How to Register for Classes

1) Click on STUDENT DASHBOARD
% Portal site for Chadron State College
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Student College Life
Student Quick Links Help

Below is a list of tutorials that provide step-by-step instructions on how to use the
Portal

STUDENT DASHBOARD

TO DO LIST o Creating a Parent/Guest Account
EAGLEMAIL (OFFICE 365) 2 7’71"‘;;2”5'91:ET:‘ISI‘II:“"”E"
1y q
O Accessing the To Do List
© Financial Aid

LIBRARY ® View Financial Aid
m Accept Awards
TEXT BOOKS O Pre-Reqistration

© View Billing Information

THE LEARNING CENTER © Dropping a Course

FINANCIAL AID RESOURCES
STUDENT SERVICES
GENERAL FORMS

STUDENT POLICIES
STUDENT EMPLOYMENT
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Chadron State College Home -

2) Click on “Enroll: Add”

i Student Dashboard
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Favorites - Main Menu * Dashboards * Student Dashboard
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Student Staff College Life
sc
SELF-SERVICE Messages

Dashboard 1 No Messages found
-Home

Enroliment
-Enroll: Add .
-Enroll: Drop To Do List

Academics ® CSC Direct MPN Student - Initiated
AL E S = CSC-Terms and Conditions - Initiated

-View My Grades . .

My Advisors m CSC-Entrance Loan Counseling - Initiated

-My Course History

-My Class Schedule . N . .

My Weekly Schedule Enroliment Academics Financial Aid Student Account

Financial Aid
-View Financial Aid

-Accept/Decline Awards ¥ Summer 2013

Student Accounts
-Make a Payment
-Account Activity Enrolled Classes

~Charges Due [ Eight Week - First




3) Read the Agreement and click on “Agree and Continue”
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Student College Life
sC
SELF-SERVICE Read the Statement Below Carefully

D-:(Sa:wgoam I agree to the following:
Enroliment
:E:ig:: g‘fﬂ"p ® It 1s your responsibility to register fqr, dro;_)= or withdraw from classes at CSC in accordance with stated policies, and \n:th time»liness h:sted
A o If you do not atte?ldA classes or submit a wr_men request to drop or cancel classgs to the START Team. all emt?llFr.lent acn\"xty will remain on
~View Unofficial Transcript ® Tuition and fee billing statements are published on your MyCSC Student Services Center. It is your responsibility to review them for accur
:xiyezd"'léfr’:des available on the CSC Business Office website.

_My Course History e Students who fail to pay tuition on time may be subject to late fees and a reinstatement fee should an administrative withdrawal be processe

-My Class Schedule ® It is the responsibility of each student to maintain and update your local address via MyCSC when necessary. Changes to your permanent ¢
-My Weekly Schedule

Financial Aid ‘ Agree and Continue
-View Financial Aid FEEESS S =5
-Accept/Decline Awards
Student Accounts
-Make a Payment
-Account Activity
-Charges Due

Personal Information

4) Choose the term you are going to take classes.
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CSC ®
SELF-SERVICE Ge ¥
qﬂiggoam I Search “ Plan “ Enroll ” My Academics [
Enrollment | my class schedule H add H drop H swap ” term information |
-Enroll: Add
-Enroll: Drop Add Classes

Academics E}— 1=

-View Unofficial Transcript Select Term
-View My Grades

-My Advisors
-My Course History
-My Class Schedule

-My Weekly Sch

y Weekly Scheduie Description Career Institution
Financial Aid -
_View Financial Aid ) Summer 2013 Graduate Chadron State College
-Accept/Decline Awards Summer 2013 Undergraduate Chadron State College
Student Accounts il
_Make a Payment ©) Fall 2013 Graduate Chadron State College
-Account Activity ® |Spring 2014 Graduate Chadron State College

-Charges Due

Personal Information

-Addresses CONTINUE
-Phone Numbers -

-Email Addresses
-Emergency Contacts

Search Plan Enroll My Academics

My Class Schedule Add Drop Swap Term Information



5) Click on “Search”
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Favorites - Main Menu
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go to ... v @
D_ﬁz.ggoard ‘ Search } [ Plan \\( Enroll i My Academics

T | myciass schedule || add I drop I swap | term information |

-Enroll: Add
-Enroli: Drop Add Classes

Academics @ I

-View Unofficial Transcript 1. Select classes to add
-View My Grades

-My Advisors =

_”; gou:se History To select classes for another term, select the term and click Change. When you are
My Class Schedule satisfied with your class selections, proceed to step 2 of 3.

-My Weekly Schedule
Financial Aid

h. t
_View Financial Aid Summer 2013 | Graduate | Chadron State College M
-Accept/Decline Awards

Student Accounts : ~
-Make a Payment 0 ]
-Account Activity

-Charges Due

Add to Cart: Summer 2013 Shopping Cart

Personal Information Enter Class Nbr

-Addresses
-Phone Numbers enter Your enrollment shopping cart is empty.
-Email Addresses

-Emergency Contacts Find Classes

@ Class Search

My Reguirements

search

6) Fill out the search criteria, and then click “Search.”
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SELF-SERVICE go to ... = @

Dashboard [ Search H Plan H Enroll ) My Academics .‘
-Home

Enroliment ‘ my class schedule H add ” drop H swap H term information |
-Enroll: Add

~Enroll: Drop Add Classes m
Academics

Jnofficial Transcript Enter Search Criteria
-View My Grades

-My Advisors

-My Course History
-My Class Schedule
-My Weekly Schedule Select at least 2 search criteria. Click Search to view your search results.

Financial Aid
-View Financial Aid

eptiDecine Awards Class Search Crite|

Course Subject

Student Accounts Business Administration -

-Make a Payment Comas Niseas T
-Account Activity hs

-Charges Due Course Career Graduate

Personal Information =2
-Addresses ™
-Phone Numbers
-Email Addresses
-Emergency Contacts

Show Open Classes Only

Use Additional Search Criteria to narrow your search results.

D Additional Search Criteria

Return to Add Classes CLEAR CRITERIA
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7) When you find the class you want, click on “Select Class”
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CSC =M

SELF-SERVICE Search Results

Dashboard
-Home When available, click View All Sections to see all sections of the course.

Enroliment
-Enroll: Add
-Enroll: Drop

Academics _ how all Shopping Cart
-View Unofficial Transcript My Class Schadula Lt

-View My Grades ;

-My Advisors |COUN 636 Room: TBA
-My Course History

-My Class Schedule

-My Weekly Schedule

|Your shopping cart is empty.

Financial Aid The folloving classes match your search criteria Course Subject: Counseling, Course Career:
~View Financial Aid Graduate, Show Open Classes Only: Yes
-Accept/Decline Awards

Student Accounts Return to Add Classes

-Make a Payment

-Account Activity ,
-Charges Due @ =
Personal Information

-Addresses

_Phone Numbers ¥ COUN 523 - DIAGNOSES AND THE DSM

-Email Addresses
-Emergency Contacts

START A N

ARCH

View All Sections

status @ selectclass| |

Section Z2B1-LEC(10060])

Session Eight Wk 2

Days & Times lRoom Ilnstructor ;i lMeeting Uares i
heri - /03/. =
8) Click “Next”
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Favorites - Main Menu
Student College Life

SC
SELF-SERVICE goton: @
Dashboard ] Search ‘ | Plan ” Enroll | ’ My Academics "I
-Home

Enroliment ] my class schedule H add H drop || swap H term information |
-Enroll: Add

-Enroll: Drop Add Classes

Academics @ I

-View Unofficial Transcript 1. Select classes to add - Enrollment Preferences
-View My Grades

-My Advisors
-My Course History - 2013 duate | C ¢ State C
-My Class Schedule

-My Weekly Schedule

COUN 523 - DIAGNOSES AND THE DSM

Financial Aid

-View Financial Aid Class Preferences

-Accept/Decline Awards

Student Accounts issi |

_Make a Payment COUN 523-79B1 Lecture @Open Permission Nbr |

-Account Activity Grading Graded

-Charges Due 2 .
Session Eight Week - Second

Personal Information Caiass o Units 3.00

-Addresses raduate

-Phone Numbers

-Email Addresses

-Emergency Contacts NEXT
Section | Component Days & Times Room Instructor Start/End Date}

Catherine Jones- 06/03/2013 -
et s B Hazledine 07/26/2013

NOTES



9) Now click on “Proceed to Step 2 of 3”

College Life
S -
|‘7 Search “ Plan ” Enroll 1 My Academics b
| my class schedule H add “ drop H swap H term information ‘

—Enroll: Add Add Classes -

-Enroll: Droj
ik 1. Select classes to add
[Academics

-View Unofficial Transcript

View My Grades To select classes for another term, select the term and click Change. When you are

-My Advisors satisfied with your class selections, proceed to step 2 of 3.

-My Course History —
-My Class Schedule 3

_My Weekly Schedule J COUN 523 has been added to your Shopping Cart.

Financial Aid
-View Financial Aid
-Accept/Decline Awards

Student Accounts Summer 2013 | Graduate | Chadron State College change term
-Make a Payment

count Activity
~Charges Due @ m
Personal Information
-Addresses A
_Phone Numbers Add to Cart: Summer 2013 Shoppin
-Email Addresses Enter Class Nbr Delete Class Days/Times Room Instructor Units Status
-Emergency Contacts B N

S i} gogwm TeA C.Jones- | 500 @
R Hazledine .

Find Classes (10060}
(@ Class Search

- My Requirements

search

10) Now “Finish Enrolling”
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CsC ®
SELF-SERVICE 800 - Y
Dashboard i Al i i

_ﬁime“a’ | Search I Plan [ Enroll [] My Academics |
Enroliment | my class schedule || add || drop || swap || term information |

-Enroll: Add

-Enroll: Drop Add Classes

Academics E}—@

-View Unofficial Transcript 2. Confirm classes

-View My Grades

-My Advisors

My Course History Click Finish Enrolling to process your request for the classes listed below. To
-My Class Schedule exit without adding these classes, click Cancel.

-My Weekly Schedule

Financial Aid
-View Financial Aid
-Accept/Decline Aw

Student Accounts @ cor= ]
-Make a Payment

-Account Activity Class Description Days/Times Room Instructor |Units Status[
-Charges Due

> ) DIAGNOSES AND ]
Personal Information COUN 523-7981 SriEa . C.Jones- |, | @
-Addresses (10060) hatrarel Hazledine

-Phone Numbers
-Email Addresses

-Emergency Contacts r
CANCEL PREVIOUS FINISH ENROLLING |




11) You will get a screen that says you have successfully registered.
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SC
SELF-SERVICE 9010 e 1@
Dashboard l Search ” Plan ‘ l Enroll H My Academics ‘
-Home
Enroliment | my class schedule H add H drop H swap H term information ‘
-Enroll: Add
-Enroll: Drop Add Classes

Acatteies LHEHa
-View Unofficial Transcript 3. View results

-View My Grades

-My Advisors 5 : . 2

My Course History View the following status report for enrollment confirmations and errors:

-My Class Schedule

-My Weekly Schedule

Financial Aid S ar 201 Sradust Cha
-View Financial Aid
-Accept/Decline Awards

Student Accounts o Sv ) &=

-Make a Payment

-Account Activity Class IMessage IStatus |

-Charges Due !
z COUN 523 ISuccess: This class has been added to your schedule. | v

Personal Information

-Addresses

-Phone Numbers
-Email Addresses
-Emergency Contacts

MAKE A PAYMENT MY CLASS SCHEDULE ADD ANOTHER CLASS

Search Plan Enroll My Academics

My Class Schedule Add Drop Swap Term Information
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