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How to
• Login to Self Service
• Use Student Planning as a tool for 

degree planning
• Plan and Register for classes
• Access and Print Billing Statement 



Access Self Service

Click on the student 
portal on the school’s 

website



Access Self Service from Student Portal

Then click on Self Service



Sign in

Login to Self Service



Student Planning

Select the Student Planning Tab



Notifications

Check to see if any 
yellow notifications are 
in the top right corner.



Resolve Notifications

If there are notifications, 
• Contact  the office that is indicated
• You can continue to plan courses
• You will not be able to register until issues are resolved 



My Progress

To see what classes are available for 
you to take Click Go to My Progress



My Progress page

On this page you will see your current major

You also can see how far you have progressed

 Dark Green indicates course credit that has been 
completed

 Light Green indicates course credit that is currently 
being taken or registered for in the future

 Yellow indicates course credit that has been planned



My Progress page courses

Scrolling down the My Progress page 
you will see Courses you have to finish 
to graduate

 Green indicates course credit that has been 
completed or that is currently in progress

 Yellow indicates course credit that is planned 
or registered for in the future 

 Red indicates course credit that has not been 
started



To plan courses

Click Course Catalog

OR

Click on course number on 
My Progress page

Type course number in the 
Search box



Select Course Catalog

Find the Prefix of the class 
you want to add and click

(ENG in this case)



View Available Sections for a course

View the available sections for the course 
you are adding (ENG 111 in this case)



Add Section

Scroll to the section you would like to add 
and click Add Section to Schedule



Review and Add

In the pop-up make sure this is the correct 
class then click Add Section to Schedule



Plan and Schedule

After all classes needed are added to Plan 
then click Plan and Schedule



Register Now

Classes that are Yellow are planned but 
not registered. To register click 

Register Now.



Account Activity

Registration is complete when all classes are 
green. Click the Student Finance tab



View summary

This takes you to your account activity. 

Here you can see charges to your 
account for registration or visits to the 
Bookstore using financial aid . 

Here you can see Financial Aid, 
scholarships, and/or sponsorships that 
have been awarded. 



View Statement

This takes you to your account activity. 

Click View Statement



Class Schedule and Statement

This is your new class schedule and statement 
that can be used at the book store.



Contact
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