5% Quick Guide

Distance L ear ning Class Search_032708

1. From the MaineStreet portal, click tBeudent Self-Service link.
[Student Sel-Senice |

2. Click theStudent Center link.

3. Click theSelf Service link.

4. Click theDistance L earning Class Sear ch link.

5. TheDistance Learning Class Search feature enables you to search for Distance Legrnin
classes and add them to y®ish List. After adding classes to your Wish List, you canod
in them.

You are required to enter tiheademic Term andLocation to search for a class.

Select the appropriatscademic Term.

Web/On-line is the default.ocation. If you wish to select a different Location, cliok the
drop-down arrow in theocation field to look up and select the desired location.

Click theLocation drop-down arrow.

8. Scroll down if necessary and click on the deslredation to select it.

Note: The onlyOn Ste courses included in this search are those offereéshizersity College
Centers.

9. Be aware that entering additional search criteiightrlimit your search results more than
intended.

If you wish, you can narrow your class search kgremg the following criteria:

* Course Career (i.e. undergraduate, graduate, law...)

* Course Subject (i.e. ENG, MAT, PHY...)

* Distance Instruction Method (i.e. Interactive TelevisiorQn Ste, Online and Video
Conferencing.

Note: Thereisa pull-down menu at the top of the list of results, which allows you to sort your
results alphabetically by institution, modality, or subject.

After entering all the search criteria you wistug®, click theSear ch button.

| SEARCH
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10.

All classes that meet the criteria you entered aplbear in th&earch Results section at the
bottom of the page. If necessary, scroll down thgepto view all classes. You can also sort
your search results based lowstitution, Instruction Method, Satus andSubject. To sort the
results, click on the drop-down arrow in tBart Results By field and click on your choice to
select it.

Note: If your search results in a large number of classkck View All in the blueSearch
Results bar to view all classes at once.

If no matches are found, click tistart a New Search button and revise your search criteria
might help to broaden your search criteria.

t

11.

If the course you wish to enroll in appears inrsults list, click on its link in th€ourse
Title column to open th€lass Detail page.

12.

For this example, we'll clickOK and advance to thélass Detail page.

13.

Specifics about the class appear onGhess Detail page. After reviewing the details, you ca
either return to your search results by clickingRETURN TO RESULTS button, or you car

add the class to your Wish List by clicking tBeLECT CLASS button. In this example, we'll

continue to add the class to the Wish List.

| SELECT CLASS |

AN

14.

Click theADD TO WISH LIST button.

ADD TO WISH LIST]

15.

At this point, you can proceed with enrolling iretblass/es you've added to your Wish List,
you can search for another class.

If you've added more than one class to your Wi, lthey will all appear listed in thadl
Current Wish List Classes section. If you've added classes from multipleifasbns, you can
only enroll in classes one institution at a time.

The enroliment appointment schedule at each inistituletermines when you can enroll in
classes at each institution. Check y8dif-Service Student Center for details about when yo
can enroll (see the end of this topic for more linfation).

After you start the enrollment process for clasgesn institution, a popup message will not
you if you are not eligible to enroll at that ingtion. A contact number will be provided that
you can call for further information and assistance

For this example, we'll proceed with enrolling lie tUMFK class. Click th&oto Enrollment
button.

or

fy

GO0TO ENROLLMEN |
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16. | OntheWish List/Select Term page, you'll see a row for each institution folicghhyou have
added a class to your Wish List. Select the raditob adjacent to the appropriate
Term...Ingtitution for the class/s you wish to enroll in.

Note: You will be allowed to continue the enrollment pegs only if you have a current
enrollment appointment at that institution.

17. | Click theContinue button.

18. | When you clickedCONTINUE, you exited the Distance Learning Class Search andezhter
the enrollment site for the institution you selectelace a checkmark adjacent to the class
you wish to enroll in.

Note: if you click theSearch buttonon this page, you will be taken to tlnaditional class
search function. You will NOT return to tiistance Learning class search. If you wish to
return to the Distance Learning Class Search, yast lick the link in the Campus Solution
menu on the left-hand side of the page.

19. | Click theVALIDATE SELECTED button to have the system check for possible atisfli
prior to enrolling.
| “WALIDATE SELECTED I

20. | If there are issues related to your enrolling is tiass, a red X will appear in tBatus
section and the information about the issue witlesy in theMessage section.

In this example, no issues exist.
Click theBack to Wish List button.
| BACK TO WISH LIST |

21. | To enrollin the class, place a checkmark in$dect box adjacent to the class.

22. | Click theAdd Selected button.

23. | Click theFinish Enrolling button.
| FINISH ENROLLING |

24. | TheMessage section on thé&dd Classes page now shows the class has been added to yo
schedule. You have successfully completed the kemeak process for the institution.

Click theMY CLASS SCHEDULE button to view the class/s you've enrolled in_fost
institution.
| My CLASS SCHEDULE ”

25. | If there are classes from other institutions onryulti-campus wish list that you want to
enroll i, click thewish list tab.

26. | OntheWish List page, click th€ HANGE SELECTION button.
| CHANGE SELECTION

27. | On theWish List/Select Term page, select the radio button for the appropriate

Term/Institution.
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28.

Click theContinue button.

CONTINUE

29.

Classes you added to your Wish List for that inftn, but haven't enrolled in, appear listed.

Select the class you want to enroll in.

)

30.

Click theAdd Selected button.

ADD SELECTED

31.

Click theFinish Enroalling button.

| FIHISH ENROLLING |

32.

Click theMy Class Schedule button.

| MY CLASS SCHEDULE |

33.

TheMy Class Schedule page lists all class/s you've enrolled in at this ingt@n. To see all
classes you are enrolled in, go to the StudenteCent

From theSdf-Service menu click theSstudent Center link.

— Student Center

34.

If additional Distance Learning classes remain oaryWish List, to find out when you are
eligible to enroll in those classes, click on tegails link in the Enrollment Dates section.

35.

On theEnrollment Dates page, your enroliment appointment for your hanstitution
appears by default. Click tli@&hange Selection button to open thEnrollment Dates/Change
Selection page.

CHAMGE SELECTION I

36.

Select the radio button for tierm/I nstitution you want to check for your enroliment
appointment.

37.

Click theContinue button.

CONTINUE

38.

Your enroliment appointment, including wh&pen Enrollment begins, appears on the
Enrollment Dates page for the institution you selected.

To view other enrollment appointment dates, cllek@HANGE SELECTION button and
select a different Term/Institution.

39.

End of Procedure.
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