Planning Your Schedule

1. From your home screen in Self -Service, Go to Student Planning
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rs Hello, Welcome to Colleague Self-Service!
Choose a category to get started

]

Student Finance Financial Aid
Here you can view your latest statement and make a payment online. Here you can access financial aid data. forms, etc.

(]

Student Planning

Here you can search for courses, plan your terms, and schedule & register your course sections. earch the course catalog.

Graduation Overview
Here you can view and submit a graduation application.

5| Grades

Here you can view your grades by term.

= Enrollment Verifications B Transcript Requests
Here you can view and request an enrollment verification. Here you can view and request a transcript.

2. Go to Plan & Schedule

8 fmlastname898 (> signout ® Help

Academics Student Planning Planning Overview

Steps to Getting Started .
Search for courses..

= There are many options to help you plan your courses and earn your degree. Here are 2 steps to get you started:
. d 2
~

) View Your Progress @R Plan your Degree & Register for Classes

= Start by going to My Progress to see your academic progress in your degree and search for '_'.-k Next, take a look at your plan to see what you've accomplished and register your remaining

& courses. —- classes toward your degree.
Go to My Progress Go to Plan & Schedule
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Search for courses...

- Schedule Timeline Advising Petitions & Waivers
-
_ | < || » | 202tFall | 4 |
\( T Filter Sections )I |< & Print )\ Planned: 16 Credits  Enrolled: 0 Credits ~ Waitlisted: 0 Credits

a) SCHEDULE gives you an overview of the courses you have planned or are enrolled in

b) TIMELINE shows you an overview of courses for previous and upcoming semesters

c) ADVISING is where you will request a review of your academic plan each semester and compose notes to your
advisor or see notes from your advisor

d) PETITION & WAIVERS is only needed if a course requires permission for enrollment



4. To find courses for your upcoming semester, search for them in the search bar in the top right-hand corner
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Academics Student Planning Plan & Schedule

Search for courses...

Plan your Degree and Schedule your courses

Schedule Timeline Advising Petitions & Waivers

\Z| \Z\ 2021 Fall |I|

\( W Filter Sections )I ( & Print > Planned: 16 Credits  Enrolled: 0 Credits ~ Waitlisted: 0 Credits

Q

) You can search by course prefix (ENGL, SPCH, HIST)
) Or by course subject (English, Speech, History)
)
)

O

Or by keyword (Composition, Communication)
Or by the course ID if you know it (ENGL 1113, SPCH 1113, HIST 1483)

o O

5. Once you’ve found the correct course, you can simply click “Add Course to Plan”

. . e ™,
ACCT-1103 Fundamentals of Accounting (3 Credits) L Add Course to Plan )
This course covers record keeping for small businesses. Double-entry system is used and an emphasis is placed o ial reports. This course can be
used as a preparatory course for Accounting 2103 and for technical students who have had no previous training or experience in book ing.
Requisites:
None

View Available Sections for ACCT-1103

a) Oryou can “View Available Sections” to find a specific section with a day/time, then click “Add Section to
Schedule” once you've located the day/time you wish to take the course

ACCT-1103 Fundamentals of Accounting (3 Credits) ( Add Course to Plan >|

This course covers record keeping for small businesses. Double-entry system is used and an emphasis is placed on special journals and financial reports. This course can be
used as a preparatory course for Accounting 2103 and for technical students who have had no previous training or experience in bookkeeping.

Requisites:

None /]

View Available Sections for ACCT-1103 < A~

2021 Fall v
ACCT-1105-2063 Add Section to Schedule
Fundamentals of Accounting

Runs from 7/26/2021 - 7/30/2021

Seats Times Locations Instructors
29 Poteau Campus, F.L. Holton Business
M/T/W/Th/F 8:00 AM - 5:30 PM Chir 841 P I Repass. H
7/26/2021 - 7/30/2021 pass.
Lecture

b) If you only choose add course to plan, a specific time/date will not be selected and you will eventually need to

choose a section before you register
c) If you do choose to “View Available Sections”, then you can make sure the specific section is added to your

plan. Adding a course to your plan does NOT register you



Advising Approval/Advising Hold

1. Once you've picked out the courses you would like to take, you will need to make sure your advisor approves the
courses you have chosen. Go to the ADVISING tab and select “Request Review”
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ﬁ Academics Student Planning Plan & Schedule

‘ Search for courses...

Plan your Degree and Schedule your courses

- Schedule Timeline Advising Petitions & Waivers

—
: My Advisors (" Request Roviow
& B3 Rachel Johnson (General)

Course Plan last rew d on 4/9/2021 by Johnson, Rachel A.

Compose a Note

View Note History

No advising notes have been entered.

a) “Request Review” will send your advisor an email notifying them of your request. Once they have approved

your plan, then you will receive an email notification
b) After your review is complete and your advising hold is removed, then you are able to Register for the courses



