How to Register for Courses

1. Sign into your My.lllinoisState.edu account.
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2. Sign into Central Login.
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My.lllinoisState.edu is the central location for lllinois State University's students,
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3. Select the “Manage Classes” tile.

JAMPUS SOLUTIONS

v Student Center

Registration Times

Summer Semester 2020
February 10, 08:00am -
May 18, 10:00pm

Holds, Tasks, and To Do List Profile Academics / Advising

Fall Semester 2020
March 23, 08:00am -
August 28, 10:00pm

& -

1 ToDo's MEKIMBE

Manage Classes Financial Aid

<«

Student Financials

Academic Progress Milestones / Teacher Education Student Center (Classic)
Incomplete 35%

65% Complete



Menu Options

My Classes: The My Classes page shows what classes you are currently
enrolled in.

= My Classes

Register for Classes: The Register for Classes page will allow you to
Q Rogistar for Classes search and enroll in classes by “course number” or “department code”.

Shopping Cart: The Shopping Cart allows you to review your selected
1 - classes and then enroll.

'/ Shopping Cart

Drop, Swap, and Update Classes: The Drop, Swap, and Update

Classes page will allow you to drop courses, swap courses (including

Drop, SWEIP, and Update Classes Vv swapping into/out of a waitlisted course), and it will allow you to adjust

the units enrolled and grading basis.

Course Catalog and Planner: The Course Catalog and Planner page
E Course Cata[og and Planner v will allow you to search available courses and store courses for future

LLSe.

% Re gistration Times and Guides Registration Times and Guides: The Registration Times and

information to assist with registration.




4. Select the “Course Catalog and Planner” option. You can “Browse Course Catalog”, search for courses in
“Course Finder”, and in the “Planner”, you can store courses for future use. Students can add courses to
their schedule directly from the course catalog and make edits to your Planner for future semesters.

Enroll by My Requirements

= My Classes Enroll by My Requirements

Report data generated on 08/03/2020 10:55:05AM
(), Register for Classes

Graduation Requirements
./ Shopping Cart Not Satisfied

: Drop, Swap, and Update Classes
Cumulative GPA-- If you are REPEATING a course or are NEW START, please see note
E Course Catalog and Planner ~ © satisfied

GPA Achieved 3.333

Browse Course Catalog Torant GRA 200
i Total Hours
Course Finder Not Satisfiad
Planner Units Completed 62% | — »
% 100%
My Academic Requirements
42 Senior College Hours
Not Satisfied
[Z Registration Times and Guides
Units Completed 64% I ?
0% 100%
Hours taken in Residence
Mot Satisfied
Units Completed 53% | — >
% 100%:

General Education 2014
Not Satisfied



5. Select “My Classes”. This page will give you the option to view courses in alphabetical order by selecting
“By Class” or by the date/times of the courses when selecting “By Date”. By selecting the checkboxes at the
top of the page, you can review your enrolled, waitlisted, and/or dropped courses.

€ Back

Fall Semester 2020

Ch
Undergraduate —i

~ My Classes By Class

Show Enrolled Classes

Q Register for Classes

Printabl
/7 Shopping Cart inble Fage

« ART 252 Video |
= Drop, Swap. and Update Classes ~

E} Course Catalog and Planner .~  Status Units Grading Basis Grade
Enirol . di

[¥ Registration Times and Guides nrolled 300 Graded
Class Start/End Dates

08/17/2020 - 12/05/2020
Combo - Section 002

Enroliment Deadlines

+ ART 302 Digital Media Il

Status Units Grading Basis Grade
Enrolled 3.00 Graded
Class Start/End Dates

08/1712020 - 12/05/2020

View My Classes

Show Waitlisted Classes

Academic Program
Fine Arts Undergraduate

Days and Times

Days: Monday Wednesday
Times: 1:00PM to 3:50PM

Academic Program

Fine Ars Undergraduate

Days and Times

Days: To be Announced

By Date

Show Dropped Classes

Requirement Designation

Room

Online Course

Requirement Designation

Online Course



6. On the “My Classes” page, the “Enrollment Deadlines” link will show important drop deadlines for each

course. The enrollment system refers to the Enrollment Deadlines as “With or Without Penalty”, they are

also known as “WX Deadlines”.

£ Back

Fall Semester 2020

Change
Undergraduate

| My Classes By Class

X Show Enrolled Classes
Q Register for Classes

. Printable Page
&/ Shopping Cart

w ART 252 Video |
: Drop, Swap, and Update Classes v

[% Course Catalog and Planner . | Status Units Grading Basis Grade
. . . . Enrolled 3.00 Graded
[Z Registration Times and Guides
Class Start/End Dates

08/17/2020 - 12/05/2020
Combo - Section 002

Enroliment Deadlines

w ART 302 Digital Media Il

Status Units Grading Basis Grade
Enrolled 3.00 Graded
Class Start/End Dates

08/17/2020 - 12/05/2020

View My Classes

Show Waitlisted Classes

Academic Program

Fine Arts Undergraduate

Days and Times

Days: Monday Wednesday
Times: 1:00PM to 3:50PM

Academic Program

Fine Arts Undergraduate

Days and Times

Days: To be Announced

|

By Date

Show Dropped Classes

Requirement Designation

Room

Online Course

Requirement Designation

Room

Online Course

Q

-
.
.

©)



7. After selecting the “Enrollment Deadlines” link, you will have the option to view a “Drop Calendar” or
“Cancel and Withdraw”.

Enrollment Deadlines

Cancel and Withdraw

ART 252 Video |
Class 1723
Regular Academic Session

Drop - Delete Record 07/01/2020
A class dropped on or before this date will be deleted from your academic record.

Drop - Retain Record 08/28/2020

A class dropped on or before this date will be retained on your academic record with a status of
dropped.

Drop with Penalty 10/09/2020
A class dropped on or before this date will appear on your transcript and a penalty grade will be
assigned to the class.

(Note: Academic Calendar dates are subject to change)




How to Add a Course

1. Select the “Register for Classes” link. You can enroll from this link or from the “Shopping Cart” link if you
already have cla}sses held there. Then, select the term for which you'’d like to enroll.

< Back Select a Value a Q

s My Classes Terms prior to Summer Semester 2020

No t to displ
Q Register for Classes S ERINE ey

: Terms on or after Summer Semester 2020
./ Shopping Cart

- Summer Semester 2020
4= Drop, Swap, and Update Classes

- Fall Semester 2020
E{ Course Catalog and Planner v

[% Registration Times and Guides




2. Search using the “Search For Classes” and the “Additional ways to search” links.

Course Number: ENG 375
Department Code: “ENG” = English

Fall Semester 2020 Change

" My Classes
Q Register for Classes
. Shopping Cart
= Drop, Swap, and Update Classes
a Course Catalog and Planner w

[% Registration Times and Guides

Type the course here (i.e, ENG 375)

Search For Classes

Enter keyword e.g. MAT, MBA 240, GE, General Education, GE14, |Al, HON or Honors, Music
Additional ways to search

» i T »
Favorites The “Additional ways to search

option allows you to search by
FiL 241 D rt t. Itis listed :
Financial Markets epartment. Itis listed as
1 option available for Class Number 5324 Available subjects”.

w Recently Viewed

ACC 131
Financial Accounting

7 class options available

ART 302
Digital Media Design Il

3 class options available

SPA 111

Additional ways to search

Available Subjects

ar

Catalog Number
contains value

Instructer Last Name
contains word ¥

cae




3. Select any space in the rectangular area with the course information to select the course you want to
enroll in.

€ Class Search Course Information

»
0
®

Fall Semester 2020

= My Classes ENG 375
Q Register for Classes Young Adult Literature
Y Add to favorite courses Select “Course Information” to view
./ Shopping Cart » Course Information

the course description and course
w Class Selection ~_aor
: Drop, Swap, and Update Classes prerequisities.
Select a class option ()

Selected Filters 10option

% Course Catalog and Planner *~  Option Status Session Class Meeting Dates Days and Times Room Instructor Seats
~ ) ) . 1 Open Regular Academic Lecture - Section 001 08/17/2020 - Monday Online Mary Jeanette Open Seats 3 of
(% Registration Times and Guides Session 12/05/2020 Wednesday Course Moran 25
9:35AM to »

10:50AM

To add the course,

select anywhere on the
rectangular area here.




ACC
AGR
ART
BSC
BUS
BE
CHE
CHI
COM
CSD
CTK
CJS
DAN
ECO
EAF
ENG
ESL
FCS
FIL
FRE
GEO
GER
HSC
HIS
HON
IT
IDS
IB

List of Department Codes

Accounting

Agriculture

Art

Biological Sciences

Business Administration

Business Education

Chemistry

Chinese

Communication

Communication Sciences and Disorders
Creative Technologies

Criminal Justice Sciences

Dance

Economics

Educational Administration and Foundations
English

English for Academic Purposes

Family and Consumer Sciences
Finance, Insurance, and Law

French

Geography, Geology, and the Environment
German

Health Sciences

History

Honors

Information Technology
Interdisciplinary Studies

International Business

ITA
JPN
KNR
LAN
LAT
LAL
LGS
MQM
MKT
MBA
MAT
MSC
MUS
NUR
PHI
PHY
POL
POR
PSY
SWK
soC
SPA
SED
STT
TCH
TEC
THE
WGS

[talian

Japanese

Kinesiology and Recreation
Languages, Literatures, and Cultures
Latin

Latin American and Latino/a Studies
Legal Studies

Management and Quantitative Methods
Marketing

Master of Business Administration
Mathematics

Military Sciences

Music

Nursing

Philosophy

Physics

Politics and Government
Portuguese

Psychology

Social Work

Sociology

Spanish

Special Education

Student Teaching

Teaching and Learning

Technology

Theatre

Women and Gender Studies



4. Select “Review Class Selection” step and then choose “Next” in the upper right corner.

X Exit

Fall Semester 2020
Undergraduate
lllinois State University

Review Class Selection
Visited

2 Review Class Preferences
Mot Started

3  Enroll or Add to Cart
Not Started

4 Review and Submit
Not Started

Class Search and Enroll

Step 1 of 4: Review Class Selection
You have selected

ACC 131 Financial Accounting

Option Status Open
Class Session

Lecture - Section 001 Regular Academic Session

Meeting Dates

08/17/2020 - 12/05/2020

Days and Times

To be Announced

Next > E

Seats

Open Seats 4 of 115



5. Select the “Review Class Preferences” step. Adjust hours enrolled or grading basis using the drop-down
menus if permitted per catalog. Then choose “Accept” in the upper right corner.

¥ Exit Class Search and Enroll m

Fall Semester 2020
Undargraduals

Mincs State University

[ 4 | Review Class Selection

Compiete Step 2 of 4: Review Class Preferences m
ACC 13 Financial Accountin
Review Class Preferences I
In Progress Lecture - Section 001 - Open
3 Enroll or Add to Cart Add to waitlist if class is full? @ No
e Grading Basis You do not need to take any action here

Graded

ar

unless you wish to take this course as
4 Review and Submit

Nol Slaned

Pass/No Pass.

What is the difference between Graded and Passing/Not Passing (P/NP)?

An undergraduate student, (except a first-semester freshman), who is not on academic probation may choose to
register in some courses under the option that allows the student to be graded on the basis of P (Passing) or NP
(Not Passing) rather than on the basis of A, B, C, D, or F grades. Courses in a student’s major or minor, may not
be take on the P/NP option.

No Group 1 course in General Education may be taken under the P/NP option. If a General Education course is
required by a student’s declared major, that course may not be taken P/NP; it must be taken for a grade.



6. Review the “Enroll or Add to Cart” step. Select “Enroll” if you wish to enroll.

Fall Semester 2020
Undergraduate

lllinois State University

Review Class Selection
Complete

Review Class Preferences
Complete

Enroll or Add to Cart
Visited

Review and Submit
Not Started

Step 3 of 4: Enroll or Add to Cart

Do you wish to enroll or add the class to your Shopping Cart?

© Enroll
Add to Shopping Cart



7. Select the “Review and Submit” step. When ready, select “Submit” and confirm “Yes” when prompted.

Are you sure you want to submit?

e e




8. An Error or Confirmation screen will appear following each action: enrolling, dropping, updating, and
swapping. Error messages will state the outcome, reason, and recommended steps to resolve the error.

Error Screen- In this case, the course had a major block that prevented successfully adding the course.

Fall Semester 2020
Undergraduate
lllinois State University

= My Classes
® FIL 241 -Financial Markets

Q Register for Classes Unable to add this class - requisites have not been met. This section of FIL 241 is Major Blocked for specific students, Please contact the department for details.
Course requirements for FIL 241 are enforced. Refer to Course Finder. or contact the department for details.

./ Shopping Cart

- Q Return to Class Search Results
4= Drop, Swap, and Update Classes

L 4P Return to Keyword Search Page

% Registration Times and Guides

Confirmation Screen- The course has been successfully added to your schedule.

« TCH 212 - The Teaching Profession In Secondary Schools
This class has been added to your schedule.

A, Return to Class Search Results

0 Return to Keyword Search Page



How to Drop a Course

1. Select “Drop, Swap, and Update Classes” and then select the “Drop Classes” link. Then, select the term you
want to enroll in.

< Sstudent Center Select a Value A Q ! @
= My Classes Summer Semester 2020
Undergraduate
Q Register for Classes Fall Semester 2020
Undergraduate

i/ Shopping Cart
: Drop, Swap, and Update Classes ~
Drop Classes
Swap Classes
Pass/No Pass and Credit Hours
E Course Catalog and Planner v

[ Registration Times and Guides



2. Select the “Select Classes to Drop” step. Select the corresponding checkbox next to the class to be dropped.
The “Next” button will appear in the upper right corner after a selection is made.

X Exit Drop Classes Next ¥ -

Fall Semester 2020
Undergraduate

Select Classes to Drop

Complete Step 1 of 2: Select Classes to Drop
. Select Class Description Days and Times Room Instructor Units Status
Review Classes to Drop
Not Started " .
ol slarte Combo - Section 002 ART 252 Video | Monday Wednesday 1:00PM to 3:50PM  Online Course R. Burke 3.00 Enrolled

Combo - Section 001 ART 302 Digital Media Il To be Announced Online Course V. Faccin-Herman 3.00 Enrolled
Lecture - Section 001 ART 303 Sem Art Beyond West Tuesday 2:00PM to 4:50PM Online Course K. Souffrant 3.00 Enrolled
Laboratory - Section 018 PHY 102 Atoms To Galaxies To be Announced Online Course B. Clark 3.00 Enrolled
Lecture - Section 017 To be Announced Online Course B. Clark

Lecture - Section 002 SPA 111 Basic Spanish Skills Monday to Thursday 9:00AM to 9:50AM  Online Course Staff 4.00 Enrolled



3. On the “Review Classes to Drop” step, ensure you have selected the appropriate course/s you want to
drop. Select “Drop Classes” in the upper right corner.

X Exit Drop Classes < Previous S

Fall Semester 2020
Undergraduate

m Select Classes to Drop
.~ Complete Step 2 of 2: Review Classes to Drop

Review Classes to Drop Class Description Days and Times Room Instructor  Units  Status

Visited
* Combo - Section 002 ART 252 Video | Monday Wednesday 1:.00PM to 3:50PM Online Course R. Burke 3.00 Enrolled



4. Review and select “Yes” to confirm dropping the course/s.

Confirm that the following class(es) are to be dropped




How to Swap Classes

1. Select “Drop, Swap, and Update Classes” and then select the “Swap Classes” link. Use this process to swap
from one enrolled course to another.

{ Back Swap Classes A Q @

Fall Semester 2020
Undergraduate

lllinois State University

= My Classes Swap Classes m

Q Register for Classes Select the class you wish to swap then select the class you wish to replace it with.

Swap This Class

Shopping Cart
.. Shopping Ca Select from your schedule

4

: Drop, Swap, and Update Classes ~

With This Class
Drop Classes
Search for Classes

Swap Classes Class Search

4

Or
Enter Class Number

Pass/No Pass and Credit Hours
[E, Course Catalog and Planner v

[J Registration Times and Guides



2. Choose the “Select from your schedule” box and the class that you would like to swap.
3. Choose a class to replace the course by selecting “Class Search”.
4. Select the “Search” button in the upper right corner.

£ Student Center Swap Classes

Fall Semester 2020
Undergraduate
llinois State University

" My Classes Swap Classes
Q Register for Classes Select the class you wish to swap then select the class you wish to replace it with.

Swap This Class
"/ Shopping Cart
o Select from your schedule

: Drop, Swap, and Update Classes ~ SPA 111: Basic Spanish Skills (5248)

ap

With This Class
Drop Classes
Search for Classes

Swap Classes Class Search

ar

Or

Pass/No Pass and Credit Hours
Enter Class Number

[, Course Catalog and Planner 5324

[Z Registration Times and Guides



5. Review the “Review Class Selection” step. When ready, select “Next”.

X Exit Swap Classes Next » -

Fall Semester 2020
Undergraduate
lllinois State University

Review Class Selection
Visited Step 1 of 3: Review Class Selection

You have selected

2 | Review Class Preferences
Not Started FIL 241 Financial Markets

Option Status Wait List
3 Confirm Class Swap

Not Started Class Session Meeting Dates Days and Times Seats

Lecture - Section 002  Regular Academic Session  08/17/2020 - 12/05/2020 Monday Wednesday 2:00PM to 3:15PM Waitlist Available Places 10 of 10



6. Review the “Review Class Preferences” step. Adjust hours enrolled or grading basis using the drop-down
menus if permitted per catalog. Then choose “Accept” in the upper right corner.

X Exit Swap Classes :

Fall Semester 2020
Undergraduate
lllinois State University

4 | Review Class Selection i
Complete Step 2 of 3: Review Class Preferences

FIL 241 Financial Markets
E> Review Class Preferences

In Progress Lecture - Section 002 - Wait List

A . ( No )
5| Confirm Class Swap Add to waitlist if class is full? @ e
Not Started Grading Basis

Graded



7. Review the “Confirm Class Swap” step and then select “Submit”.

Fall Semester 2020
Undergraduate
lllinois State University

Review Class Selection
: Complete Step 3 of 3: Confirm Class Swap m

You are replacing this Class

| 2 | Review Class Preferences
N SPA 111 Basic Spanish Skills

Complete
Class Session Meeting Dates Days and Times Seats
Confirm Class Swap
Vished Lecture - Section 002  Regular Academic Session 08/17/2020 - 12/05/2020 Monday to Thursday 9:00AM to 9:50AM Closed
With this Class

FIL 241 Financial Markets

Option Status Wait List
Class Session Meeting Dates Days and Times Seats

Lecture - Section 002  Regular Academic Session  08/17/2020 - 12/05/2020 Monday Wednesday 2:00PM to 3:15PM Waitlist Available Places 10 of 10

» Class Preferences



8. When prompted “Are you sure you want to submit?”, submit “Yes” or “No”.

Are you sure you want to submit?

e Jte )




9. An Error or Confirmation screen will appear following each action: enrolling, dropping, updating, and
swapping. Errors messages will state the outcome, reason, and recommended steps to resolve the error.

Confirmation Screen- The swap has been confirmed.

" Swap ENG 260 - History Of Literature By Women with CHE 102 - Chemistry And Society
This class has been added to your schedule.



How to Add a Wait Listed course

1. Select the “Register for Classes” link. Search using the “Search For Classes” and the “Additional ways to
search” links.

Course Number: ENG 110
Department Code: “ENG” = English

Type the course here (i.e. ENG 110)

Fall Semester 2020 Change

= My Classes Search For Classes ()

Enter keyword .g. MAT, MBA 240, GE, General Education, GE14, 1Al, HON or Honors, Music

Q Register for Classes
Additional ways to search

. Shopping Cart » Favorites o e »

" The “Additional ways to search

w Recently Viewed .
= Drop, Swap, and Update Classes FIL 241 option allows you to search by
o Cataog and i Financial Markets Department. It is listed as Additional ways to search
ourse a nner v e . p
1 option available for Class Number 5324 Available subjects”. Available Subjects

[% Registration Times and Guides ACC 131 '

Catalog Number

Financial Accounting contains value 3

T class oplions available

ART 302 Instructor Last Nama
Digital Media Design Il contains word 3

3 class options availabla

SPA 111
=3 =




2. View your search results and select the course you would like Wait Listed.

= Class Status

Wait List Classes Only

w Subject

ENG / English

« Class Attribute
General Education - GE/OC H
Humanities

General Education 14 -
GE14/Humanities

View Search Results
1 Course with keyword: eng 110

ENG 110
English Literature And Its Contexts
1 Class Option Available



3. The selected course will then show up. You can select “Class Selection” option to see course details.

Fall Semester 2020
= My Classes
(), Register for Classes
./ Shopping Cart
: Drop, Swap, and Update Classes
5_ Course Catalog and Planner

[¥ Registration Times and Guides

ENG 110

English Literature And Its Contexts

W Add to favorite courses

k Canrea Infarmatinp

= Class Selection

Select a class option ()

Option

1

Status  Session

Wait List Regular Academic
Session

Class Meeting Dates

Lecture - Section 001 08/17/2020 -
12/05/2020

Days and

Times R
Tuesday Online
Thursday Course
9:35AM to

10:50AM

Instructor

Katherine
Ellison

Selected Filters 1 option
Seats

Waitlist Available Places
10f 5



4. Review the “Review Class Selection” step. Confirm that the option status says “Wait List”. Then select
“Next”.

X Exit Class Search and Enroll Next > -

Fall Semester 2020
Undergraduate

Wincis State University

E> Review Class Selection
Visited Step 1 of 4: Review Class Selection
You have selected

2 Review Class Preferences )
Not Started ENG 110 English Literature And its Contexts

Option Status Wait List
g3 Enroll or Add to Cart

Not Started Class Session Meeting Dates Days and Times Seats

4  Review and Submit Lecture - Section 001  Regular Academic Session 08/17/2020 - 12/05/2020  Tuesday Thursday 9:35AM to 10:50AM Waitlist Available Places 1 of 5
Not Started



5. Review the “Review Class Preferences” step. The page asks “Add to waitlist if class is full?” Change the toggle
button from “No” to “Yes”. Then select “Accept”.

X Exit Class Search and Enroll < Previous [
Fall Semester 2020

Undergraduate
llincis State University

"4 | Review Class Selection
! Complete Step 2 of 4: Review Class Preferences

ENG 110 English Literature And Its Contexts
2% Review Class Preferences

In Progress Lecture - Section 001 - Wait List

3 | Enroll or Add to Cart Add to waitlist if class is full? @ Yes

Mot Started

Grading Basis

Graded
4 Review and Submit

Mot Staried

What is the difference between Graded and Passing/Not Passing (P/NP)?

An undergraduate student, (except a first-semester freshman), who is not on academic probation may choose to
register in some courses under the option that allows the student to be graded on the basis of P (Passing) or NP
(Not Passing) rather than on the basis of A, B, C, D, or F grades.

Courses in a student’s major or minor, may not be taken on the P/NP option.

No Group 1 course in General Education may be taken under the P/NP option. If a General Education course is
required by a student’s declared major, that course may not be taken P/NP; it must be taken for a grade.



6. Select the “Enroll or Add to Cart” step. Select “Enroll” and then select “Next”. If you choose “Add to
Shopping Cart”, the course will be saved for later enrollment. Later enrollment is not guaranteed and is

dependent on course availability.

X Exit Class Search and Enroll < Pravious l Next > n

Fall Semester 2020
Undergraduate
Ilinois State University

1 | Review Class Selection
.~ Complete Step 3 of 4: Enroll or Add to Cart
Do you wish to enroll or add the class to your Shopping Cart?
| 2 | Review Class Preferences
-~ Complete © Enroll

Add to Shopping Cart
Enroll or Add to Cart
Visited

4 Review and Submit
Mot Startad



7. On the “Review and Submit” step, click “Submit” on the upper right side. Then confirm when prompted

x Exit

Fall Semester 2020
Undergraduate
lllinois State University

1 | Review Class Selection
.~ Complete

2 | Review Class Preferences
.~ Complete

[3 ] Enroll or Add to Cart
“._~" Complete

Review and Submit
Visited

with a pop-up message.

Class Search and Enroll

Step 4 of 4: Review and Submit
You have selected to enroll in
ENG 110 English Literature And Its Contexts

Option Status Wait List

Class Session Meeting Dates Days and Times

Lecture - Section 001  Regular Academic Session  08/17/2020 - 12/05/2020  Tuesday Thursday 9:35AM to 10:50AM

» Class Preferences

£ Previous E

Seats

Waitlist Available Places 1 of 5



8. An Error or Confirmation screen will appear following each action: enrolling, dropping, updating, and
swapping. Errors messages will state the outcome, reason, and recommended steps to resolve the error.

Confirmation Screen- The Wait Listed course has been successfully added to your schedule.

" CJS 200 - Contemporary Corrections
Class 1120 is full. You have been placed on the wail list in position number 1,

0 Retumn to Keyword Search Page



How to Swap a Wait Listed Course

You will not be removed from the course you are enrolled in unless the Wait Listed course opens.

1. Under “Swap Classes” select the course you are already enrolled in from the “Select from your schedule”
drop-down menu.
2. Under “With This Class” select “Class Search” from the “Search for Classes” drop-down menu.
3. Select the “Search” tab to search for a wait listed course.

Fall Semester 2020
Undengraduate
Sinois State University

= My Classes Swap Classes [ Search |
Q Register for Classes Select the class you wish to swap then select the class you wish 1o replace it with,
Swap This Class

Shopping Cart
o P Select from your schedule

ik

& Drop, Swap, and Update Classes ~ | SED 344: Secondary SWD (2241)
With This Class
Drop Classes
Search for Classes
Swap Classes Class Search

Or

Pass/No Pass and Credit Hours
Enter Class Numbear

ER, Course Catalog and Planner

[ Registration Times and Guides



4. Select the course you would like to have wait listed.

Fall Semester 2020

Undergraduate
- Search For Classes
Enter keyword e.g. MAT, MBA 240, GE, General Education, GE14, I1Al, HOM or Honors, Music
Register for Classes
Q‘ Additional ways lo search
.. Shopping Cart « Recently Viewed
= PHI 238
4= Drop, Swap, and Update Classes ~ Rights And Wrongs
3 class oplions avaiable
Drop Classes
ENG 110
Swap Classes English Literature And Its Contexts
1 class oplion avadabile
Pasa/MNo Pass and Credit Hours
THE 152
E Course Calalog and Planner ~ Experiencing Theslrs
B class options available
¥ Regisiration Times and Guides MAT 113401

Elements Of Mathemaltical Reasoning: With Math Principles
2 ciass oplions available



5. To add the wait listed course, select anywhere on the rectangular area where the course information is

Fall 3emester 2020
Undergraduate

= My Classes
(), Register for Classes

. Shopping Cart

z Drop, Swap, and Update Classes ~

Drop Classes

Swap Classes

Pass/No Pass and Credit Hours

[, Course Catalog and Planner

[} Registration Times and Guides

PHI 238
Rights And Wrongs

¢ Course Information
« Class Selection

Select a class option ()

Option Status Session

1

Wait List Regular Academic
Session

Wait List Regular Academic
Session

Wait List Regular Academic
Session

shown.

To add the course, select anywhere
on the rectangular area here.

Class Meating Dates

Lecture - Section 001 08/M7/2020 -

12/05/2020

Lecture - Section 002 08MTI2020 -

12/05/2020

Lecture - Section 003 08M7/2020 -

12/05/2020

Days and

Times
To be
announced

To be
anmounced

To be
announced

Online
Course

Online
Course

Online
Course

Solected Filters 3 options
Seats

Waithist Available Places 47
of 50 »

Waitlist Available Places 47
of 50 ]

Waitlist Available Places 50
of 50 *



6. Review and select “Next”.

* Exit Swap Classes Next > -

Fall Semester 2020

Undergraduate
Minois State University
Review Class Selection
Vesdnd Step 1 of 3: Review Class Selection
You have selected

2 Review Class Preferonces )
Mol Staried PHI 238 Rights And Wrongs

Option Status Wait List
3 Confirm Class Swap
Mot Staried Class Session Meeting Dates Days and Times Seats

Lecture - Section 001 Regular Academic Session 08172020 - 1200572020 To be Announced Waitlist Available Places 47 of 50



7. Select “Review Class Preferences”. The page asks “Add to waitlist if class is full?” Change the toggle button
from “No” to “Yes”. Adjust the grading basis using the drop down menu if permitted per catalog. Click

« »
Accept”.
% Exit Swap Classes < Provious [
Fall Semester 2020
Undergraduate
llincis Stale University
1 Review Class Selection .
Complets Step 2 of 3: Review Class Preferences m
PHI 238 Rights And W L
Review Class Preferences s find Hrongs -
In Progress Lecture - Section 001 - Wait List Select “Yes" here so that you can add the
wait listed course.
3 Confirm Class Swap Add to waillst if class is ful? @ Lo
R Grading Basis
Graded H

You do not need to take any action here unless
wvou wish to take this course underpass/No Pass.

What is the difference between Graded and Passing/Not Passing (P/NP)?

An undergraduate student, (except a first-semester freshman), who is not on academic probation may choose to
register in some courses under the option that allows the student to be graded on the basis of P (Passing) or NP
(Not Passing) rather than on the basis of A, B, C, D, or F grades.

Courses in a student’s major or minor, may not be taken on the P/NP option.

No Group 1 course in General Education may be taken under the P/NP option. If a General Education course is
required by a student’s declared major, that course may not be taken P/NP; it must be taken for a grade.



8. Review the “Confirm Class Swap” page and select “Submit”.

® Exit

Fall Semester 2020
Undergraduats
IHlirsgis State Linhasraty

|4 | Review Class Selection
Compiate

2 Review Class Preferences
Complels

E] Confirm Class Swap
Viased

Swap Classes

Step 3 of 3: Confirm Class Swap
You are replacing this Class.

PSY 213 Liespan Developmant

Class Sesslon

Lacture - Secion 001 Regular Academic Sesson
With this Class

PHI 238 Righis And Wrongs
Option Stabus Wait List

Class Session

Lechire - Section 001  Regular Academic Sesson

Mosting Dates

Days and Times

081772020 - 12052020 To be Announced

Mooting Dates

0aNTR020 - 120572020

Days and Times

To be Announced

£ Previous

Waithst Available Places 4T of 50



9. Select “Yes” on the pop-up message stating “Are you sure you want to submit?”




10. Confirmation or Error Screen: If confirmed, you will get a confirmation message with a green check

mark. If you get an error message, you will need to review the error message and follow the
recommended steps to resolve the error.

i ] Conimatin)

Fall Semester 2020

Undergraduntes
lincis State Linhersity
= My Classes
" Swap PSY 213 - LHespan Development with PHI 238 - Rights And Wrongs
Q Regisier for Classes Class 1078 is full. You have been placed on the wait list in position number 4.
.. Shopping Cart

+ Drop, Swap, and Update Classes ~
Drop Classes
Swap Classes
Fassa/Mo Pass and Credit Hours

[, Course Catalog and Planner

[5 Registration Times and Guides



11. Verify the Swap: To verify the swap, click on “My Classes”. The original course will remain on your
schedule and will only be removed if the wait listed course opens up.

£ Manage Classes View My Classes
Fall Semester 2020 Change
Undergraduate
“ My Cla By Class By Date
Q Register for CI - Show Enrclled Classes B8 Show Waitlisted Classes Show Dropped Classes
Printable P ioin: ri
¥ Shopping Cart age The original course will not be removed
« ENG 110 English Lit & Contex unless the wait listed course opens.

= Drop, Swap, and Update Classes ~

Status Waitlist Positigg onits Grading Basis Academic Program Requirement Designation
Drop Classes
‘Waiting Sth 3.00 Graded Fine Arts Undengraduate
Swap Classes
Class Start/End Dates Days and Times Room
Pass™o Pass and Credit Hours
0872020 - 120052020 Days: Tuesday Thursday Online Coursa
Lecture - Section 001 »

[, Course Catalog and Planner Times: 9:354M to 10:50AM

Enroliment Deadlines
[ Registration Times and Guides



To Check if a Course is Major Blocked

1. On the “Register for Classes” link, select the “Lecture # - Section #” hyperlink.

Fall Semester 2020
== My Classes
(), Register for Classes
./ Shapping Cart
.'." Drop, Swap, and Update Classes
{7, Course Catalog and Planner

[¥ Registration Times and Guides

THE 340
Directing Workshop

% Add to favorite courses
¥ Course Information
= Class Selection

Select a class option )

Option Status Session Class Meeting Dates Days and Times Room
1 Open  Regular Acade* |l ecture - Section 001 | 08/17/2020 - Tuesday Online
Session 1200572020 Thursday Course

1:00PM to
2Z:15PM

Selocied Filters 1 option
Instructor Seats

John Open Seals 4 of
Towvar 12



2. A pop-up box will populate. This will list additional class information such as, Class Details, Meeting
Information, Enrollment Information, and Class Availability.

Class Information
Meeting Information | Enroliment Information |

THE 340 Directing Workshop
Lecture - Section 001

Requirements
This section of THE 340 is major blocked for specific students. Please contact the depantment for details.

No Class Motes

Class Attributes 1

Class Attributes 2




3. The “Enrollment Information” tab will show details regarding if a course is reserved for “Majors Only”.

Meeting Infarmation

THE 340 Directing Workshop
Lecture - Section 001

Requirements
This section of THE 340 is major blocked for specific stedents. Please contact the department for details.

Mo Class Notes




