Registration: Step-by-step
University of
Northernlowa

Registration: Step-by-step

Purpose: The following instructions describe how to register for classes following three basic
steps: Select classes to add, Confirm classes, and View results

NOTE: Prior to registering for classes, you may use My Planner and Shopping Cart to add
courses classes. When registration opens, you’ll return to Student Center and complete your
enrollment from My Planner or Shopping Cart.

Step Action

1. Log onto My Universe. Click the Go to my Student Center link on the My Page tab.
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Note: The thumbnail image is also a link to Student Center.
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Step Action
2. In the Academics section, a message displays “You are not enrolled in classes”.
Click the Enroll link.
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3. Select the Term you wish to enroll in, and click the Continue button.

I’ Search \I( Plan W Enroll W My Academics 1
| my class schedule || add || drop || swap || term information |
Add Classes -
Select Term
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) |SUMMER 2012 Graduste University of Northern Iowa
(™) |FALL 2012 Graduste University of Northern Iows
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Step Action

4, In the Enroll/add feature, complete step 1 — Select classes to add

[ Search I Plan \ Enroll I wyacademics |

| add " drop ” swap ” term information |

Add Classes

m__

1. Select classes to add

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

FALL 2011 | Undergraduate | University of Northern Iowa

@ O

Add to Cart: FALL 2011 Shopping Cart
Enter Class Nbr
enter | Your enrollment shopping cart is empty.

Find Classes

@ Class Search

) My Planner

search |

e Use the Search button to find classes by subject, course number, or any other
additional search criteria.
Enter Search Criteria

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

Class Search Criteria

Course Subject

-
Course Number is exactly -

Course Career Undergraduate -

Course Attribute M
Show Open Classes Only

O Show Open Entry/Exit Classes Only

Use Additional Search Criteria to narrow your search results.

[» Additional Search Criteria

Return to Add Classes CLEAR CRITERIA | SEARCH
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Step

Action

Enroll/add, step 1 — Select classes to add (continued)

e Please make sure you select the appropriate Career and check or uncheck the
Show Open Classes Only box as needed.

e Notice by default only the first 3 sections of a course display. Click the View
All Sections in the class header bar to see all sections.
=7 ACCT 2120 - Principles of Financial Accounting

View All Sections First 4] 1-3of 12 o Last

Section 01-LEC(20186) Status . select classl

Session Full Sem

Days & Times Room Instructor Meeting Dates |
MoWeFr 8:004M - 08/22/2011 -
8:50AM R SIER. EIIEC 12/16/2011
Section J2-LEC(30187 Status @ select classl
Session Full Sem
Days & Times Room Instructor Meeting Dates |
MoWeFr 9:004M - 08/22/2011 -
9:50AM R ZEn RN 12/16/2011
Section 03-LEC(30188) Status @ select classl
Session Full Sem
Days & Times Room Instructor Meeting Dates |
Mo'WeFr 10:004M - : 08/22/2011 -
10:50AM TBA A Gerald Smith 12/16/2011

e Once you decide on the section you wish to take, click the select class button

for that section. _select class |

e Theclass is added. Click the Next button.
ACCT 2120 - Prin Of Financial Acctng

Class Preferences

ACCT 2120-01 Lect/Disc .Open Wait List [T wait list if dass is full
Permission Nbr

Session Full Semester

Career Undergraduate Grading Graded
Units 3.00

CANCEL | NEXT
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6. Enroll/add, step 1 — Select classes to add (continued)
e The following message displays with your Fall 2011 Shopping Cart.
w ACCT 2120 has been added to your Shopping Cart.
FALL 2011 Shopping Cart
Delete Class Days/Times Room Instructor Units Status
MoWeFr
ACCT 2120-01 .
] (30186) g;ggim - TBA C.Tatman  3.00 @
e Continue to use the search button to find and add classes to your shopping cart.
e Once all classes are added, click the PROCEED TO STEP 2 of 3 button

Proceep To Ster 2 OF 3

2. Confirm classes

Enroll/add, step 2 — Confirm classes

Click the FINISH ENROLLING button confirm your classes.

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

@ U A
Class Description Days/Times Room Instructor |Units |Status
™ [imarem [y o o |20 @
S ';ngzetitcchrr:ammg TBA K. snyder | 1.00| @
(Lect/Disc)
eSS 100002 [al e ausiness [T |raa lusmoness | | @
CANCEL PREVIOUS FINISH ENROLLING
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8. Enroll/add, step 3 — View results
A status report displays for your classes. Class will either show:
4 or X
3. View results
View the following status report for enrollment confirmations and errors:
v b 4
Class Message Status
ACCT 2120 Success: This class has been added to your schedule. v 4
AT 3000 Success: This class has been added to your schedule. v 4
BUSINESS 1000 Success: This class has been added to your schedule. v 4
My CLASS SCHEDULE | ADD ANOTHER CLASS |
9. The Message section describes what action must be taken. There are 200+

possible error messages. To review all error messages, go to the SIS Project web
site: http://www.uni.edu/sis/, select How will it Change, For Students, click the
Reqistration (Enrollment) Error Messages link.

Here are a few of the most common error messages/actions to be taken:

Error Message Action

A scheduling conflict exists with a Select another class, or override the time
currently enrolled class. Select another conflict.

class, or override the time conflict.

The requested enrollment add was not Select another section

processed. The enrollment limit for the
class has been reached, and there is no
room on the wait-list.

Requirements have not been met to enroll | Review requirements
in the specified class. The enrollment
transaction was not processed.

There is a hold on this record, preventing | Check your Holds in your Student Center
the add from being processed. You must
remove the hold to process the add
transaction.

Consent is needed to enroll in the class. The student must have permission to
The add transaction was not processed. enroll in this class. Request permission

from the department.
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