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Logging in to Self Service

1. Log in to Self Service by going to www.carlalbert.edu. Select “myCarlAlbert” from the menu.

Admissions v Academics v Athletics  Student Life v About CASC v CASC Online

myCarlAlbert

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, you will need to reset your
password.

b) Click on “Reset Password”

User name

Reset Password

ALBERT



http://www.carlalbert.edu/

On the next screen you will need to enter:
your Student ID number
your Social Security number (include the dashes)
your birthdate (include the dashes)
your new password
confirm your new password

Once all the red boxes are green, you can click submit. Your username and student email will be displayed
across the top of the screen (screenshot this information).

You can now log into your account from the first screen (shown above) **If you are trying to log on using an
Apple product (iphone, ipad...) you will need to download Chrome and use that instead of Safari.**

To change vour CASC Password, please enter the verification information below then enter vour

new password and password confirmation.
Your password must meet the following requirements:

* (length between 8 and 16 characters)

(contain an upper case letter)

(contain a lower case letter )

(contain at least 1 number )

(contain at least 1 special character (example: 125%) )

Note that changing your password here will affect vour on campus pc Windows Login
(emplovees only), myCarlAlbert (SelfService), Email, BlackBoard, and Library Logins. This
process may take several seconds to complete, please be patient.

ID Number (0000000) [

SSN (000-00-0000) [

New Password [

l
|
Birthdate (MM-DD-YYYY) [ ]
|
|

Confirm New Password [
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Clearing Notifications

1. You will be required to update your information each semester. Red notifications may drop down from the right-hand
side of the screen alerting you to update your information.

‘I N S 8 fmlastname898 [ sign out @ Help

i X
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

‘L‘ | > | 2021 Fall ‘L‘ Must confirm phone number to register.

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 Accountin;

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 from the panel on the left-
hand side of the screen.

‘ £ fmlastname8as (> signout @ Help

Hello, Welcome to Colleague Self-Servicel!
Choose a category to get started.

Financial Information v

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 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.

3 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

‘. £ fmlastnamesss > signout @ Help

rs 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 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 and submit a graduation application.

Here you can view your grades by term.

1 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

CARL ALDER OLLEC
‘I I(I NG S 8 fmlastname898 (> signout @ Help

Academics Student Planning Planning Overview

Steps to Getting Started

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

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 '.'. 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

3. Next, click on the “Advising” tab

I. & fmlastnamesos (> signout @ Help 5

ﬁ Academics Student Planning Plan &/

Plan your Degree and S our courses Search for courses...
schedule Timeline Adbvisin Petitions &
= "
~ | < || » | 202tFall | 4 |
n L J ) _ )
\( Y Filter Sections >| |< & 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 ALBE] 3 OLLEC
‘IKI NGS 8 fmlastnameg98 (> signout @ Help
ﬁ Academics Student Planning Plan & Schedule
P Plan your Degree and Schedule your courses ‘ Search for courses...
schedule Timeline Advisin, Petitions & Waivers
= ‘ ; -
_ My Advisors ( Request Review )\
B3 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 Enroliment Management. They
will help you enroll for your first and second semesters. This advisor is available to help you with 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 you complete your first 19 credit hours. 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

‘. £ fmlastnamesss > signout @ Help

rs 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 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 and submit a graduation application.

Here you can view your grades by term.

v 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

CARL ALBE] OLLEY
‘I I(I NG S & fmlastnamesos (> 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:
1 2
=
o 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 '.'.'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

8 fmlastnameg98 (> signout @ Help

Search for courses...

Schedule Timeline Advising Petitions & Waivers

| < || » | 202tFall | 4 |
\( Y Filter Sections >| |< & 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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CARL ALBERY 31 OLLEC
VIKINGS 8 fmlastname898 (> signout @ Help 5

ﬁ Academics Student Planning Plan & Schedule

Search for courses...

Plan your Degree and Schedule your courses

- Schedule Timeline Advising Petitions & Waivers
_ [« ][> | z021Fan | 4+ |
3 S S A —
\( Y Filter Sections )I |< & 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”

. . 4 ™
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 /I

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
29 Poteau Campus, F.L. Holton Business
M/T/W/Th/F 8:00 AM - 5:30 PM Chtr 841 p : Repass, H
7126/2021 - 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

d)
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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 ALBERT S’ OLLEC
VIKI NG s 8 fmlastname898 (> signout ® Help 5

ﬁ Academics Student Planning Plan & Schedule

Search for courses.

Plan your Degree and Schedule your courses

]

- Schedule Timeline Advising Petitions & Waivers

—
) My Advisors (" Request Review )
& 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.

CARL ALBERT S OLLEC
‘IKINGS 8 fmlastname8s8 (> signout @ Help

ﬁ Academics Student Planning Plan & Schedule

Search for courses... |

PRl Plan your Degree and Schedule your courses

- Schedule Timeline Advising Petitions & Waivers

. R
N \ ¥ B
C ¥ Filter Sections ) Planned: 16 Credits  Enrolled: 0 Credits ~ Waitlisted: 0 Credits

ACCT-1103-2063: Fundamentals of Accounting x Sun Mon Tue Wed Thu Fri Sat

7am -
+ Planned

8am ACCT- x ACCT- x AcCT- x ACCT- x ACCT- x
Credits: 3 Credits 1103-2063 1103-2063 1103-2063 1103-2063 11032063

Grading: Graded

) Sam HIST- % HIST- % HIST- %
Instructor: Repass, H 14832667 14832667 1483-2667
7/26/2021 to 7/30/2021
Seats Available: 29 ENGL- % ENGI— 5 ENGL- ¢

1113-2136 1113-2136 1113-2136
v Meeting Information
C5-1103- ) €5-1103- %

) 2105 2365
Register

v View other sections

HUM- HUM-
2113-2007 2113-2007

€5-1103-2465:

crocomputer Applications

& Protected
a) 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

CARL ALBERT 5 OLLEC
‘IKINGS 8 fmlastname898 (> signout ® Help

ﬁ Academics Student Planning Plan & Schedule

search for courses...

Plan your Degree and Schedule your courses

-
o
. Schedule Timeline Advising Petitions & Waivers
-
. IS
3 S —
(  Filter Sections ) ( ] SavetoiCal ) ( & Print ) Planned: 0 Credits  Enrolled: 16 Credits ~ Waitlisted: 0 Credits
ACCT-1103-2063: Fundamentals of Accounting sun Mon Tue Wed Thu Fri sat
7am -
+ Registered, but not started
8am ACCT-1103-| ACCT-1103-| ACCT-1103-| ACCT-1103-| ACCT-1103-|
Credits: 3 Credits 2063 2063 2063 2063 2063
Grading: Graded
9am

Instructor: Repass, H
7/26/2021 to 7/30/2021

W Meeting Information

v View other sections

m 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

l I l & fmilastnamesss > signout

Academics Student Planning Planning Overview

Steps to Getting Started -
Search for courses...
= There are many opticns to help you plan your courses and earn your degree. Here are 2 steps to get you started:
= W 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 '.'.'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 schedule.

Plan your Degree and Schedule your courses

Schedule Timeline Advising Petitions & Waivers
|T| |T| Spring 2026 |T|

1 57 Filter Sections ) [ & Print |

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: O 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 Compaosition | MWEF 10:00 AM - 10:50 AM Ollie 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-1111-6263: 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

CARL ALBER OLLEC
‘ I KI NG S & fmiastnamesos (> signout @ Help

'y Hello, Welcome to Colleague Self-Service!

Choose a category to get started.

o
o
o 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.
]
3 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 enroliment verification. Here you can view and request a transcript.

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

a) From here you can view your bill by selecting “View Statements”

Overview e

Chuck Norris Balance

Carl Albert State College $O

Summary View statements

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

=
=

Payment plans

]

Need to enroll in a payment plan?

Enrolling in @ payment plan takes just a few minutes and can help you
spread out payments on your education expenses.

View payment plan options
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Accessing Your Financial Aid Information

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

CARL ALDERT STATE COLLEC
‘IKI NGS £ fmiastnamesgss > signout

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

-
oo
o 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.
=
3 Student Planning il 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
5| Grades = Graduation Overview

Here you can view your grades by term. Here you can view and submit a graduation application.

& Enroliment Verifications Transcript Requests

Here you can view and request an enroliment 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”

l 8 fmlastname898 (> signout

Einancial Information Einancial 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 Vear:‘ 2021/2022 Academic Year ¥ A contact Financial Aid Office

FAFSA Application =k Student Finance Account Summary
- Currently, we have no federal financial aid application from you for the current year. If you are - Amount Due $2.412.00
—\ interested in applying for financial aid you must first: = .
— Amount $0.
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
2 In-Progress Your application is being reviewed by the Financial Aid Office
(@) Not Available Review and accept your Financial Aid Award Package NSLDS Information
(D) Not Available Review and sign your Financial Aid Offer Letter Entrance Counseling
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