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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.  

 

  

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” 

 

 

http://www.carlalbert.edu/
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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.** 
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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.  

 

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.  

 

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 

 

2. Go to Plan & Schedule 

 

3. Next, click on the “Advising” tab 
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4. Your advisor(s) will be listed under “My Advisors” 

 

a) General Advisor: This advisor is one of the Advisement Specialists that make up Enrollment 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 

 

2. Go to Plan & Schedule 

 

3. Next, you will be given four different tab options 

 

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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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” 

 

a) Or you 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 

 
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” 

 

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. 

 

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 
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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 

 

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

 

 

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. 

 

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 

 

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

 

 

 

 

 

 
b) Make a Payment: Set up payment plans and make payments through this page 
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Accessing Your Financial Aid Information 
 

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

 

 

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” 
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