Class Registration Tips and Tricks

11) Advanced Search:

1.  Click on the green arrow next to “Additional
Search Criteria” to refine courses by start time,
days of the week, or other categories.

2. Use “Course Attribute” to search by a variety of
different categories:

Select “General Education” to search
exclusively GE courses. Use “Course
Attribute Value” to search by specific
GE areas. (Note: Ml is NOT here)

Select “Multicultural/International”
to search all courses under the MI
Additional Degree Requirement
Select “Upper Division Writing Skills”
to search all “W” courses that fulfill
the writing requirement.

3.  Tosearch for exclusively online courses (which
appear as “Digital Campus”), select “Digital
Campus” in the “Location" tab.

(Updated July 2022)
1) Basic Search:
Search for Classes
Institution Sy Ty — o 1. S.Ic-mﬁrr"? the correct semester is selected in the
erm” section.
Term 1. [Fal2019 V]
Select at least 2 search criteria. Select Search to view your search results. 2. To search a general subject area (e.g. Kinesiology),
click “select subject” to search subjects
« Class Search alphabetically, or type the abbreviation into the
. ) - “Subject” box. Click search to see all available
Subject select subject 2| |KINES Kinesiology s "
courses within the subject.
Catalog Number [ contains V] e
Class Type [Regular Academic Session <] =  Tosearch for a specific course, add the
Career l ~] course subject and add the course
H “", "
3. [ Show Open Classes Only number into the “Catalog Number” box.
D Additional Search Criteria 3. By default only open courses will be shown when
searching. Uncheck the “Show Open Classes Only”
Clear Search box to search courses that are wait listed or
completely closed.

[« ]A

dditional Search Criteria 1.

Meeting Start Time [greater than or equal to v]
Meeting End Time  [less than or equal to V]
Days of Week [include only these days v]

[Omon [JTues [|Wed [|Thurs [ |Fri []Sat

[] sun

Instructor Last Name

Class Nbr

Course Attribute I General Education v I
Course Attribute Value |IB - Integration, Physcl Unvrs v I\

Course Keyword

BIOL 67B - Human Anatomy and Physiology Il

Class Section Days & Times Room Instructor Meeting Dates
MoWeFr 3:00PM - McLane Hall Karen 08/21/2019 -
75587 01-LEC | 3:50pMm Room 121 Chooljian 12/19/2019
ATTENTION: DISCOVEREe Class
Class Section Days & Times Room Instructor Meeting Dates
Karen
Th 8:00AM - McLane Hall 08/21/2019 -
77063 03LAB  15.50am Room 204 Choolian, 151912019
Sylvia Chen
Class Section Days & Times Room Instructor Meeting Dates
Karen
Fr 9:00AM - McLane Hall N 08/21/2019 -
75588/05-1A8 11:50AM Room 204 Chooljan, 12/19/2019
Michael Smith

Minimum Units | greater than or equal to v I Affordable Learning Solutions
- : Courses offered abroad
Maximum Units [less than or equal to V] | DISCOVER® Clase
Course Component | v |Fully Online %
) - General Education
Mode of Instruction [World Wide Web ~|  |Hybrid-1 Class
Campus Hybrid-2 Class
P | A I Immediate Access Class
3. Location I VI Learning Communities
Math Support Classes
Multicultural/International
Service Learning
Supplemental Instruction (Slgk
Upper Division Writing Skills
Zero Cost Course Materials
lll) Selecting a Course:
Status 1.  When searching courses, click under “section” to see
[ ] Select N course information, including total enrollment, pre-
\‘ requisites, and the course description.
S | Wait List ] Wait list if class is full
. Courses that are “DISCOVERe” have
@ Select require a tablet or other technology
. Courses that are “Immediate Access” will
Status send you digital copies of course materials
A Select before classes start.

2. Note: Always select “Wait list if class is full” when
adding a course to your shopping cart in case the
course fills while you are enrolling.
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Class Registration — Editing Your Schedule

1) Dropping a Class:

Use For: Removing a class from your schedule that you do not
want to immediately replace

1.  Start by opening your student portal. Select the
green arrow next to “My Academic Records &
Registration,” then select “class enrollment.” Next,
select “Drop a Class” from under class enroliment.
(Alternatively, from your wish list select “class
enrollment” from the top bar).

2. Next, check the box in the “select” column of all
courses that you want to drop

3. Once you have selected the correct course(s), click
“Drop Selected Classes” and then confirm the drop
on the next page. Be sure to confirm the course is
correct as you may not be able to get your spot

harck if the rlacc ic clacedl

(Updated Fall 2022)
Class Search || Class Wishqist || Class Enrollment | Academic Info
My Class Schedule | Add Classes p Classes | EditaClass
Drop Classes m
1. Select classes to drop
Select the classes to drop and select Drop Selected Classes
Fall 2022 | Undergraduate Change Term
«Enro\led @Dropped A\ Wait Listed
Select Class Description Days/Times Room Instructor Units  Status
FIN 120-40 P f Fi
O (77573 ([glizre;nance TBA Digital Campus A Arisian 400 o”
PH 156-01 Hith/Well-being Music Building
2 (77639) (Lecture) Mo 4:00PM - 6:50PM Room 181 M. Rahman 3.00 o
.
PH 182-01 Computers H Prof ~ Industrial Tech Bldg
(71704 (Lecture) We 4.00PM - 4:50PM Rm 288 M. Rahman 3.00
PH 182-02 Computers H Prof Industrial Tech Bldg
(71730) (Activity) We 5:00PM - 6:50PM Rm 288 M. Rahman 4
PH 1851-04 Field Work Hith
O (71849) (Sup) TBA Digital Campus T. Garcia 3.00 &
Prof Human Srvce
Th 6:00PM - 8:50PM Bldg Rm 106
0 EE?@?’N (B:Cimfc)k e Th 6:00PM - 850PM Prof Human Srvce  A. Clifton 100 o
¥ SaSu 8:00AM - 4:00PM Bidg Rm 106
Off Campus
3. Drop Selected Classes
Il) Swapping a Class:
Use For: Replacing a class from your schedule with another Class Search || Class Wish List
course from your wishlist. Swapping is useful, as it will not My Class Schedule | Add Classes |
drop you from your enrolled course until the new class Swap a Class

added, so if there’s an issue you still have your old course

3.  Start by opening your student portal. Select the

1. Select a class to swap

Class Enrollnyent cadermicinfo

Dropa Class | Swap Classes || Edita Class

green arrow next to ”My Academic Records & Select the class you wish to swap then select the class you wish to replace it with

Registration,” then select “class enrollment.”
Next, select “Swap a Class” from under class
enrollment. (Alternatively, from your wish list
select “class enrollment” from the top bar).

4. Next, select the class you want to drop in the box
titled “Select from your schedule.”

5. Inthe box labeled “Select from Shopping Cart,”
select the class you want to add and replace the
dropped course with. Next, hit the “select”
button next to the course and this will prompt

Fall 2022 | Undergraduate

Swap This Class

With This Class

Change Term
2. Select from your schedule | FIN 120: Prin of Finance v
Search for Class | Class Search v Search
,,,,,, OR ———
3. Select from Shopping Cart‘ FIN 120-20 LEC (72419) ~ Select
,,,,,, OR ——-
Enter Class Nbr Enter

you to confirm. If there are no issues, you will be
dropped from the old class and added into the
new course you want.

Class Search || Class Wish List | Class Enrollment || Academic Info

My Class Schedule | Add Classes | DropaClass | Swap Classes|

Edit Class Enroliment Options E‘

1. Select a class to edit

Select the class to modify and select Proceed to Step 2 of 3 to change your class
preferences

Fall 2022 | Undergraduate Change Term

Classes you are allowed to edit

Select from your schedule ‘ PH 182: Computers H Prof ~

My Fall 2022 Class Schedule

\ Proceed to Step 2 of 3

111) Editing a Class:

Use For: Changing a lab/activity section for a course without
dropping the main lecture section.

1.  Start by opening your student portal. Select the green
arrow next to “My Academic Records &
Registration,” then select “class enrollment.” Next,
select “Edit a Class” from under class enrollment.

2. Next, select the class you want to change your
lab/activity time for. Select the “Proceed to Step 2 of
3” box and this will prompt you to select a lab/activity
section again, which you can enroll into without
dropping the course.
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