CMS Training Team — Training Manual
Process: Enroliment Fundamentals

Module: Student Records
San José State
UMIVYERESITY

Chapter 7: Student Self Service Registration

Once students are term activated and assigned a registration appointment time they can enroll in classes
using the self-service functionality in PeopleSoft.

PeopleSoft.

Log into the system using the
SJSU Student User ID and
Password.

User ID: |W |

Password: |unu. |

To settrace flags, click here

The PeopleSoft Main Menu page | [ m—"_

DlSpIayS mmh::l ® Student Center

[+ My Favorites ~ Academics

Navigate to the Enroll in a Class | 75 Feeme

[This Week's schedule

page Eg:mgﬂz ;i:r?ucnzﬁ ula Class Schedule
i Add g Class Th 12:00FM -
Infarmation ro azz - :

. [ Academic Records E‘S‘FE E"a EégL@?nlggi) élciseonpc:l Building

1. Main Menu I» Dearee Academic History
. F IGraduati Grades B
2. Self Service b Studert Adrrission Dares Pragrass B ot 2red TR Hall 445
3. Enrollment
4. Enrollment: Add Classes
The EnrO"ment page displays- ( my class schedule ][class search}( add 1( drop ][ edit ]
Add Classes

1. Select classes to add

To select classes for another term, select the term and click Change, When vou are
satisfied with your class selections, proceed to step 2 of 3,

Click on the Term in which
you want to enroll.

) [ll change I

Select Tern | Spring 20068
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Enter the class number or
click on the Search for Classes
Search button.

|goto... [il@

( my class schedule ][tlass searczhw add W drop ][ edit ]

Add Classes o=

1. Select classes to add

To select classes for another term, select the term and click Change, When you are
satisfied with vour class selections, proceed to step 2 of 3.

Select Terrn | Spring 2006 [i] change I

&dd a class using one of the following:

Search for Class |§Search for Classes o search
______ OR —mm——
Enter Class Nbr

Note: If a student is enrolled in classes for the term the student's class schedule display.

The Add Classes page displays.

Enter the Subject and an
additional piece of search
criteria.

Click the Search button

Page Description:

Add Classes

1. Select classes to add - Search for Classes
Select at least 2 search criteria. Click Search to wiew yvour search results,

San Jose State University | Spring 2006

Class Search Criteria

Course Subject select subject
Course Humber | iz exactly
Course Career | Undergraduate

Show Open Classes Only

Uze Additional Search Criteria to narrow vour search results,

D Additional Search Criteria ‘

CLOSE CLEAR CRITERIA ﬂEﬁRCH

Use this page to enroll in classes for the selected term and session.

Field Description:

Course Subject: Displays the course subject and catalog number.

Course Number: Enter the Class Number of the class in which you want to enroll.
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Course Career: The Career that the course was created under in the catalog e.g. undergraduate, graduate.

Show Open Classes Only: When checked “On” will only display classes with seats available.

Click on the Additional
Search Criteria to view
additional

The Additional Class Search
page displays.

Enter two pieces of criteria

and click the search button.

Class Search Criteria
Course Subject select subject I Bial

Course Number | is exactly V|21

Course Career | Undergraduate ‘il

Show Open Classes Only

Use additic jt=ris to narrow your search results,
Additional Search Criteria )
L —
( my class schedule ](nlasssearch]( add W drop ][ edit ]
Add Classes
E-{=Hz=1

1. Select classes to add - Search for Classes
Select at least 2 search criteria. Click Search to view your search results,

San Jase State University | Spring 2006

Class Search Criteria

Course Subject select subject | bial

Course Number [is exactly =l

Course Career IUndergraduats ;I

¥ show Dpen tlasses Only

Use additional Search Criteria to narrow your search results,

7 Additional Search Criteria

Meeting Time between and (exarmple: 1:00PM)
Day of Waek |Tndude Gnly These Days =]
Mron [TTues T wed [Mthus [T ri Msat [Msun
[=owamty ] | Instructor Last Name
class Nbr [ | texample: 1136)
Course Attribute aQ (axampla: GE Classes)
Course Athribute Value Q (exarmpla: Class Categary)
Course Tide Keyword | Q (exarmple: statistics)
Course Component | =
Session | =1
Mode of Instruction | =
Campus [5an Jase state University M. =]
CLOSE CLEAR CRITERIA @
N—e”
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The class search results page
displays.

Click on the View All
Sections.

Select a class by clicking on
the Section link.

The Related Class Sections Add

page displays.

1. Select the related Lab
section
2. Click the Next button

= BIOL 21 - Human Biclogy

First %/ 1-3 of 10 [} Last

¥iew All Sections

o

Saection D1-LEC(Z20304 Status .
Session  Regular Academic Session select classl
Meeting Dates Days & Times Room Instructor
‘1;"25;"2006 - 5/16/2006 ‘Th 12:00PM - 1:S0PM fi‘;“ce Building ‘
SectHon 11-LABIZ020& Status .
Session Regular Acadernic Session select classl
Meeting Dates Days & Times Room Instructor
|1/25/2006 - S5/16/2006  |TRA Duncan Hall 448 | Staff
SectHon 12-LABIZ20307F Status .
Session Regular Academic Session select classl
Instructor

Days & Times Room
Duncan Hall 448 | Staff

Meeting Dates
|1/25/2006 - 5/16/2006  |TRA

= BIDOL 21 - Human Biology

1-3 of 10 o Last

view All Sections First U

Section D1-LECIZ20304

Session  Regular Academic Session

Meeting Dates Days & Times Room
Science Building |

select class
tor

1/25/2006 - 5/16/2006 |Th 12:00PM - 1:50PM

Add Classes
]

1. Select classes to add - Related Class Sections

Spring 2006 | Undergraduate | San Jose State University

BIOL 21 - Human Biology
Section 01
Th 12:00FPM - 1:50PM  Science Building 142

Lecture salacted:

. Open M closed
ect Laboratory section (Required):
Crlfhsrs Section Schedule Location Instructor Status
[ 20306 11 TBA Duncan Hall 445 Staff .
e 20307 12 TBA Duncan Hall 442 Staff .
e 20308 132 TBA Duncan Hall 448 Staff .
. 20309 14  TBA Duncan Hall 448 Staff .
e 20310 15  TbBA Duncan Hall 442 Staff .

¥Yiew All Sections First | 1-5 of 14 ] Last

CAHCEL M BT
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Page Description:

Use this page to select the related component classes if the class has multiple parts.

Field Description:

Class Nbr: Displays the five digit enrollment code. The system also displays the course subject, catalog
number and class title.

Class Section: Displays the class section number. The system also displays the class component type.
Schedule: Displays days and times class is offered.

Location: Displays where the class meets.

Instructor: Displays the name of the instructor assigned to teach the class.

Status: Displays if the class is open or closed to registration.

Add the class permission number | Add Classes =4

if the class requires department
or instructor consent.

1. Select classes to add - Enrollment Preferences

Click the Next button BIOL 21 - Human Biology

Class Preferences

BIOL 21-01 tecture @ open @"“i“i“" Nbr )
BIOL 21-11 Lahoratnryonpen Grading Marrmal Grade Rules
Units 3.00
Session Regular Academic Session
Career Undergraduate Requirement Designation
Enrollment Requirements GE Core Area BZBE3: Life Science & Lab

& Ares BZ+B3: Science, Life Science
and Lab Science

CANCEL |@
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A message displays that the
selected class has been placed in
the student’s shopping cart.

Click on the Proceed to Step 2

of 3 button. \

To enroll in course selected
click the Finish Enrolling
button.

BIOL 21 has been added to your enrollment shopping cart. Add more
classes or click Proceed to Step 2 to continue processing your enrollment.

v

;I change I

Select Term ISpring Z006&

add a class using one of the following:

Search for Class

;I search I

ISearch far Classes

Enter Class Nbr

~ Spring 2006 Enrollment Shopping Cart

. Cpen M closed
Delete Class Descrpton Days /Times Location Instructor | Units Status|
EI BICL 21-01 Hurman Biology |Th 1z:00PM - Science 200 .
20304 (Lectural 1:50PM Building 142 !
— R
\BIOL 21-11 Hurman Biology Duncan Hall
SO (Labaratory) e 445 St .

1-2of2 L7 Last

First |

View All Classes in Cart

PROCEED TO 5T 20F 3
C=r
————

—;

|[ wishist |[ class search || add edit

[ my class schedule drop

Add Classes

2. Confirm classes

Click Finish Enrolling to process your request for the classes listed below. To
exit without adding these classes, click Cancel.

Spring 2006 | Undergraduate | San Jose State University

. Open M closed
Class Description Days/Times Location Instructor | Units St,atusl
EICL 21-01 Human Bialogy Th 1Z:00PM - Science 200 .
20304 [Lecture) 1:50PM Building 142 !
BIOL 21-11 Human Bialogy Duncan Hall
(20306) (Laboratary) TR 443 S ®
CANCEL PREVIOUS H FINISH EPARDLLING |}

—
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Verify the enrollment status by | [
looking at the Add Status field.

my class schedule ][wish list ](elass search ]( add drop edit

OHHziHal

Add Classes

3. View results

View the following status report for enrollment confirmations and erraors:

Spring 2006 | Undergraduate | San Jose State University

v Success: enrolled x Error: unable to add dass
Class Message Status

Message: vou are required to take this requirernent
BIOL 21 designation for this class, The requirement «
designation option has been set to yes.

MAKE & PAYMENT | M‘(CLASSSCHEDULE'

If the Enrollment Request was Add Classes -E-E
not successful the system .
. 3. View results
displays error message relevant
to the class and student

View the following status report for enrollment confirmations and errors:

enrolling.
Spring 2006 | Undergraduate | San Jose State University
& Success: enrolled X Errort unable to add das==
Class Message Status |
Error: Department Consent Required. Wou rmust
obtain permission to take this cdass, If you have =
QLTI perrnission nurmber, click fix errors, click the cass x
link, enter the number and resubmit.
TO drop a class CIICk on the [ my class schedule Wclass search]( add W drRrp W edit ]
Drop tab. '

The Drop/Update Classes page | Drop Classes
displays.

E'__

1. Select classes to drop

Select the classes to drop and click Drop Selected Classes,
Select the course you want to

drOp Select Term ISpring 2006 ;I change I
V Enralled ® Dropped

Click Drop Selected Classes

button ( Select Class Description Days /Times Location Instuctor | Units St.atus|
\ ~ diOL 21-01 Hurnan Biology  |Th 12:00PM - Science s.00| o
N[ 20304 (Lecture) 1:50PM Building 142 '
BIOL 21-24 Human Biology Duncan Hall
(z0219) {Laboratory) A 448 Staff L4
pm—

DROP SELECTED CLASSES
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The Dr_op Classes Confirmation Drop Classes -E—
page dlsplays. 2. Confirm vour selection

Click Finish Dropping to process your drop request, To exit without dropping
these classes, click Cancel,

To complete dropping the class v ®
selected click on the Finish

- Class Descripton Days/Times Location Instructor | Units | 5tatus
Dropping button. . :
BIOL 21-01 Hurman Biology Th 1Z:00FM - Science 2.00 Qf
203204 (Lecture] 1:50PM Building 142 !
BICL 21-24 Hurman Biclogy Duncan Hall
(20319) (Laboratory) TR 448 Sl L4

CAMCEL FREVIOUS FINISH DROPPING

View the results of vour enrollment request. Click Fix Errors to rake changes to your request,

The Dropped Results page 3. View results
displays.

Check the status of your
request.

v x
[class M \ | status

Success: Thiz class has been removed from your
BIOL 21 Qw ‘ o

Page Description:

Use this page to drop or update classes with a status of enrolled.

Field Description:

Action: Select the enrollment action that you would like the system to perform.
Subject/Catalog #: Displays the class subject and the corresponding catalog number.
Section: Displays the class section number.

Enrollment Status: Displays the Enrollment status of the class.

Units: Displays the number of units assigned to the class.

Grading Option: Displays the grading basis for the class.

Instructor Choice: Displays the instructor assigned to the course.

Update Status: Displays the status of the update/drop request.

Submit: Click the Submit button to process changes made to the enrollment.
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To view a class schedule
navigate to the View My Class <

my clags scl'll_ledule

Schedule page. et T

1. Main Menu

2. Self Service

3. Student Center

4. My Class Schedule.

The My Class Schedule page

dISplay)g p g [ my class schedule Wwishlist\"’classsearch\"’ add W drop W edit 1

My Class Schedule

Click on the Display Option

and Term you want to VleW @Iect Display Option * List UieD C weekly Calendar View

—
GlectTerm Spring QDDE‘.) ;I change |

T Clase Schedule Filter Options

¥ Show Enrolled tlasses || Show Dropped Classes [T show Waitlisted Classes %

BIOL 21 - Human Biology

Requirement

Status Units Grading Grade Designation Deadlines
nralled . orrnal ore Area H
; 00 grade SSBCS: Liff; I‘:ﬁlﬂ
Rulas Science & Lab
[Taken)
Class Nbr Section | Component Days & Times Location Instuctor gt:t':/End
20204 01 Lecture Th 12:00PM - Science 1/25/2006 -
1:50FPM Building 142 S/16/2006
20306 11 Laboratory TBA Duncan Hall  Staff 1/25/2006 -
448 Sf1e/z006
Page Description:
Use this page to view a class schedule for a specific term.
Field Description:
Subject/Catalog Number: Displays the class subject and the corresponding catalog number.
Cls #: Displays the five digit enrollment class number.
Class Section: Displays the class section number.
Component Type: Displays the type of course offering e.g. lecture, lab, and seminar.
Description: Displays the Title of the course.
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Grading Options: Displays the Grading Basis assigned to the course.

Grade: Displays the grade received for the course once grades have been recorded.

Units: Displays the total number of units assigned to the class.

Status: Displays the enrollment status of the course.

Academic Calendar button: Displays academic deadlines for dropping and adding classes.

Class Start/End Time: Displays the start and end time of the class. The system also displays the days of
the week the class is offered.

Location: Displays the building and room number of the class.
Class Begin/End Dates: Displays the start and end date of the class.

Instructor: Displays the name of the instructor assigned to teach the class.
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