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Serving our Students, Faculty & Staff

Self Service: Student

Quick Reference Guide

Enrollment Shopping Cart

Students may use the Enrollment Shopping Cart to save classes until it is time to enroll for the term.
Students may validate (eligibility and availability) class selections prior to the enroliment appointment.

Step

Action

1.

Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:

e Enter your Username and Password and click the 0 Go icon.
e From the Enterprise Menu, select the HR/Campus Solutions link.

Navigate to: Self Service > Student Center.

In the Academics section select the enrollment shopping cart link.
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4, As needed, on the Shopping Cart page, select a term radio button.
Name go to ... v @
[ Search " Plan 1[ Enroll W[ My Academics ]
| my planner || shopping cart || course history |
Shopping Cart
Select Term
| Term Career Institution
’ () |2011 Summer Term Undergraduate !Queens College
I @ Jz2011 Fall Term Undergraduate IQueens College
5. Click the CONTINUE button.
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6. a.

When the class number is known, then on the Add Classes to Shopping
Cart page, enter the unique four or five digit class number in the Enter Class
Nbr field and then click the enter button.

Add to Cart:

Enter Class Nbr

7037] enter |

2011 Fall Term Shopping Cart

Select Class

ARTH 101-01

2011 Fall Term | Undergraduate | Queens College change term |

Days/Times Room
Mo S:15AM

Instructor| Units Status

B faias - 12:09pm Klapper401 E.Krest | 3.00 @
Find Classes TuTh
BALA 100-01 .
3:05PM - ;
? Class Search (5] (2266) 4:20PM Honorsidy Leventhal 00 Q
(*) My Planner
search I for selected: deletel validate I enrolll
b. On the 1. Select classes to add — Enrollment Preference page, review

section information, update Class Preferences as needed, and then click the
Next button to add the class to your Shopping Cart.

Note: Available Class Preferences will vary depending on the course.

Class Preferences

AMST 110W-01

Session
Career

Enrollment Information

Lecture

Regular Academic Session

Undergraduate

.Open

® PRE: ENGL 110, SOPHOMORES
AND ABOVE ONLY
® Evening Class

AMST 110W - INTRO AMER SOC/CULT

Wait List [T] wait list if class is full
Permission Nbr ]7

Grading Undergraduate Letter Grades
Units 3.00

Requirement Designation
Regular Liberal Arts

D Take Requirement Designation

CANCEL I NEXT I

Section | Component Days & Times Room [ Instructor Start/End Date |
[ Fr 4:30PM - [ [ 08/26/2011 -
Ot Lectars |7:30PM [ EEa staff 12/22/2011
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C. On the Add Classes to Shopping Cart page, a message displays to indicate

that the class has been added to your Shopping Cart.

Shopping Cart

Add Classes to Shopping Cart

Use the Shopping Cart to temporarily save classes until it is time to enroll for this term.
Click validate to have the system check for possible conflicts prior to enrolling.

J AMST 110W has been added to your Shopping Cart.

2011 Fall Term | Undergraduate | Queens College change term |

.C:-‘:'n D:*::-;:w
2011 Fall Term Shopping Cart

Add to Cart:
Enter Class Nbr Select Class Days/Times Room

enter I D AMST 110W-01 Fr 4:30PM -

7037 7:30PM TEA
Find CI
i BALA 100-01 ;f‘g;pm N
@ Class Search ] (2266) % Honors 17
4:20PM

() My Planner

search |

for selected: delete l

Ac* List

Instructor| Units Status

Staff z.00 @

3.000 @

Leventhal

validate l enroll I
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7. a. To find a class using the Class Schedule search from the Add Classes to
Shopping Cart page, click the Class Search radio button and then click the search
button.
Enter Class Nbr Select Class Days/Times Room Instructor Units Status
— | TuTh
| ! — [ 'B:ZL-:GI:IOO—OI B?OSPM T Honors 17 E) 3.00 ‘
{ eventhal
Find Classes 4:20PM

@) Class Search

@ My Planner e salaadi delete I validate l enroll l

search |

v

b. On the Enter Search Criteria page select the Course Subject from the —l
dropdown list, enter the course number from in the Course Catalog in the Course
Number field or leave the field blank to list all of the subject’s courses, and/or select

the Course Career from the v dropdown list. To show all sections uncheck the r
Show Open Classes Only checkbox. To narrow your search results, select the
Additional Search Criteria link and enter additional criteria. After selecting you
search criteria, then click the Search button.

Class Search Criteria

Course Subject American Studies v
Course Number is exactly =
Course Career Undergraduate v

Show Open Classes Only

D Show Open Entry/Exit Classes Only

c. Onthe 1. Select classes to add — Enrollment Preference page review the
section information, update Class Preferences as needed, then click the Next
button to add the class to your Shopping Cart.

Note: Available Class Preferences will vary depending on the course.

AMST 110W - INTRO AMER SOC/CULT

Class Preferences

it Li it list if is f
AMSE LoD it OOpen Wait List [T] wait list if class is full
Permission Nbr |
Session Regular Academic Session
Grading Undergraduate Letter Grades
Career Undergraduate
Enrollment Information Units 3.00
® PRE: ENGL 110, SOPHOMORES
AND ABOVE ONLY Requirement Designation

® Evening Class Regular Liberal Arts

E] Take Requirement Designation

‘ Section | Component ] Days & Times Room Instructor l Start/End Date
\ \ (Fr 4:30PM - ‘ ‘ |08/26/2011 -
| | - |
01 |Lecture |7:30PM .TBA ‘Staff |12/22/2011
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d. Onthe Add Classes to Shopping page, a message displays to indicate that the

class has been added to your Shopping Cart.

Shopping Cart

Add Classes to Shopping Cart

Use the Shopping Cart to temporarily save classes until it is time to enroll for this term.
Click validate to have the system check for possible conflicts prior to enrolling.

J AMST 110W has been added to your Shopping Cart.

2011 Fall Term | Undergraduate | Queens College change term |

Add to Cart:

Enter Class Nbr Select Class Days/Times Room

[ _enter | P [AMSTL10W-0lFrdizoPM- |
7037 7:30PM
Find Classes TuTh

) BALA 100-01 |.° A
@ Class Search ] (2266 F:05B1 Honors 17
) e 4:20PM
(7) My Planner

search | for selected: r.leletel

2011 Fall Term Shopping Cart

validate l enroll I

Ac* List
Instructor| Units Status

Staff .00 @

3.000 @

Leventhal
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8. a.

click the search button.

To move courses from your Academic Planner to your Shopping Cart, then on the
Add Classes to Shopping Cart page, click the My Planner radio button and then

Add to Cart:

Select Class

(]

Enter Class Nbr

-

Find Classes

enter
(2266)

(©) Class Search

@ My Planner

BALA 100-01

2011 Fall Term Shopping Cart

Days/Times Room

TuTh

2 00PM. - Honors 17
4:20PM

for selected: delete I

Instructor Units Status

D.

3.00
Leventhal

validate I enrolll

add to the Shopping Cart.

Shopping Cart.

b. On the Search from My Planner page. click the Select button next to a course to

Note: Only courses offered for the current semester may be added to the

¥ 2011 Fall Term
Course

Description

Units |Term Status

[AMST 222 |Us IN GLOBAL SETTING

gned Co
Course Description

Units |Term Status

13.00 iNot offered in 2011 Fall Term.

AMST 110W INTRC AMER SOC/CULT

{
|3.00

Classes available this term.

select
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c. Onthe 1. Select classes to add — Enrollment Preference page, review the
section information, update Class Preferences as needed, and then click the

Next button to add the class to your Shopping Cart.

Note: Available Class Preferences will vary depending on the course.

w
1]
U
n
1]
0

AMST 110W - INTRO AMER SOC/CULT

Class Preferences

AN T OWEDi Pasise .Open Wait List [ wait list if class is full
Permission Nbr |

Session Regular Academic Session
Grading Undergraduate Letter Grades

Career Undergraduate

Enrollment Information Units 3.00

® PRE: ENGL 110, SOPHOMORES
AND ABOVE ONLY Requirement Designation

® Evaning Class Regular Liberal Arts

[rake Requirement Designation

cancer | nexr
Section | Component I Days & Times ] Room l Instructor IStart/End Date
Fr 4:30PM - l 1 |08/26/2011 -
OllLecture 7:30PM iTBA .‘Staff 112/22/2011

d. Onthe Add Classes to Shopping Cart page, a message displays to indicate that

the class has been added to your Shopping Cart.

Shopping Cart

Add Classes to Shopping Cart

Use the Shopping Cart to temporarily save classes until it is time to enroll for this term.
Click Validate to have the system check for possible conflicts prior to enrolling.

¢ AMST 110W has been added to your Shopping Cart.

2011 Fall Term | Undergraduate | Queens College change term I

.Z:e’- D:I:g»':ﬁ A,.z“,zz
Add to Cart: 2011 Fall Term Shopping Cart
Enter Class Nbr Select Class Days/Times Room Instructor Units Status
— AMST 110W-01 Fr 4:30PM -
| mmter | ] TBA Staff .00 @
(7037 7:30PM
Find Classes
> BALA 100-01 | TUTR D.
(") Class Search B |, 2 Honors 17 3.00 .
2266) 4:20PM Leventhal

@ My Planner

search I for selectadi deletel validate I
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9. Prior to enrollment, select the checkbox of each class in your Shopping Cart to
confirm your eligibility (i.e. prerequisites) and their availability (i.e. time conflicts).

Add to Cart: 2012 Fall Term Shopping Cart
Enter Class Nbr Select|Class Days/Times |Room Instructor |Units | Status
EEA 432-01
enter | (m828 TBA Staff .00 @

Find Classes

@ Class Search for salectad: delete wvalidate enroll I

My Planner

search |
10. Select the validate button.

Note: Review the validation status report and adjust your planned schedule as
needed.

Note: Classes in your shopping cart remain there throughout the semester, until
you either enroll in a class or delete the class from your Shopping Cart. The
Status column updates each time you view your Shopping Cart displaying
whether the class is open or closed.

Shopping Cart

Add Classes to Shopping Cart

View the following status report for enrcliment confirmations and errors:

“I-'.: Add x::'.:_".

Description | Message | Status |

Enrcllment Requisites are not met.
BBA 437 b 4

Pre-requisite BBA 204 (formerly BBA 304)

SHOPPING CART |

End of Procedure.
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Once you have enrolled in a class, you will need to use the following steps to drop that class.

T Academics

1. Click the Enroll link in the upper left
portion of the Student Center page.

Mid-Term Grades

2. Under the Enroll tab, click the Drop subtab.

I Search I Enroll 1 My Academics )

| my class schedule || add ” ” edit ” term information |

3. Select the term in which you would like to drop a class and click Continue.

Drop Classes s o
=3
Select Term
O
Term Career Institution
@ Fall Term 2010-2011 Undergraduate University of Pittsburgh
O Spring Term e Undergraduate University of Pittsburgh
\ —

4. Click the boxes next to the class or classes you would like to drop, then click Drop Selected Classes.

Drop Classes m_|

1. Select classes to drop

Select the classes to drop and click Drop Selected Classes.

Fall Term 2010-2011 | Undergraduate | University of Pittsburgh change term |

¥ Encllsd @ Dropes

Sealact Class Description Days/Times Room Instructor | Units St.atus|

BECSERBASIE [ F LRI MoWe 6:00PM - (L9 Clapp L. Daniels,
1030 OF BIOLOGY 1 |55 el | 300 gk
10528 (Lecture) ' B
B! 30- FOUNDATICNS
1050 OF BIOLOGY 1 I'."E‘;;:EL?PM t::"le vall L Danisls o
(11332) itation) : gl=y
ENGCMP 0150- |'WOR IN 314

[ |[toso COMPOST H;EEE;LL'DDAM Csthedral of |Staff 2.00| &
(15288 (Seminar) . 2 Learning
MATH 1180- 302

[] |1o20 EI?[?:;U'::?EBRA f";"j";‘zirm M | Ballefield P. Faculty | 2.00| o
(12534 :

DROP SELEGTED CLASSES |
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=\ Note: When you drop a class with an associated lab or recitation, it will be dropped when
\,_l N you process the drop for the lecture. If you want to change the section of the lab or
:__/}*/ (©) recitation you are taking, process this change in the Registrar’s Office on your campus.

5. Review the information on the Confirm your selection screen. Here is a copy of the text:

A change to less than full-time enrollment may cause scholarships, grants or
loans to be canceled, as some programs of financial aid are only available to
full-time students.

Full-time enrollment for undergraduate students is a minimum of 12 credits per
term and half-time i= a minimum of & credits per term. Most University
undergraduate scholarship and grant programs require that vou enroll as a full-
time student each semester to be eligible. Students eligible for a federal Pell
Grant may receive limited Pell Grant assistance for less than half-time study.

For graduate students, full-time enrcllment is 9 or more credits per term. Half-
time enrollment is @ minimum of 4.5 credits per term.

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

6. Click the Finish Dropping button to drop the classes you have selected.

| Class Description Days/Times Room ilnstructur Units St,atusl
FOUNDATIONS 5 ;
BIOSC 0150-10230 MoWe &6:00PM - |L. Daniels
- OF BIOLOGY 1 ! [LS Clapp Hall | ' | 2.00| o
(10528 (Lecture) 7:15PM | |L. Thomas
I i T : :
BIOSC 0150-1030 FDC;UEP\;%T_EE‘{E\IE Tu 4:00PM - A224 LEII'Ig|1=_“fIL Bl J
{11922) ki 4:50PM Hall [i=
(Recitation]

CANCEL PREVIOUS (FINISH DRDPF‘ING‘D

—

7. On the View results page, a green checkmark displays next to the classes that have been dropped.

Drop Classes

o=l

3. View results

Wiew the results of your enrollment request. Click Fix Errors to make changes to your

request.
Fall Term 2010-2011 Undergraduate | University of Pittsburgh
Class iHengE IEI:aI:uE |
BIOSC D150 Success: This class has been removed from your Qf
schedule.

MY CLASS SCHEDULE |

11
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Return to Your Student Center

Use the Go To options list at the top right or bottom left of any details page to return to your Student Center. Click
the drop-down menu to select Student Center, then click the double arrows (>>).

IStudent Centar ;I@

Removing Unused Classes from Your Shopping Cart

While you are adding classes to your shopping cart, you can remove a class from your cart at any time by clicking
the trashcan icon Il

Need Help?

If you experience any trouble enrolling online, visit your local Office of the Registrar during normal business hours
For technical assistance, contact Student Help Desk at (718) 368-6888.
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