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Concept

Using Student Self Service, a student can setprp@osed class schedule - the Wish List - and
enroll in classes either from the Wish List or Iop@ly adding the classe\Néte not all
campuses will be using the Wish List for Fall 208@istration. Please contact your campus
Registrar for information

Students can also drop, swap and edit classesatkegnrolled in.

The Wish List can be used to run "what if" scergrishere the student can select classes and see
how they affect his/her degree progress.

Each Institution sets a date after which the wisthcian be used for a given term. When
registration for the term starts, the student cagilben a Validation Appointment which lets
him/her check the wish list for enrollment problesugh as missing prerequisites. Once the
student has an Enrollment Appointment assignedhketan enroll in classes, whether from the
wish list or directly via "Add a Class."

Some Institutions may also require the studennterea PIN before enroliment. The PIN is a
number provided to the student by the advisor.rAlgvely, the advisor may validate the PIN
after approving the student's proposed class stheniuthe student may not be required to have a
PIN at all.
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Procedure

This lesson shows you how to use Student Self &e(tfe Student Center) to create a wish list
or proposed class schedule, and how to enrollérctiisses on your wish list. It also shows how
to add, drop and swap classes through self service.

Navigation

Step

Action

1.

After you sign-in to the MaineStreet Portal, kltbe Student Self Servicdink

and then click th&tudent Centerlink to open theStudent Centerpage. From
the Student Centeryou can access your wish list and/or enroll insgas drop
classes and perform other enroliment activities.

Create Proposed Schedule

Karen's Student Center

Add to Favorites

|2

Enrollment

=iy
Bloeadiines
My Class Schadule e

D =SeloUiRes s JeMhg wish List
[ Enterprise Applications Add s Class
[ Training Tools & Matetials Drop s Class | Class | Schedule | Room
' Technical Support o (5§, ENG 5-0000 Mo 10:00AM - ==
— Shiopping Plaza Academic History B | ec (14738) 12:45PM
i Grades
— My Personalizations e, i |ENG 100-0001  TuFr 2:00PM -
Dearee Progress BB e (17008 3:200M Cyr Hall 200

other academic.. v |3 weekly schedule b

My Account _ @ We are unable to display your account at
Account Inguiry this time. To access this information,
contact the Bursar's office to complete

your account profile.

Financial Aid

View Financial Aid

2008 Fall Schedule Mo Holds,

SEARCH FOR Classes |

Ho To Da's,

T Enroliment Dates

Enrollment Appointment
rou may begin enralling
for the 2008 Fall Regular
Academic session on April
15, Z008,

details b

T Advisor

Accept/Decline Avards

~ Personal Information

Dismsgraphic Dath Contact Information

Emergency Contsct o
LEeL e Your Home Addrese

Y¥our Mailing Address

Program Advisor
Mone Assigned

T UMS Web Links

WebDSIS
University of Maine Svstem

Names
User Preferances

1234 Main 5t.
Old Town, ME 04468

Your UMS email address

Penobscot
other personal... |%|(®) | Your Homs Phons
None

Annly for Admissinn

4
¥
3

Step | Action

1. | In theAcademicssection of your Student Center, click thésh List link.

Wish List
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go to ..

E®

(myclassschedule W(Wishlist](class sear{:h]( add ]( drop ]( SWap ]( edit ]

Wish List

Halp [7]

Select Term
Term Career Institution
2008 Fall Undergraduate University of Maine at Augusta
2008 Fall Undergraduate University of Maine Fort Kent
2008 Fall Undergraduate University of Maine at Machias
2008 Fall Undergraduate University of Maine

CONTINUE
My Class Schedule Wish List Class Search Add Drop Swap Edit
go to ... D@
Step Action
2. If you are active at several of the UMS Institas, you will see a list of each

activeTerm/Institution combination. In the list, click the Term/Institori for
which you want to select classes.

3. Click theContinue button.

CONTINUE

Page 4 of 21 Last changed on: 3/26/2008 8:21 AM




Reference Guide
Enrolling via Wish List

Class Search

lgoto ... B
fmyclass schedule ](wishlist](class search}f add ]f drop ]f swap ]( edit ]
Halp [7]

Wish List

IMPORTANT: The Wish List does NOT guarantee future enrollment in a class.

Use the Wish List to temporarily save classaes of interast until it is time to enroll for this

term. Click validate to have the system check for possible conflicts prior to enrolling.

2008 Fall | Undergraduate | University of Maine Fort Kent change term |

[ Class Nbr ﬁl OR  Search | Search for Classes 5‘“—""' ]

¥ 2008 Fall Wish List

. Open B closed &'.'.'Eit List
Select|Class Class Name Days/Times Location Instructor |Units S‘I:atusl
Intro to
ANT 100-0001 TuFr 8:30AM -
(] Tre==x—— |Anthrepelogy X TEA TEA z.00f [
(16744 [Lecture) 9:45AM

View All Classes in Wish List First ") 1 of 1 ") Last

DELETE SELECTED |

What degree requirements will the selected classes fill?  cClick here to find out.

Step Action

1. You can add a class to the wish list in two wafygou already know the class

number, enter it in th€lass Nbrfield and click the &dd to list" button. If you
don't know the class number, click button to do &lass Search
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Class Search

Search for Classes

Select at least 2 search criteria. Click Search to view your search results.

Class Search Criteria

Course Subject select subject I

Course Number iz exactly -

Course Career

-
Show Open Classes Only

D Show Open Entry/Exit Classes Only

Use Additional Search Criteria to narrow your search results.

> Additional Search Criteria |

CHAMNGE INSTITUTION OR TERM CLEAR CRITERIA SEARCH |
Step Action
2. Enter the desired information into tBeurse Subjectfield.
3. Click theAdditional Search Criteria button.
[o]
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Class Search Criteria

Course Subject

Course Numbar

Course Career

select subject |

is exactly

Show Open Classes Only

=

-

D Show Open Entry/Exit Classes Only

Use Additional Search Criteria to narrow your search results.

% Additional Search Criteria

Meeting Time

Day of Week

Instructor Last Name

Class Nbr

Course Title Keyword
Course Component
Session

Mode of Instruction
Campus

Location

Course Attribute

Course Attribute Valua

between | and |

Include Only These Days

D Mon I:‘ Tues D Wed

-

D'I'Ilurs DFri I:‘E-at DSun

iz exactly |

—

example: 1136

-

CHANGE INSTITUTION OR TERM | CLEAR CRITERIA | SEARGCH |

m
#
]

1

4. | Scroll down to see all the additional criteria.

5. | You can search by meeting times and days, by ictstrufor components like labs or
recitation sections, by location (for example atta or center), etc.
If you leave any of the fields blank, the search svimply include all values for that
field.

6. | Click the Mode of Instruction list.

7. | By selecting thévlode of Instruction, you can limit your search to certain kinds of
distance classes or to "in person" classroom dasse

8. | After entering your Class Search criteria, click 8earchbutton.

Last changed on: 3/26/2008 8:21 AM
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Wish List

Class Search Results

When available, click View All Sections to =ee all sections of the course.

The following classes match your search criteria Course Subject:
Mathematics, Course Number less than or equal to '200', Course Career:
Undergraduate, Show Open Classes Only: ¥

.::—E" D:cse: &E ist

CLOSE | START A NEW SEAF{CHl

= MAT 128 - College Algebra
View All Sections First E 1-3 of 4 [ ¥ ] Last
Section D001-LEC(17118) Status ® M

Session  Regular

Days & Times Room Instructor Meeting Dates

TuFr 12:30PM - 1:50PM |[Gymnasium 118 TBA of3/2008 - 12/19/2008
Section 0001-LEC{17113] Status . —IEEIECI: class
Session  Regular

Days & Times Room Instructor Meeting Dates

TuFr 12:30PM - 1:50PM |[Gymnasium 118 ‘"TBA 9/3/2008 - 12/19/2008
Section 0002-LEC{17120] Status . —Iselecl: class

Session Regular

Days & Times Room Instructor Meeting Dates

Step Action

9. After you enter your search criteria and seBsadrch, several matches might

appear listed. To see all the classes, clickiegy All Sectionslink. If necessary,
scroll down to view the choices.

To complete the addition of this class to the Wist) click theNext button. To
change your mind, clickkancel.

Click theSelect Clasdutton.

select class
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Enroliment Preference Page

foto . [V|[©)]
( my class schedule ](wish Iist]({:lass search][’ add W drop ]( sWap ]If edit ]
Help
Wish List
Enrollment Preferences
MAT 128 - College Algebra
Class Preferences
=TT ST .Dpen Wait List I:l Wait list if class is full
Permission Nbr
Session Regular Academic Session
. Undergraduate Grading Graded
Enrollment Information Units 3.00

& Mathematics (07) / Quantative
Reasoning {(09)
* Mathematical Skills
& Quantative Reasoning Mathematics (07) / Quantative
Reasoning (09)

Reguirement Designation

CANCEL | MEXT |
Section | Component Days & Times Location Instructor | Start/End Date |
TuFr 12:30FPM - Gymnasium . 9/3/2008 -
TBA
0001 |Lecturs 1:50PM 118 12/19/2008

My Class Schedule Wish List Class Search Add Drop Swap Edit

go to ... D@

1. Very rarely, a class needs special permissiam fite instructor or department fa
you to enroll. In that case, you geParmission Nbrfrom the instructor or your
advisor and type it in on tienrollment Preferencespage.

2. If the class has been set up wittvait List, you can choose to be added to the
waiting list if the class is full. This will happemhen you actually try to enroll in
the class.

3. Click theNext button.

NEXT
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Delete Class from Wish List

|go to ...

|\

[ my class schedule |[ wishiist || class search || add |[ drop |[ swap |[ edit |

Wish List

Help [7]

IMPORTANT: The Wish List does NOT guarantee future enrcollment in a class.

Use the Wish List to temporarily save classes of interest until it is time to enrcll for this

term. Click vValidate to have the system check for possible conflicts prior to enrclling.

J PSY 100 has been added to your Wish List.

2008 Fall | Undergraduate | University of Maine Fort Kent change term |

Class Nbr

I_ add to list | OR Search | Search for Classes St I

T 2008 Fall Wish List

.=:':E'| B ciosed ﬂx‘.‘ait List
Select|Class Class Name Days/Times Location Instructor |Units S‘I:atusl
Intro to
ANT 100-0001 TuFr 8:304M -
[0 Fr0===5—— |Anthropology X TBA TBA z.00| [
(16744 {Lacture) S:435AM
I:l MAT 128-0001 |College Algebra TuFr 12:20PM - | Gymnasium TBA 2.00 .
{17118 (Lecture) 1:50PM 118 :
ESY 100-0001 |Intro to Psychology |Tu 5:20PM -
O (17242] {Lecture] 9:20PM Cyr Hall 205 | TBA 3.00 @

View All Classes in Wish List

First |

1-3 of 3

DELETE SELEGTED

To remove a class from the wish list, click Selectcheckbox next to the class
and click theDelete Selectedutton.
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Degree Progress Report

1. You can ask the system to show you how classg®onWish List will help you
towards your degree.

To do that, select one or more classes in the hgshy checking theirSelect
bOX/S_ Then Click thlcli:l-c here to find out. ||nk

Degree Progress Report

Selacted classes from your wish list that may sstisfy degres requirements will display on
this report as "what-if" courses. Scroll through the report to find the degres
requirements fulfilled by your selected classes. If you selected a class on your wish list

and you don't find it on this report, it may not fulfill requirements for your program.

Beturn to Wish List

Undergradnate Advisement

University of Maine at Fort Eent

23 University Drive

Fort Eent, ME 04743

United States

HName : Karen X. Student

Student ID: 9999999

55N : 995-59-9958%9
Birthdate : 1980-03-03
————— Academic Program History - - - = =
Program : Hon Degree Undergrad
2007-09-12 : Actiwe in Program

Step Action

2. The system generate®agree Progress Reporfor the student, including the
selected wish list classes.

Click theReturn to Wish List link.
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Validation Appointments

1. In the example below, the Institution’s Registradfice has created\dalidation
Appointment for the student. This means the student can ctiecwish list for time
conflicts, missing prerequisites, etc.

The student knows he can check his wish list becaugalidate Selected button
has appeared. That button does not show untilttiiest has &alidation
Appointment.
Class Nbr ﬁl OR  Search | Search for Classes Vl search |
¥ 2008 Spring Wish List
. Opean B closed &'.'.'Eit List
Select|Class Class Name Days/Times Location Instructor |Units Statusl
Introduction to
= h 2:05PM -
D w Anthropology TIIJT TBA TEA 3.00 .
(1022 {Lecture) 4:20PM
[] |SRli2s-0001 E”;:;I‘J‘tiﬁg TuTh 3:05PM - |, TBA 200 @
(1024 [Lectura) 41 20PM
ESY 100-0001 |General Psychology |MWF 9:00AM -
4 (1034) (Lecture) 9:50AM TEA TEA .00 @
ESY 212-0001 |Research Methods |MwW 11:00AM -
D (1048 II (Lecture) 12:15PM TR R = .

View All Classes in Wish List

First |

1-4 of 4

| Last

What degree requirements will the selected classes fill?

( VALIDATE SELECTED ” DELETE SELEGTED
I

ADD SELECTEDl

Click here to find cut.

Step | Action
2. Select the classes to validate. Click 8edectoption next to each class.
3. Click theValidate Selectedbutton.
| VALIDATE SELECTED |
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Step Action

4. In the example above, the system found one pmable

Click theBack to Wish List button to search for an alternative class.
| BACK TO WISH LIST |

EEXE— )

Howard Foofram

(my{:lass schedule ](wish Iist]({:lass sear{:h]( add ]( drop ]( SWwap “’ edit ]

Wish List

Wiew the following status report for enrollment confirmations and errors:

Description | Message | Status |
ANT 100 OK to Add. Y
There is a time conflict for class number 1022 and
class number 1024, There is currently a meeting
time conflict for two of your wish list classes or a x

CRJ] 125 . :
wish list class and one of your enrclled classes for
this term. Use the class numbers to check the
meeting times.

BACK To WISH LIST |
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Add Selected Class

1. When yourEnrollment Appointment is in effect, an Add Selected button will
appear. You use this button to request enrollmeselected classes from the wish
list.

Howard Foofram

v

fmycmss schedule ]fwishnst][ class search]f add ]f drop ]f swap ][ edit ]

| go to ...

Wish List

Use the Wish List to temporarily save classes of interest until it is time to enroll for this

term. Click Validate to have the system check for possible conflicts prior to enrolling.

Select Term |2EIEIE- Spring vl change I
Class Hbr add to list OR Search |5Earch for Classes V.l search |

¥ 2008 Spring Wish List

.':';:&'- M ciosed &2‘.'5:' List
:SElectIﬂa-ss iClaSE Name IDarszmtEE iLul:al:iun IInstructar Uni‘lsIEtal:usl
| Introduction to |
|ANT 1D0-0002 TuTh 3:058M -
[ 5aser = |Anthropology TBA TBA 3.00| 0
b B

!;1022 bt 4:200M I
| Intro to Cr |
|CRI 125-0001 : TuTh 2:05PM - {

[ | |Computing : TBA TBA .00, @
!{10241 ey 4:20PM |
|PS¥ 100-0001 |General Psychology |MWE 9:004AM - |

[ [{z034) (Lecture) 9:504M i T F00 @
|PSY 312-0001 |Research Methods |MW 11:00AM - [

[l [[1048] II {Lecture] 12:15PM AR THA 3'E"'-"i @

VALIDATE SELECTED

View All Classes in Wish List

BELETE SELECTED

First " 1-4of 4

ADD SELECTED |

i fact

Step Action
2. Select the classes in the wish list you wantimkin. Click theAdd Selected
button.
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PIN Numbers

1. If your Institution requires you to entelPdN in order to enroll, type in the PIN
number and click th¥alidate button.

If the PIN is correct, you can proceed to enroll.

Normally a student gets the PIN from his/her advibit all Institutions require the
student to enter a PIN. Check with your advisor.

Pin Validation

You were given a validation number to enter before you can add classes. Please enter below and click the
Validate button.

Enrollment Pin Number

Yalidate Cancel

Step | Action

2. Click theFinish Enrolling button.

| FINISH ENROLLING |

Class | Description | Days/Times | Location | Instructor | l.lnitsl Statusl
Introduction to
ANT 100-0002 TuTh 2:05PM -
] Anthropology ) TBA TBA 3.00 .
(1022 e 4:20PM
General
BSY 100-0001 MWF 9:00AM -
sar oot Psychology . TBA TEA z.00| @
(1034 e 9:50AM
Research
PS5y 312-0001 MW 11:00AM -
2t atetliel Metheods 11 TBA TBA z.00| @
(1048 = 12:15PM
CAMCEL PREVIOUS FIMISH ENROLLING |
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My Class Schedule

Howard Foofram [FEEXER— ()

(myclassschedule ](wishlist](class sear{:h]( add ]f drop ]( swap ]f edit ]

Add Classes

3. View results

Wiew the following status report for enrollment confirmations and errors:

L=H=]

fE.::ass enrcolled xE O able to add class
Class | Message | Status |
Success: This class has been added to your
ANT 100 schedule. ¢
Success: This class has been added to your
AL schedule. ¢
Success: This class has been added to your
PSY 312 schedule. ¢
My CLASS SCHEDULE |
Step Action
3.

Click theMy Class Schedulebutton to view classes successfully added to you
schedule.

| MYy CLASS SCHEDULE I
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Add a Class without Using Wish List

1. To add a class without going through the Wish Ldbtk theAdd a Classlink in the
Academicsection of thestudent Center. Search for the desired class in the same
way as for the Wish List.

Howard Foofram lgoto ... EB®

fmyclass schedule ]fwish |ist]fclassseamh]f add ]f drop ]f swap ]f edit ]
Help [7]

ﬁdd Classes

1. Select classes to add

Put classes in your Shopping Cart and when you are satisfied with yvour class
selections, proceed to step 2 of 3.

2008 Fall | Undergraduate | University of Maine at Augusta

Add a class using one of the following:

Search for Class | Search for Classes @ search

Enter Class Nbr T |
¥ 2008 Fall Enrollment Shopping Cart

. Open B ciozad ‘-"i"-,'.'.'sit List
Delete Class Description Days/Times Location Instructor |Units Statu5|
Fund of General
CHY 105-0000 - We 4:00PM - .
m (14524] E:Lhei:ﬁ:jw 5145PM TBA TBA .00, @
View All Classes in Cart First | 1 0f 17 Last
PROCEED TO STEP 2 0F 3 |
Step | Action

2. To Add a class:

1. Find the class you want using the search.

2. Click theProceed to Step 2 of Button.

3. Confirm by clicking thd=inish Enrolling button, as we saw earlier.
| ProcespToster20F3 |

3. To complete the enrollment, click tRénish Enrolling button.
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Drop a Class

Step | Action

1. | To drop a class, click therop a Classlink.

2. | On theDrop Classespage, click th&electbox/s next to the class or classes you want to
drop. Then click th®rop Selected Classelutton.

Howard Foofram [FEXE— )

(myclassschedule ](wishIist](classse&r{:h]( add ]( drop ]( swap ]( edit ]

Drop Classes

1. Select classes to drop

Select the classes to drop and click Drop Selected Classes.

Select Term | 2008 Spring v| change

fE": ad I@'I':::a: ,-'i"-..'s'._s'.a:
Select Class | Description | Days/Times | Location | Instructor | Unitsl Statusl
O | B, WSSO e e e v
e e S O N e

[ DROP SELECTED CLASSES | ]
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Swap a Class

Step

Action

1.

A Swap drops one class and adds another in onataperTo do a swap, click the
Swapa Class link

Step Action

you are enrolled in for the term in question. Sellke class from this list.

To enter the class to add, either type in@leess Nbr, or do aClass Searctor
Select the Class from your Wish List.

You must choose the class to drop and entesléiss to add. To choose a class
drop, pull down theSelect from your schedulglist. This displays all the classe

to

Click theSelectbutton.

clicking theFinish Swappingbutton.

| FINISH SWAFPPING |

Having selected the class to drop and the ctaadd, complete the process by
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5. | If the Swap fails due to a time conflict betweea tiew class and another class on the
student's schedule you will be still enrolled ie ttlass you tried to drop. To fix the

1}

problem you can use th&Wap Another Clas$ button to select a different class to ag

d.
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Edit Option
Step | Action
1. Use theEdit tab to enter options for classes. For example,ipay have enrolled in a

variable credit class where you can choose the eruwilcredits. Use the Edit page to
enter the number of credits desired.

Return to Student Center

Step Action

2. To return to th&tudent Cente, either clickStudent Self Servie in the menu, o
selectStudent Centerin the 'go td' pull-down list and click th&O! button
(>>).
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