Confirm yvour selections

Click Finish Editing to process your edit request. To exit without making changes to this class, click

Cancel,
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Step | Action

14. | Review the changes and click the Finish Editing button.

FIMISH EDITING
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3. View results

View the results of your snrollment request. Click fix errors to try and correct the problems
listed below.
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Step | Action

15. | A successful change is indicated by a green checkmark in the Status column.

A red X will display if the course could not be changed. Use the Fix Errors button for
information on how to resolve the issue.

To verify the changes, click the My Class Schedule button.

| MY CLASS SCHEDULE |

16. | You have successfully edited a class.
End of Procedure.
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