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Logging in to Self Service

1. Log in to Self Service by going to www.carlalbert.edu. Then, select “myCarlAlbert” at the top of the page.

Home - Carl Albert State College X

c

+
&«

@ carlalbertedu

CARL ALBERT STAT

E COLLEGE

Search ...

FUTURE VIKINGS

ACADEMICS ADMISSIONS & AID CASC ONLINE

VIKING FLEX STUDENT LIFE ATHLETICS myCarlAlbert

HOME

ALUMNI A

CAM

SE

GRANT PROGRAMS/TRIO
ONLINE LABS
BLACKBOARD

STUDENT EMAIL
INSTITUTIONAL

EFFECTIVENESS AND
NT

ASS]
EMPLOYEE DIRECTORY

EMPLOYMENT OPPORTUNITIES

<
32 DEGREE PROGRAMS

100% APPLICANT ACCEPTANCE

7, w”’tlﬂfﬁ/obile App

CLICK HERE

FOR INFO AND REGISTRATION

32 82

Degree Programs Faculty Members

CLICK HERE

100%

Acceptance of Applicants

$193,500

Awarded in Foundation
Schaolarships

a) You will use your single sign-on credentials to log in to your “myCarlAlbert” account
Important: If you haven’t set up your myCarlAlbert account yet, access your username and student
ID number from your admissions acceptance letter. Then click on the reset password link to
activate your accounts.

b) This will activate all

of your Carl Albert accounts (myCarlAlbert, Blackboard, and Student Email)
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Clearing Notifications for Registration

1. If you receive an email notification stating that your advisor cleared you for registration but the “Register” button is
still grayed out, check to see if you have any notifications that need to be taken care of first! Once you address all
notifications, you will be permitted to enroll!

CARL ALBE} E COLLEC
‘I KI NG S 8 fmlastname898 > sign out @ Help

Academics Student Planning Plan & Schedule

Address must be confirmed to register.

Plan your Degree and Schedule your courses X
Must confirm email address to register.
schedule Timeline Advising Petitions & Waivers Must confirm emergency contact information to
register
X

Must confirm phone number to register.

\T\ |T| 2021 Fall \T\

X
You must go to Required Agreements and accept the
Financial Obl Agreement.

( W Filter Sections )\ |< & Print \I

Thu Fri Sat

ACCT-1103-2063: Fundamentals of Accounting

12am

2. You may need to confirm your demographic information, add/confirm emergency contact information, add/confirm
proxy access, and acknowledge any required agreements by clicking the “User Options” tab

CARL ALDE] OLLEC
VIKINGS 8 fmlastname898 (> signout @ Help

Hello, Welcome to Colleague Self-Service!

Choose a category to get started.

Financial Information v

Student Finance B} Financial Aid
. Here you can view your latest statement and make a payment online. Here you can access financial aid data, forms, etc.
Student Finance
Financial Aid Student Planning s Course Catalog
Here you can search for courses, plan your terms, and schedule & register your course Here you can view and search the course catalog.
sections.

&  Academics

Graduation Overview
=

'y User Options by term. Here you can view and submit a graduation application.
User Profile .
= nroliment Verifications B Transcript Requests
Here you can view and request an enroliment verification. Here you can view and request a transcript.
Emergency Information
View/Add Proxy Access © 2000-2021 Ellucian Company L.P. and its affiliates. All rights reserved. Privacy

Required Agreements

a) Your address, phone number, and email address can be confirmed by clicking on “User Profile”
b) Emergency Contact Information can be added and confirmed under “Emergency Information”
c) Give individuals proxy access under “View/Add Proxy Access”

d) View and accept any required agreements under “Required Agreements”
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Locating Your Advisor

1. From your home screen in Self -Service, Go to Student Planning

& fmlastnamesos > signout

NIKINGS

r'S Hello, Welcaome to Colleague Self-Service!

Choose a category to get started.

o Student Finance Financial Aid
o 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

5| Grades
Here you can view your grades by term Here you can view and submit a graduation application.
& Enrollment Verifications B Transcript Requests
Here you can view and request a transcript.

Here you can view and request an enrollment verification

2. Go to Plan & Schedule

Student Planning

® Help

(> signout

8 fmlastname898

Academics Planning Overview

‘ Search for courses...

Steps to Getting Started

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

-
on
lv 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 .... & 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

3. Next, click on the “Advising” tab

8 fmlastname89s (> signout @ Help 5

NIKINGS

ﬁ Academics

Student Planning - Plan &/

Search foi

our courses

Plan your Degree and S

Schedule Timeline Advising Petitions
= §
_ [ < || > | 202tFan | 4 |
‘ - —— -
\/ S Filter Sections )I ( & Print ) Planned: 16 Credits  Enrolled: 0 Credits ~ Waitlisted: 0 Credits
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4. Your advisor(s) will be listed under “My Advisors”

CARL ALBERT 5 OLLEC
‘IKINGS 8 fmlastname898 > signout @ Help

ﬁ‘ Academics Student Planning Plan & Schedule

P  Plan your Degree and Schedule your courses Search for courses...
Schedule Timeline Advisil Petitic & Waivt
.‘z cnedule imelin avising itions aivers
_ My Advisors (" RequestReview )
3 . J

B2 Rachel Johnson (General)
B4 Hali Repass (Faculty)

Last review requested on 4/14/2021
Course Plan last reviewed on 4/15/2021 by Johnson, Rachel A.

Compose a Note

View Note History

No advising notes have been entered.

a) General Advisor: This advisor is one of the Advisement Specialists that make up Enrollment Management. They
will help you enroll for your first semester as well as teach your Freshman Orientation class. This advisor is

available to help you any questions or concerns you may have throughout your time at Carl Albert.
b) Faculty Advisor: This advisor is a faculty member within the college of the major you are pursuing. They are
equipped to advise and enroll you after your first semester at CASC. They will assist you with all things related to

advisement and enrollment.
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Planning Your Courses

1. From your home screen in Self -Service, Go to Student Planning

‘l 8 fmlastnameg98 (> signout (@ Help

r'S Hello, Welcaome to Colleague Self-Service!
Choose a category to get started.

El

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.

E’

2. Go to Plan & Schedule

I l 8 fmlastname898 (> signout

Academics Student Planning Planning Overview

Steps to Getting Started -
Search for courses...
ﬁ There are many options to help you plan your courses and earn your degree. Here are 2 steps to get you started:
= W 2
“ View Your Progress @ Plan your Degree & Register for Classes

_ = Start by going to My Progress to see your academic progress in your degree and search for .....& 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

8 fmlastname89s (> signout @ Help 5

Search for courses...

0
3
c
c
O
&
v
Q
=
o
D
a
c
(o]
<
O
O
c
=
w
(o]
(]

Schedule Timeline Advising
= §
_ [ < || > | 202tFan | 4 |
‘ - —— -
™ ' ™ . - .
S 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
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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

‘l & fmlastnamesos (> signout @ Help

ﬁ Academics Student Planning Plan & Schedule

Search for courses...

Plan your Degree and Schedule your courses

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

a) You can search by course prefix (ENGL, SPCH, HIST)

b) Or by course subject (English, Speech, History)

c) Or by keyword (Composition, Communication)

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

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

I/ Add Course to Plan \I

ACCT-1103 Fundamentals of Accounting (3 Credits)

This course covers record keeping for small businesses. Double-entry system is used and an emphasis is placed o
used as a preparatory course for Accounting 2103 and for technical students who have had no previous training or experience in book ing.

ial reports. This course can be

Requisites:
None

View Awvailable 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
P

| Add Course to Plan \\

ACCT-1103 Fundamentals of Accounting (3 Credits)

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 <

2021 Fall \l v
ACCT-1103-2063 Add Section to Schedule

Fundamentals of Accounting
Runs from 7/26/2021 - 7/30/2021

Seats Times Locations Instructors

Poteau Campus, F.L. Holton Business
M/T/W/Th/F 8:00 AM - 5:30 PM p I
Cntr 841 Repass, H

7/26/2021 - 7/30/2021

29

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
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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

Requesting a Review

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”

CARL ALBE] OLLEC
‘IKI NG S 8 fmlastname8os (> signout @ Help 5

ﬁ Academics Student Planning Plan & Schedule

Search for courses...

Plan your Degree and Schedule your courses

i Schedule Timeline Advising Petitions & Waivers

-
: My Advisors (" Request Foviow
é B3 Rachel Johnson (General)

Course Plan last revi '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
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Registering for Courses

1. Adding courses to your plan does NOT register you for courses! To register, you will go back to the Plan and Schedule

tab, then click “Register Now” to register for all courses you have planned.

8 fmlastname898 > signout @ Help

NIKINGS

Student Planning

Academics Plan & Schedule

Plan your Degree and Schedule your courses

-
oo
= Schedule Timeline Advising Petitions & Waivers
_ | ¢« || > | 202tFan | 4 |
3 N —
|/ W Filter Sections \\ |/ & Print \\
AN vy AN /
ACCT-1103-2063: Fundamentals of Accounting X Son Rion we
7am
+ Planned
8am ACCT- x AccT-
Credits: 3 Credits 1103-2062 1103-2063
Grading: Graded o WS X
Instructor: Repass, H P————-
7/26/2021 to 7/30/2021
Seats Available: 29 ENGL. X
11132136
/' Meeting Information
cs-1103-%
v View other sections
HuM %
2113-2007
2pm
€5-1103-2465: Microcomputer Applications
3pm

&) Protected

a)

Search

Register Now

Planned: 16 Credits  Enrolled: 0 Credits ~ Waitlisted: 0 Credits

wed Thu Fri Sat
AccT- % AccT x ACCT- x
1102-2062 1103-2062 1103-2062
HIST- % HIST- %
1483-2667 1483-2667
ENGL- X ENGL- %
1113-2136 1113-2136
cs-1103-
2465
HUM x

2113-2007

You can also register for individual courses by clicking “Register” under each course to the left

2. You can simply click the “drop” button on each course and then “update” to drop a course

NIKINGS

@ Help

(> signout

8 fmlastnameg9s

Academics Student Planning Plan & Schedule

Plan your Degree and Schedule your courses

Schedule Timeline Petitions & Waivers

Advising

(< ][5 | zo2tran [ &

\( < Filter Sections >| |< ) savetoiCal

ACCT-1103-2063: Fundamentals of Accounting

+ Registered, but not started

Search for courses... ‘

Register Now

Planned: 0 Credits  Enrolled: 16 Credits ~ Waitlisted: 0 Credits

Wed

ACCT-1103- ACCT-1103-

ACCT-1103- ACCT-1103- ACCT-1103-

Credits: 3 Credits 2063 2063
Grading: Graded
Instructor: Repass, H

7/26/2021 to 7/30/2021

\/ Meeting Information

v View other sections

2062 2063 2063

HUM-2113-
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Register and Drop Sections

You have elected to drop: ACCT-1103-2063 (3 Credits)

Select sections to drop:

ACCT-1103-2063 (3 Credits)

[ £5-1103-2465 (3 Credits)

[ ENGL-1113-2136 (3 Credits)
[T HIST-1483-2667 (3 Credits)
() HUM-2113-2007 (3 Credits)

[] ORI-1111-6269 (1 Credits)
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Verifying and Printing Your Schedule

1. To verify/print your schedule, log in to myCarlAlbert and click on “Go to Plan & Register” listed under Student
Planning

‘ . & fmiastnamegss (> signout @ Help

Academics Student Planning Planning Overview

Steps to Getting Started ‘ -
Search for courses...
ﬁ There are many options to help you plan your courses and earn your degree. Here are 2 steps to get you started:
= g
« View Your Progress @ Plan your Degree & Register for Classes

_ vy Start by going to My Progress to see your academic progress in your degree and search for '.'.'R 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

2. From there, click the “print” button to see a clear presentation of your Fall 2021 schedule

I I l £ fmilastnamegos (> signout @ Help

ﬁ Academics Student Planning Plan & Schedule

Search for courses... ‘

Plan your Degree and Schedule your courses

]

- Schedule Timeline Advising Petitions & Waivers
. BIaEtTE
3 I I _J
e X . N N 7 ™
( Filter Sections N Save to iCal ) Print ) Planned: 0 Credits  Enrolled: 16 Credits ~ Waitlisted: 0 Credits
A v RN = AN e /

3. Every course should say “Registered, not started” beside it. If any do not, then you are not registered for that course.
See below where the student is registered for everything except ACCT 1103. That course is JUST planned.

2021 Fall Planned: 3 Credits  Enrolled: 13 Credits ~ Waitlisted: 0 Credits

Schedule Details

Status Course Title Time Location Instructor

Planned ACCT-1103-2063: Fundamentals of Accounting MTWThF 8:00 AM - 5:30 PM F.L. Holton Business Cntr, 841 Repass, H
7/26/2021 - 7/30/2021

Registered, but not started C5-1103-2465: Microcomputer Applications TTh 11:00 AM - 12:15 PM F.L. Holton Business Cntr, 833 Knight, S
8/11/2021 - 12/10/2021

Registered, but not started ENGL-1113-2136: Freshman Composition | MWF 10:00 AM - 10:50 AM Qllie Cntr for Academic Exce, 1222 Yandell, S
8/11/2021 - 12/10/2021

Registered, but not started HIST-1483-2667: American History 1492-1865 MWF 9:00 AM - 9:50 AM Qllie Cntr for Academic Exce, 1122 TBD
8/11/2021 - 12/10/2021

Registered, but not started HUM-2113-2007: General Humanities | TTh 1:00 PM - 2:15 PM Ollie Cntr for Academic Exce, 1321 Hill, s
8/11/2021 - 12/10/2021

Registered., but not started ORI-1111-6269: Freshman Orientation TBD TBD Bailey, K
Willis, M

4. It is important you know how to access/print a copy of your schedule so you can verify your courses, purchase your
books, get your student ID, and many other reasons!
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Accessing Your Bill

1. Go to “Student Finance” to access all things related to your bill or statement

‘. 8 fmlastnameg9g (> signout @ Help

s Hello, Welcome to Colleague Self-Servicel
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 i Course Catalog
Here you can search for courses, plan your terms, and schedule & register your course sections. Here you can view and search the course catalog.
a Grades = Graduation Overview
Here you can view your grades by term. Here you can view and submit a graduation application.
= Enrollment Verifications B Transcript Requests
Here you can view and request an enrollment verification. Here you can view and request a transcript.

© 2000-2021 Ellucian Company L.P. and its affiliates. All rights reserved. Privacy

a) Account Summary: Shows you an overview of your total account balance

CARL ALDERT STATE COLLEC
VIKINGS £ fmlastnamesss > signout @ Help

ﬁ Financial Informatien Student Finance Account Summary

Account Summary

: View a summary of your account
- Account Overview Yl e
: Amount Due 8/24/2021 $2,412.00 S ——
+ Amount Overdue $0.00
= Total Amount Due $2,412.00 Make a Payment
Total Account Balance $2,412.00 Account Activity
2021 Fall $2,412.00
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b) Account Activity: Gives you a detailed list of your charge types/amounts and is where you can download your
statement

‘ l 8 fmlastname89s (> signout @ Help

Financial Information Student Finance Account Activity

Account Activity
=, View your Financial Activity
= Term| 2021 Fall - Balance: $2,412.00 T

" 4
@
Charges - Balance
$2,412.00 $2,412.00

\'( Collapse All )

Charges $2,412.00 ~
TUITION $1,460.00 v
MANDATORY FEES $576.00 v
COURSE FEES $372.00 ~
OTHER FEES $4.00 ~

Balance $2,412.00

c) Make a Payment: Set up payment plans and make payments through this page

IN 8 fmlastnameg9s (> signout @ Help

Financial Informatien Student Finance Make A Payment

Make a Payment
i Use this page to make a payment on your account
Ty
3 ( Collapse All )
h. /
2021 Fall $2,412.00 ~
Select Item Payment Group Date Due Amount Due Amount to Pay
Student Accounts Receivable 8/24/2021 $2,412.00 s
Total Amount Due $2,412.00
Top of page
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Accessing Your Financial Aid Information

1. From your self-service home screen, click on “Financial Aid”

AL ALDENT STATE COLT
NIKI NGS & fmlastnamesss > signout

S Hello, Welcome to Colleague Self-Service!
Choose a category to get started

o Student Finance Financial Aid

Here you can view your latest statement and make a payment online Here you can access finandial aid data, forms, etc.
=
n Student Planning e Course Catalog

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

o Grades = Graduation Overview
Here you can view your grades by term. Here you can view and submit a graduation application.

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

2. You can view your financial aid package for the current academic year, submit your FAFSA Application for the
upcoming academic year, and easily see if you are missing any required documents listed under “Checklist”

8 fmlastname898 > signout @ Help

Financial Informatien Financial Aid Financial Aid Home

Welcome to Financial Aid!

Use Colleague Self-Service Financial Aid to assist in managing your Financial Aid package from submission to completion.

= Select an Award Year:| 2021/2022 Academic Year v &4 contact Financial Aid Office
FAFSA Application =t Student Finance Account Summary
X =:
¥ Currently, we have no federal financial aid application from you for the current year. If you are v Amount Due $2,412.00
4\ interested in applying for financial aid you must first:
S Amount $
Submit a Free Application for Federal Student Aid (FAFSA) Overdue
Total Amount $2,412.00
Due

Go to Account Summary

Checklist Resources

A\ Action Needed Submit a Free Application for Federal Student Aid (FAFSA) Helpful Links

+/ Completed Complete required documents Master Promissory Note
29 In-Progress Your application is being reviewed by the Financial Aid Office FAFSA Application

@ Not Available Review and accept your Financial Aid Award Package NSLDS Information

(@) Not Available Review and sign your Financial Aid Offer Letter Enirance Counselng
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