SELF-SERVICE STUDENT COURSE PREREGISTRATION INSTRUCTIONS
Effective with preregistration for Spring 2026

#1) Add course sections to your schedule for approval by your advisor

Before beginning this step, write out your course schedule on paper using the online PDF course schedule utilizing your
major checksheet. Make sure the section numbers and times are accurate.

To begin entering your courses select Course Catalog [Screen Shot #1]

e Notice that you see a red warning message at the top right of the screen. This is an indicator message letting you
know that you are only permitted to enter your courses. Your advisor must give the thumbs up to each course
before you can complete the registration process.

e You are now ready to enter your courses. On the top right of the screen you will see a search for courses box.
Enter the name of the course you want to register for (Example: ENGL-101). You will then see the course you
selected. Click the grey drop-down bar for the course and identify the specific section of the course you want to add
for the spring 2026 term. Locate the specific section of the course you want to add and click “Add Section to
Schedule” button. DO NOT CLICK ADD COURSE TO PLAN!! [Screen Shot #2]

e Verify the section details and click “Add Section” making sure you have selected the correct term

e Proceed until all of your sections have been added to your schedule

e After you have added courses to your schedule, go to Student Planning, select the Go to Plan & Schedule under the
Plan Your Degree & Register for Classes section

e Select the term — Spring Term 2026SP by using the right arrow to toggle over to the correct term

e Under the Schedule tab, you will see all of the courses you added appear on a Sunday-Saturday calendar grid
At this point, if you see something that is incorrect, you can delete a course by clicking the x beside the name of the
course. [Screen Shot #3] Note that the courses are in yellow and are in the planning stage.

e Please note any restrictions, holds or problems will be outlined in red in the upper right-hand corner of the screen.

e Courses that show on the grid that appear in yellow have been added to your plan, but have not yet been
registered and approved. Courses that show in red indicate a time conflict or problem (prereq, etc.) and must be
removed.

#2) Have your schedule approved by your advisor

Once your classes have been entered into Self-Service, you are now ready to notify your advisor. Your advisor must now
approve your courses. Notify your advisor either via email or by sending a request in Self-Service for a review.

[Screen Shot #4]

In some cases, your advisor may want to meet with you to review your course schedule. Please contact your advisor to
schedule an advising appointment and to receive further details on their process

#3) Complete the registration process in Self-Service during your assigned time

Once your advisor has reviewed your schedule by giving the thumbs up to each course, YOU are now ready to register
during your assigned registration window below. [Screen Shot #5] On the day your registration window becomes active,
you will be able to click the Register button. Under the schedule tab on the calendar grid, courses that appear in green are
registered. PLEASE NOTE: Your advisor will no longer be registering you for classes, only approving your courses!

STUDENT PREREGISTRATION SCHEDULE

Fall 2025 New hours & All GR students Monday, October 20 beginning at 7:30 am - Friday, October 24 at 10 pm
75+ earned credit HRS & GR students Monday, October 27 beginning at 7:30 am — Friday, October 31 at 10 pm
<75 earned credit hours & GR students Monday, November 3 beginning at 7:30 pm — Monday, November 10 pm

Late Preregistration Wednesday, November 12 at 8:00 am and remains open thru finals




Financial Holds

HELPFUL HINTS

If you are on hold, you will not be permitted to preregister and you will receive a red flag notification in Self-Service.

Adding/changing courses

If you are still within your preregistration time period, you may add or change courses via Self-Service with the approval

of your advisor by following the instructions outlined above.

Course alternatives

You are encouraged to list on your preregistration form several alternate courses in the event any of choices do not
work out. In the event you have to remove courses or encounter issues, you can utilize alternates quickly when
working with your advisor during the approval process.

Searching for Sections

Self-Service gives you the option to filter courses by such as course day/time, department, course level (100, 200, 300,
400), instructor, etc. under the Search for Sections option. This option also indicates current enrollment information as

well as prerequisites.

Last, please remember that this is only preregistration. ALL students must officially register on the
designated registration date at the beginning of each term as outlined on the academic calendar.
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Hello, Welcome to Colleague Self-Service!

Choose a category to get started

Student Finance
Here you can view your latest statement and make a payment online.
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Here you can change your consent for e-delivery of tax information.

- Student Planning

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

o Grades

Here you can view your grades by term.

; Academic Attendance
©  Here you can view your attendances by term.

Faculty

Here you can view your active classes and submit grades and waivers for students.
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Financial Aid
Here you £an access finandial aid data, forms, etc

Employee
SaswpatPTEN VIEW your tax Torf COMeememaagnings statements. banking information. timecards a/

Course Catalog
Here you can view and search the course catalog.

Graduation Overview
Here you Cofl View ang SuomiteE graduation application.

Advising
Here you £an access your advisees and provide guidance & feedback on their academic planning.

Financial Management
Here you can view the financial health of your cost centers and your projects

All rights reserved. Privacy
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W[ed Search Selection: BUSI

Pk st

BUSI-111 Prin of Financ Acct (3 Credits)

Introduction to the fundamental principles involving business transactions necessary for financial reporting. Requires 100-level math placement or completion of DEVL-070.
Requisites:

None

Add Course to Plan

View Available Sections for BUSI-111

Spring Term 2026

BUSI-111-01
Prin of Financ Acct

Seats @ Times Locations

Add Section to Schedule

29/30/0 T/Th 1:00 PM - 215 PM Administration Building 334
1A12/2026 - 5/5/2026 Lecture

Crim, Elizabeth K. (Lecture)
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Plan your Degree and Schedule your courses

Schedule

Registes Now

Planned: 14 Credts  Enrolled: 0 Creds  Waltlisted: 0 Crear

BUSLA31.04: Prin of Management
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o
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Sections with no meeting time
 View other sections
# FYFX-AD3 Bortfolio Braparation Sectian 1
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NOTE: Courses appearing in yellow on the calendar grid are in the “planning” stage. Once the courses
are approved and registered, they will appear in green.
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Academics - Student Planning - Plan &Schedule

Plan your Degree and Schedule your courses

neline Advising  Pesitions & Waivers

My Advisors

(&) Erederick, Tammy 1. (Major)

Compose a Note
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) Approved

+ Planned

Credits: 3 Credits

Grading: Graded
Instructor: Parker, Robert
1/12/2026 to 5/5/2026
Seats Available: 30

“ Meeting Information

v View other sections

COMM-211-01: Fund Human Communic b4

) Denied

Take ENGL-110 AND FYEX-101; FYEX-101-HONORS; OR PLACEMENT BASED UPON TRANSFERRABLE
CREDIT HOURS - Must be completed prior to taking this course.

+ Planned
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ENGL110.01




