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How to Register

Log in to Self-Service and select Student Planning.



How to Register – Plan Courses First
Search for the course you need. 



How to Register – Plan Courses First

Type the course and press enter. 

Search for the course you need. 



How to Register – Plan Courses First

Select View 
Available 
Sections



How to Register – Plan Courses First

Scroll through the 
available sections 

and find the best fit 
for your schedule.



How to Register – Plan Courses First
After finding the 
best fit for your 

schedule, select Add 
Section to Schedule



How to Register – Plan Courses First

A window will open with 
information on the section 

you selected. 



How to Register – Plan Courses First

The grading method must 
show Graded

Review Section Information



How to Register – Plan Courses First

If you would like to schedule this course, select 
Add Section. If not, select Close and repeat the 

previous steps until you have selected the 
course you want to schedule.



How to Register –
Request Advisor Approval 

After you have planned your courses, click on 
the Advising tab and select Request Review

This will notify your advisor that you are 
waiting for their approval



How to Register –
Request Advisor Approval 

Once your advisor reviews your plan, you will 
receive an email. 

If your advisor approved your courses, you can 
continue with the registration steps. 



How to Register

Selecting Add Section in the previous steps only 
adds the course as a planned course. In order to 

complete the registration process, you must 
select Plan and Schedule from the Student 

Planning drop down at the top of the screen.  



How to Register
Confirm the correct semester is selected. If not, use the arrows to change 

to the correct semester. 



How to Register
The course you previously planned 

should appear. If you are satisfied with 
this course, select Register. 



How to Register
If you have more than one course planned 
and you would like to schedule them all at 

one time, select Register Now. 



How to Register
Registered courses will appear in green 

and you will receive a confirmation email 
in your student email account. 



How to Register
If you decide to drop a course prior to the 

semester start date, select Drop. If you 
decide to drop a course after the semester 

start date, you must complete and submit the 
Withdrawal Form. 



How to Register
After you Drop the course in Self-Service, 
it is placed back as a planned course. To 

remove it from planned, click the X. 



How to Register To view all of your scheduled courses, select 
Timeline



How to Register You can view the courses by semester. 



How to Register You can scroll between semesters by clicking 
the arrows. 



How to Register - Troubleshooting

Contact your advisor prior to scheduling.

Official high school transcripts or high school 
equivalency needed in the Admissions Office. 
(910) 410-1736

Error messages that will prevent you from registering

Balance due to the Business Office.
(910) 410-1801 



How to Register - Troubleshooting
Error messages that will prevent you from registering

Contact a Counselor
(910) 410-1730


