UW(C Self Service: Add a Class
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Step Action
1. Click the Self Service link.

Last changed on: 3/25/2011 11:31 AM

Page 1



Self Service: Add a Class

€] Base Navigation Page - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help
o . O ] El @
Back Forward Stop Refresh Home Search

g e =

Fawarites Histary Mail

Print Prewview

a»

: Address @ https:,f;’psdev‘umsystem‘edu:8DD4,ipsp,l’SATST89K,iEMPLOY’EE,I’HRMSJ‘S,I’WEBLIB_PTPP_SC.HOMEPAGE.FieIdFUrmuIa.IScriDt_ADDHP?Dt_FnamE=CO_EMPLOYEE_SELF_SERVICE&FUIderIM Go

Search:

®

[+ My Favarites
[> UM Processes and Repors

[» Enrollment

[+ Campus Finances

[» Campus Personal
Information

I» Academic Recards

[» Student Admission

metian and activities.

4 Student Center
W Usze the student center to manage school
related activities.

~ Student Center @Cam pus Finances
— Class SearchiBrowse & @Viaw your account, make an electronic
Catalog

payment, viewy and accept wour financial sid
aweards

= Accournt Inguiry

Eltake & Pavment

= wiew Financial Aid

— Ll E-Consent

Student Adimission

Spply for admission and check your
application status.

[ Request Information

= Accent Admission

= spplication Status

Class Search/Browse Catalo:
Use search criteria to find a class or browse
the course catalog.

Campus Personal iformation
Mairtzin your personal information and reviews
holds and to dos pending to your record.
= Addresses
Eluames
[ElPhone Mumbers
T Mare..

A,

Enrolliment

ievw appointments, plan and enroll in
classes, view student and exam schedulas
ElEnrolimert Dates

Elhty Class Schedule

ElEnrolimert: Add Clazses

S Mare...

Academic Records
Wiew grades and advisors and request
transcripts and verification reparts.

@ Done

é @) Trusted sites

Action

Cick the Student Center link.
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Student Center - Microsoft Internet Explorer

File Edit ‘“iew Favarites Tools Help

0 - ) E @ '\/IKJ /O i‘? e ==} g »

Back Farward Stop Refrash Home Search Favarites Hiskory Mail Prink Preview Prink

| Address |@ https:,l',l'psdev.umsystem.Edu:8DU4J‘psD,I'SATST89K,iEMPLOYEE,I'HRMS;’C;’SA_LEARNER_SERVICES‘SSS_STUDENT_CENTER.GBL?PORTALPARAM_PTCNM':HC_SSS_STUDENT_CENTEREM Go

) Casey's Student Center

[> My Favarites

aigane |
= Self Serice CHEEMIES SEARCH FOR CLASSES

[> Enroliment
[ Campus Finances P cehadul
[ Campus Personal 252 BEhecL’e ® You are not enrolled in classes.

Add a Class

Infarmation Acadernic Advising Hold

Enrollment

Crop a Class

[ Academic Records #cadernic Aduising Hold =
[> Student Admission Academic History =
Request Dearee Audit details P
— Class SearchiBraovse Academic Standing
Catalog Fiequest a Transfer Evalustion
— UM E-Consent @ ~ Enroliment Dates

] Enrollment Appointment

“fou may begin enrolling
for the 2007 Surnmer

Academic Session session -

Account Summary on April 23, 2007,

My Account

You owe 2,404.98. a
Account Inguiry details P
Yiew Bill » Due How 0.00
Maintain Authorized Users = Future Due 2,404,98
- T Academic Information
Financial Aid Currency used is US Dallar

Catalogs
Academic Calendar

Fegistration Guide

Wiew Financial Aid

[athar fnanaal [v] &)

| Access to this area of Pathway Self Senvice required previous | Esthuay Training [w]
[i] Ak ] [l]
a Done é @ Trusted sites

Step Action

3. Click the Add a Class link.
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Sign out

Casey Roo goto ... - @

[+ My Favorites
[ UM Processes and Reports
= Self Service

> Enraliment Add Classes 0
[» Campus Finances
[> Campus Personal Select Term

Information

[ Academic Records

[ Degree
Progress/Graduation CONTINUE |

[> Transfer Credit
[ Residential Life

Select a term then click Continue

Term Career Institution
= Student Center -
— Class Search/Browse (71 |2011 Spring Semester Undergraduate Univ of Missouri - Kansas City
Catalo () |2011 Summer Semester Undergraduate Univ of Missouri - Kansas City
= UM E-Consent
= Emergency Mass Motification I@ };1011 Fall Semester Undergraduate Univ of Missouri - Kansas City

ﬂ CONTINUE |

My Class Scheduls Class Search Add Drop Swap Edit
go to .. - @

Step Action

4. Select the Term you wish to register for. (You may only register for one
term at a time. To register for multiple terms, complete one term first and
then start over to register for the other term.)

Note: If you are pursing two degrees, you may see the same term twice. For example, once
for Graduate (if you are pursuing an MBA) and once for Pharmacy (if you are pursuing a
PharmD). You should enroll for the classes that count for each degree using the
appropriate designation (i.e. business classes under the Graduate term and Pharmacy
classes under the Pharmacy term). DO NOT enroll in the same class under both terms or
you will be charged for it twice.

5. Click the yellow Continue button.
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[+ My Favorites

[ UM Processes and Reports

= Self Service

[ Enrollment

[» Campus Finances

[» Campus Personal
Information

[> Academic Records

[ Degree
Progress/Graduation

[» Transfer Credit

[> Residential Life

= Student Center

= Class Search/Browse
Catalog
= UM E-Consent
= Emergency Mass Nofification

Casey Roo

I my class schedule I class search I m i

Add Classes )

1. Select classes to add

Put classes in your Shopping Cart and when yvou are satisfied with yvour class selections, proceed to step 2
of 3.

2011 Spring Semester | Undergraduate | Univ of Missouri - Kansas City change term

"l search '

Add a class using one of the following:

Search for Class Search for Classes

Enter Class Nbr

* 2011 Spring Semester Enrollment Shopping Cart

Your enrellment shopping cart is empty.

* My 2011 Spring Semester Class Schedule

“You are not registerad for classes in this term.

My Class Scheduls Class Search Add Drop Swap Edit

go to ... - @

Step Action

6. You may either search for the class using the Class Search feature or if you
already know the class number, type it into the Class Number box (this is not
common).

7. Click the yellow search button.
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Search:

® Casey Roo
[> My Favarites E I i [
[: UM Processes and Reports
= Self Service
[» Enrollment
b Campus Finances 1. Select classes to add - Search for Classes
[» Campus Personal
Information
[» Academic Records Select at least 2 search criteria. Click Search to view your search results.
[- Degree

Progress/Graduation Univ of Missouri - Kansas City | 2011 Spring Semestar
I» Transfer Credit

= Student Center

= Class Search/Browse Course Subject
Catalog

= UM E-Consent Course Number is exactly - l—
= Emergency Mass Motification

Chemistry -

Course Career Undargradusts -

Show Open Classes Only

Use Additional Search Criteria to narrow your search results.

[> Additional Search Criteria

Meeting Start Time greater than or equal to -

Meeting End Time less than or equal to -
Day of Week include only these days -
D Mon |:|T||e5 D Wed |:|11|||r5 |:| Fri D Sat |:| Sun
Instructor Last Name s axcactly v |
Class Nbr ,— example: 12345
Course Title Keyword | e e
Course Component -
Session -
Mode of Instruction -
Campus -
Location -

Course Attribute Value SECT - WI - Writing Intensive

)
CLOSE CLEAR CRITERIA

Step Action

8. You must input at least two search criteria for the search to work.

9. Find the subject of the course you wish to take in the Course Subject list, for example:
Chemistry.
IChemistrg I

10. Select the career you are in from the Course Career list, for example: Undergraduate:
[urdergraduate |

11. To only display open classes, click the Show Open Classes Only checkbox
(recommended).

12. Optional: Under Additional Search Criteria, you can search for classes in a specific
session (for example, 2" 8-week classes) or classes with a specific attribute (for
example: Writing Intensive or Cluster Course).

13. Click the yellow Search button at the bottom of the page (you may have to scroll to see
X
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- CHEM 180P - Basic Chemistryh—

First n 1of1 n Last

Saction ~ 0001-LEC[13005 Status @

Session Regular Available Seats 3
Location PACE - On Campus Instruction Mode Classroom Based
Units 4 units

Attributes PACE Section

IlDags & Times Room Instructor Meeating Dates)
Mo 6:00PM - 10:008M/ |Royal Hall-Rm 00205 |lames Durig |1/10/2011 - 5/6/2011

= CHEM 206 - Human Nutrition*(—'__

Saction 0001-LEC(12864 Status @ select class
Session Regular Available Seats i

Location  On-Campus Instruction Mode Classroom Basad
Units 2 units

Attributes Healing & Humanities

Days & Times Room Instructor Meeting Dates
Mo 4:30PM - 7:15FPM Royal Hall-Rm 00111 |Andrea Cireve |l.|'1l3.|"2011. - 53/6/2011

Saction 0002-LEC(16652 Status O e e
Session Regular Avall a
Location Satellite - Pharmacy Instruction Mode Classroom Based

Units 3 units
Attributes Healing & Humanities

Days & Times Room Instructor Meeting Dates

TuTh 8:00AM - 9:15AM |COff-Campus (See
Class Notes)

Catherine Peterson |]J1.D;"2E|1.1. - 5/6/2011

Step Action

14. Each class has a “Status” which tells you whether it is open, closed, or has a wait
list.

.::E" D:C:E‘: & ait Lis

If the class is full and has a waitlist, you may add yourself to the waitlist by
attempting to add the class. If there is space on the waitlist, you will be added to
the waitlist.
If space becomes available in the class, you will be automatically enrolled for the
class, provided you meet any prerequisites and are not enrolled in a class which
meets at the same time. You will receive notification via UMKC e-mail if you are
added to a class via the waitlist process.

15.

When you find the class you want, click the yellow select class button.
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Casey Roo

Add Classes

1. Select classes to add - Enrollment Preferences

2011 Spring Semester | Undergraduate | Univ of Missouri - Kansas City
MATH 110 - College Algebra
Class Preferences
Grading Graded
MATH 110-0001 Lecture DCIosed
Units 3.00
Session Regular Academic Session
Career Undergraduste
Enrollment Information
* You must take the Math Entrance
Test and earn a score of 15 prior
to being allowed to enrcll in this
course. See
http://cas.umke.edu/math/MathEntra
for more information.
CANCEL PREVIOUS | NEXT |
Section | Component Days & Times Location Instructor Start/End Datel
MoWeFr 9:004M - |Royal Hall-Rm i1f10f2011 -
0001 |Lecture 5:50AM o040z Yuan Cheng S/8/2011
NOTES
Class Notes Prerequisite: 3 units of high school mathematics (Algebra T and
higher) or Math 100. Note: Common final exam date: Saturday,
April 20, 2011; 8-10 am
Note: Enrollment restricted. Must pass online Math Entrance Test.
See http://cas.umkec.edu/math/
My Class Scheduls Clzss Search Add Drop Swap Edit

go to ... - @

Step Action
16. Check the Enroliment Information and the Class Notes to make sure that you
meet the requirements to take the class.
17. Click the yellow Next button.
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a Student Center - Microsoft Internet Explorer

[BEX]

Q

Back.

File Edit View Favorites Tooks

Help -
El () @

Refresh Hame History

e n
= )
Print

=
Mail

<)

x O
Forward Stop Search Favarites Print Preview

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

Search:

[ My Favorites

[ Self Service
[> Enrallment

Infarmation

Catalog

> UM Pracesses and Reports

I» Campus Finances
I> Campus Personal

[ Academnic Records
[> Student Admission
— Student Center
— Class SearchiBrowse

— UM E-Consent

Add Classes

(]

1. Select classes to add

To select classes for another term, select the term and click Change. When you are
satisfied with your class selections, proceed to step 2 of 3,

o CHEM 211L has been added to your enrollment shopping cart. Add more
classes or click Proceed to Step 2 to continue processing your enrollment.

[v] _change |

Select Term | 2007 Summer Sermester

Add a class using ene of the following:

Search for Class

Enter Class Nbr ] enter
@op=n Wclosed Aowait List
Delate Class Dascription Days /Times Location | Instructor | Units | Status | I
T i = Y et A PRI A
(303397 (Labaratary) ! Rrm 0C201

First 1 10f 1 7] Last

Wiew All Classes in Cart

PROCEED TO STEF 2 OF 3

S & Trusted sites

Step

Action

18.

The class has now been added to your Enrollment Shopping Cart. You can remove
it by clicking the trash can next to it.

19.

Continue to add classes to your enrollment shopping cart until you have all the
classes you want for the term.

20.

Verify your selections then click the yellow Proceed to Step 2 of 3 button.

PROCEED TO STEP2OF 3 |

21.

You will now be shown the Statement of Financial Responsibility. This is a
legal document. When you click Agree and Continue, you indicate that you are
aware of all the payment policies and procedures at UMKC. If you later decide
that you do not wish to take classes at UMKC you must drop them before the
semester begins to avoid any financial obligations.

22.

After you have reviewed the Statement of Financial Responsibility, click the
yellow Agree and Continue button.
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€7 Student Center - Microsoft Internet Explorer
Fle Edt view Favortes Tools Help

Q . 9O = il @ P ¥ e = 5 Y

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

Search:

casey Roo YO
Add Classes &

2. Confirm classes

®
[ My Favorites
[ UM Processes and Reparts
[~ Gelf Service
[> Enrallment
I» Campus Finances
I> Campus Personal
Infarmation
[ Academnic Records
[> Student Admission
= nt er
— Class SearchiBrowse
Catalog

Click Finish Enrolling to process your reguest for the classes listed below. To
exit without adding these classes, click Cancel,

2007 Surnmer Serester | Undergraduate | Univ of Missouri - Kansas City

- U E-Cansent @cp=n Wclosed Aowait List
Class Description Days /Times
CHEM 2111-004L i’;pe’ Senersl e sio0am - ®
(0339) fLaboratory) 11:00AM
CANCEL PREVIDUS FINISH ENROLLING |

My Class Scheduls Clsss Gearch Add Drop Swsp Edit

P )
&] Done S & Trusted sites

Step Action

23. Click the yellow Finish Enrolling button.

| FINIGSH EMROLLING I
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a Student Center - Microsoft Internet Explorer

[BEX]

Q

Back.

File Edit Wiew Favorites Tools  Help

e

5 »

viid a
Mail

2 »

Refresh Home

&

History

=Y

) x 8
2 s v
Forward Stop Search Favarites 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

Search:

[ My Favorites

[ Self Service
[> Enrallment

Infarmation

Catalog

> UM Pracesses and Reports

I» Campus Finances
I> Campus Personal

[ Academnic Records
[> Student Admission
— Student Center
— Class SearchiBrowse

— UM E-Consent

®| caseyroo TP C)
( my class schedule W(class search} add drop swap edit
Add Classes =5

3. View results

View the fallowing status repart for enrallment confirmations and arrars:

2007 Surnrner Semester | Undergradusts | Univ of Missour - Kanzas City

¥ success + enrolled Ko

unable to add dass

[status |

| v

MY CLASS SCHEDULE

[class [Message

s: This class has been added to your

Suce
CHEM 2111 scheduls.

Edit

My Clsss Schedule

EET— )

Class Sesrch Add  Drop Swsp

&l

S & Trusted sites

Step

Action

24.

Successful enrollment in the class is indicated by a green checkmark in the Status
column.

A red X will display if the class was not added to your schedule. Use the Fix
Errors button for information on how to resolve the issue. Classes with a red X
will remain in your enrollment shopping cart.

25.

To view your schedule, click the My Class Schedule button.
| My CLASS SCHEDULE I

26.

You have successfully added a class to your schedule.
End of Procedure.
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