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Your Student Center
Student Center is the default menu in Cardinal Station
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section of the Student Center.
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Catalog
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Adding a Class

Selecting a Term

The Catholic University of America
Cardinal Station for Students

Cardinal Station Home |

Add to My Favorites | Sign out

+ My Favorites e
Student Self-Service - =®
Class Search / Browse
Catalog ( Search Wf Plan Wf Enroll My Academics

e

Chanage My Password

Add Classes

L FYI: Select these

tabs to switch to
other enrollment

Select Term Step 1: Ensure the
“add” tab is selected.

Select a term then click Continue.
|Term |Career Institution |

functions

Step 2: © |summer 2011 |Graduste The Cathalic Univ of America
Selecf fhe O Fall 2011 Graduszte The Cathalic Univ of America

term for
which you i
would like N

Search Plan Enroll My Academics
to enroll e

My Class Schedule Add Drop Swap Edit Term Information Sfep 3 Selecf fhe

® “CONTINUE”
button

Adding a Class

Selecting a class

The Catholic University of America

il Station for Students searcr: | (=

Cardinal Station Home | Add to by Favorites | Sign oul

¥ ly Favortes.
¥l Student Sell-Service
7 Class Search / Browse ;
Catalog [ Search |l Plan I Enroll [ myAcademics
| my class schedue || add Il drop. I swap || edit || term information |

Add Classes

03

1. Select classes to add

To select classes for another term, select the term and dlick Change. When you are

If you know the satisfied vith your class selections. proceed to step 2 of 3. If you do not know
4 digit class the 4 digit class
Fall 2011 | Graduate | The Catholic Univ of America __change term

number, enter it number, select

here. @ Mo A “Class Search” and
The 4 digit class —— then select the
) . Fall 2011 Shopping Cart
number is o “search” button.

Enter Class Nbr
unique to each [ enter
section and is e
not the same as © Clzss S=arc Your current class
the course OMy pizroee schedule will be
number (i.e., _search | displayed below
ENG101). the search box.

~ Wy Fall 2041 Class Schedule




Adding a Class

Searching for a class

Consortium - MD
Consertium - MM
Conzerium - SE
BPESR cn=ortium - TC
[l oo rtivm - UDC
Conzerium-Jzhn Paul
Debzte
Drama
7 My Favorites Early Christian Studies 1
| Student Self-Service Econemics T — | =
" Class Search / Browse —___________hunoy =
Scucation Workshaps !
] | i Electrical Enginearipng Il Mfonietins |

Student Center | my ciass sehedue || Engineering Manzgement: O/C I edit || term information |

Change My Passwaord Engineering, General
Engingsring, Generzl

— e

Candinal Station Home | Add to My Favorites | Sign out

Add sses
T |Environmental Studies m 1
Enter Search Crite Suropesn Studies

Exchi = - A I .
e Select a course subject

-F Amari Exchange Course - France

Dehuhea Chiles . ot from the dropdown menu
Exchange Course - Grasce
Selact st least 2 ssarch ‘athangs Criiréa - Giatemala

Exchange Course - Italy
Class Search Ci

Exchange Course - Mexico
Course Subject | English

Exchange Course - Spain

Course Number \"‘5 exactly v‘ I

Course Career [Graduate ™

how Open Classes Only
[ show Open Entry/Exit Classes Only

Use Additional Search Criteria to narrow your search resules

D additional Search Criteria ‘

Return to Add Classes

Search Plan Enoll My Academics

Adding a Class

Searching for a class

Class Search Crite:

If you know the 3 digit course
number (i.e., ENG502), enter it here

[502
\I and then select the “Search” button.
Show Dpen Classes Only

[l Show Open Entry/Exit Classas Only

Course Subject

Course Number

Course Career

Use Additional Search Criteria to narrow your search results,

D Additional Search Critaria |

Return to Add Classes
If you don’t know the course number
and prefer to browse courses in the

subject area you've selected, select

Course Subject | English v .
s ‘ | l a course career (i.e., undergraduate,
ourse Number ) M

leoacty o graduate, etc.) and then select the
Course Career Graduate W | ”Search” bUffOn

Censortium -

Credit Non-Afilizr=d Dnly

§ |Law

Use Additional Search Crit| yop-cradit

% |Undergraduste = |
15 |

I additional Search Cri

Optional: See the next page
for instructions on how to
further limit your search results.

Return to Add Classes




Adding a Class

Searching for a class

To limit the search results to classes

Class Search Criteria

Course Subjact | English .
; that have available seats, select
Corse Number pEp— = “Show Open Classes Only.”

Course Career [Graduate ~

Show Open Classes Onl
[[] Show Open Entry/Exit Classes Only

To limit search results by additional
1 criteria, such as meeting pattern,

instructor, credit value, etc., select
I e = e the downward facing arrow to the

Use Additional Search Criteriz to narrow your s=zrch results,

T
7 Additional Search Criteri

Mesting StartTime [ greater than orequalto ] -
Mesting End Time ez than or squal v ¥ | - left of “Additional Search Criteria.”
Day of Week [inclis oy thesadays S v

CMon [Cltees [wed Crhors Clen Clsat Clsun Additional options will appear on
Tnstructor Last Name | (s wactly ] | your screen. Choose and/or enter
Class Nbr [ Jtexampler 1136 your additional search criteria and
CowseTitleKeyword [ | (scmple susties then select the “Search” button.
Minimum Units [greater than or equal to ~
Maximum Units [la2s then or =qual ta w

Course Component
Session
Mode of Instruction
Campus

Location

F.eturn ro Add Classes

Adding a Class

Viewing search results

\ - -
el I Fa | ki e Your class schedule (courses in which

you're already enrolled) will appear

above the search results on the left.

Select the “show all” button to view
the complete schedule.

my olass schedule || add Il drop Il swap Il edit || term information |

&

[Add Classes

Search Results

¥hen available, click View All Sactions to see all sactions of the

Fall 2011 / Your shopping cart (courses you've
Shopping Cart-

My Class Scheduls anow si selected for possible enrollment) will
hi 2
T T Naurshopping cart is:ampty appear above the search results on
OFF CAMBPUS ?he r|gh1’

The following classes match your search criteris Course Subjsct: English, Course Carzer:
Graduate, Show Open Classes Only: Yes

Select the “Start a New Search” button
to return to the previous screen.

Return to Add Classes

i Wcieel e Search results will be ordered by
course number in this section. Scroll

¥ ENG 502 - Introduction to Old English 11
down the list to find your desired class.

Section QL-LEC(<384] status @ selact class

Session  Regular

Days & Times | Room |Instructor |Mesting Datas ]

L : sy . 08/29/2011 -
© | Th2:10PM - 414084 |Ragan 027 Lilla Kapar e




Adding a Class

Viewing search results

7 ENG 700 - Practicum in the Teaching of Composition

First (111 of 1 1H 1ast

Section 01-PRA(1130) status @
sakisik Hegiiar To add a course to your shopping cart,
[Days & Times Raom Tnstructar [Mesting Dates | select the “select class” button.
5 |#r 1110PM - 3040PM | Marist 320 |Pamela 5. Ward |pa/zalandd -

|12/17/2011

To view additional details about a
course section, select the hyperlink.

¥ ENG 715 - Literary Criticism and Religion

The status of each course will be
displayed here.

Section Q1-LEC( Status

Session Regular o= Open
Days & Times Room Instructor ENeetmg Dates ® = Closed
o I 1 I
B i 2 e : i |o8/29/2011 - oy
& | We 6:109M - 8:40PM | Marist 320 irgil P. Nemoianu | 05325077 = Wait List

' ENG 721 - Introduction to the Profession of Letters

Section 01-LEC(3715 Status @@ select class

Session Regular

Adding a Class

Viewing class details

ENG 502 - 01 Introdu
To view additional details about a e e Univ of &

ction to Old English IT
course section, select the hyperlink.

Return to Add Clazses

Class Number 6/2011 - 12/17/2011
Session

¥ ENG 502-In kion to Old English

Units.

of America

" " e oot Raitad The Cathalic Univ of America
First (1) 1 0f 1 [F] 1ost

sates @ _select dlass|

Section 01-LECI£384

Session Regular

|Tnstructor
DR Troom FrTae
& I I 7
& p i S—— 08/23/2011 -
" |Th2:10PM - 4:40PM |Regan 027 |Lilla Kops it oty

Meeting Dates
08/29/2011 - 12/17/2011

|

|Lilla Kepar

Wait List Capacity
Wait List Total

To return to the last screen, select the
“View Search Results” button.

Tnstruction in the essentials of Ol¢ English grammar and prosody, with readings in the shorter
prose and verse texts

Textbook/Other Materials
TEXTBOOK

StiEes  Aaghiced Bright's Old English Grammar & Reader, Author:
Casszidy, Bublisher: Cangags Learning, Edition: 3rd,
ISBN 9780030847134 “Vear Published: 1971, Price: 54,50 USD
q Status  Requirsd Cambridge Old English Reader, Author: Marsden,
To add a course to your shopping cart, Publisher: Cambridgs University Prass, Vear
" ” 1SBN 9780521456128 Published: 2004, Price: 45.93 USD
select the “Select Class” button.
s T SO Concise Anglo-Saxon Dictionary, Author: Hall,
Sublisher: University of Toronto Bress, Year
15BN 9780802065483 Bublished: 1360, Price: 28.95 USD




Adding a Class

Selecting a class

Optional: If the course is

[ Search I Plan If Enroll [ty Academics closed but you want fo be

| my class schedule || add [l drop Il swap I edit || term information | added to the wait list, select
Add Classes i this box. If a seat becomes
o available you will

1. Select classes to add - Enrollment Preferences . .
automatically be enrolled in

the class as long as you are
not enrolled in another course

ENG 502 - Introduction to Old English II that meets during this time
Class preferences period and you have not yet
B i o enrolled in the maximum
B Wait List Wait list if class is .
ENG 502-01 Lectre @ open allowable number of crediits.
Grading Gradad
Session Regular Academic Session e i
padter Gradiate Select the “Next” button to
add the course to your
St "_"|<I shopping cart.
Section | Component Days & Times Room Instructor | start/End Date |
| Th 2:10PM - | | P |os/29/2011 -
01 Lecturs Bty |Regan 027 EL.Ha Kepar _12“7:.20“
Search Plan Enroll My Academics

My Class Schedule Add Drop Swsp Edit Term Information
got ™

Adding a Class

Viewing your shopping cart

‘ SEaIL I ot | By |_ wyacssemcs | | Confirmation that the selected class
| my ciass schedule || add | aop || swa || edit | termintormation | | hqs been added to your shopping
Add Classes cart will display here.

B

1. Select classes to add

To select classes for anather term, select the term and dlick Change. When you ars
satisfied with your class selections, proceed to step 2 of 3.

If you would like to remove an item

. from your shopping cart,

select the trash can icon to the left of
the class number.

Qf ENG 502 has been added to your Shopping Cart.

Fall 2011 | Graduate | The Catholic Univ of America change term:

To search for additional courses,
select the “search” button to return

Add to Cart: Fall 2011 Shoppizs Tolhelsearch process.
Enter Class Nbr Delete |CL Days/Times |Room
I enter ENG 502-01 | Th 2:10PM -

Thopar 200 @ Once you've selected your desired
courses, select the “Proceed to Step
2 of 3” button to continue.

(4384) 4:40PM

Find Classes
(%) Clzzs Search

O My Planner

search

PO PR B A




Adding a Class

Confirming selections

1l

[ Search

Plan ” Enroll My Academics ]
| my class schedule || add Il drop | swap | edit || tesm information |

Add Classes

OHEH=

2. Confirm classes

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

@coen Ecios A
Class | Description ‘ Days/Times ‘ Room | Instrn:tar[umt_m‘stat..q

Introduction to | |

ENG 502-01 ¥ Th 2:10PM -

(4384) Old English 11 sl Regan 027  |L. Kopar s.00] @
(Lecture)
Approaches to

ENG 723-01 Tchng |Th Z:358M - Nursing-

[1131) Rhet&Comp 5105PM |Biology 154 P+ Ward z00| @
(Lecture)
Cataloging and |

LSC 606-01 Tu 5:10PM -

(1713) Classification [ 200 Hannan 103 |N. Putnam

(Lacturs)

PREVIOUS

FINISH ENROLLING

Verify that the courses displayed
are correct. Select the “Finish
Enrolling” button to proceed with
the enrollment transaction.

To make changes to your
selections, select the “Previous”
button to return to the Add
Classes screen.

Search Plan Enroll My Academics

Add Classes

3. View results

View the following status report for enrollment confirmations and errors:

oH=HE

.

o s b =
Class [Message [status |
E— Success: This class has been zdded to your
| schedule,
leng 722 Error: You cannot add this class due to a time
conflict with class 4384. Select another class.
Error: Unable to add this class - reguisites have not
e besn met.
LSC/CLSC 551
A ADD ANOTHER C
“
Search Plan Enroll My Academics Select the “My Class
b Bes ; Schedule” button to vi
My Clazs Schedule Add Drop Swso Edit Term Information cheaqule buiton 10 view
- your class schedule.
§0£0 e ¥®

My Class Schedule Add Drop Swep Edit Term Information
.  M®
Adding a Class
Viewing results
{ Search -]l Plan H Enroll [ My Academics i
‘ my class schedule || add H drop || swap || edit H term information ‘ Check the Status column

to verify whether
enrollment was successful

for each class.

A green check mark
indicates that you
have been successfully
enrolled in the class

A red X indicates that you
were unable to enroll in
the class. The reason for
the failed transaction will
appear fo the left of the

s status column.

Select the “Add Another
Class” button to return to
the Class Search screen.




Adding a Class

Understanding error messages

s |status | If your account has an active hold preventing
Error: You have a hold on your record. The hold on . . II h -|— .
your record must be removed before this transaction x registration you will see this error message. To view
can be processed. .

z the details of your hold, return to the Student Center
Error: You have a hold on your recerd. The hold on
your recard must be removed before this transaction b 4 screen and check the Holds box on the righ’r-hand side

can be processed.

of the screen.

If you aftempt to enroll in a course with a meeting

oo [status | time(s) that overlaps with that of another course in
Success: This class has been added to your w . . .
schedule. which you are enrolled you will see this error message.
J dd this cl; d H T 1 H
Erroc YOl conut =0 Bl e die o2 i % To identify the time conflict, select the “My Class
Error Unsble to 233 this case - reguiites hove 1ot Schedule” button to view your complete schedule.
ean met. x

LSC/CLSC 551
If do not meet the requisites for enrollment in a course

you will see this error message. The requisites will be
displayed under the error message.

|Message B | status

|Error: Department Consent Required. You must | .

S e e e e If you have not been granted permission to take a
permission number, click Add Anathar Class, dick Y o .

ths class link, snter the numbsr and rasubmit. Department Consent Required” course you will see

this error message. CUA does not use permission
numbers; instead, contact the department to inquire
about being granted consent.

W Ciass SC ADD ANOTHER CLASS

Dropping a Class

Selecting a Term

The Catholic Univ America

Cardinal Station for Students searcr: |

Cardinal Station Home | Add to My Favorites | Sign out

ly Favorites
tudent Self-Service

e == ==

| my class schedule | add | arp || swap || edit || term information |

[gota ...

My Academics

Drop Classes

EH=H
Select Term Step 1: Ensure the
“drop” tab is selected.

FYI: Select these
tabs to switch to
other enrollment
functions

Select a term then k Continue.

arm Ca Institution

i
O |Fall zo11 Graduate The Catholic Univ of America

Step 1:
Select the
term from
which you
would like
to drop a
class(es)

@ |Fall 2011 Undergraduate The Catholic Univ of America

TINUE
Search Plan Enroll My Academics

My Class Schedule Add Drop Swap Edit Term Information Sfep 2 Selecf fhe

[ ® “CONTINUE”
button




Dropping a Class

Selecting classes to drop

Select the classes to drop and click Drop Selected Classes.

Fall 2011 | Undergraduate | The Catholic Univ of America __change term

Select| Class Description | Days/Times | Room | Instructor | Units|Status|

Archaeology of

CLAS 190-1 TuTh 5:10PM - |Gibbons ]

= Classical World S. Kim 2.00 o

{4755 (Lachure) §:25PM 8031
Intreduction to

O 0Old English 11 T ZELITEL Regan 027  |L. Kopar 3.00| o
4:40PM

(Lecturs)

DROP SELEGTED CLASSES

Step 1: Select the
class(es) you wish to
drop by entering
checkmarks to the
left of each title.

P My Fall 2011 Class SciY

( Search ][ Plan ][ Enroll My Academics

‘ my class schedule ” add ” drop ” swap ” edit ” term information | The {U” |is1’ of
Drop Classes B classes in which you
1. Select classes to drop

are registered will
be displayed here.

Step 2: Select the
“Drop Selected
Classes” button.

Dropping a Class

Confirming selections

l’ Search ][

Plan ][ Enroll
| my class schedule H add ”

drop ” swap ” edit

Drop Classes

2. Confirm your selection

Click Finish Dropping to process your drop request. To exit without dropping
these classes, click Cancel.

Class Description | Days/Times | Room | Instrnctur| Units|5tatn;|
CLAS 190-1 E?;::.E:ﬂalln\%.;iﬁ; TuTh 5:100M - Gibbons
(4755

S. Kim 3.00 &
i— £:25PM BO31

CANCEL | PREVIOUS FINISH DROFPFING |

Confirm that the correct
class(es) you wish to drop are
displayed and select the
“Finish Dropping” button.

My Academics

” term information |

10



Dropping a Class

Viewing results

( Search ]( Plan ]( Enroll ]( My Academics ]

| my class schedule ” add ” drop ” swap ” edit

” term information |

Drop Classes

==l
Check the Status column to
verify whether the drop
transaction was successful
for each class. If you
encounter errors, additional
information will appear in
the Message column.

3. View results

View the results of yvour enrollment request. Click Fix Errors to make changes to your
request.

Class | Message | Status |
CLAS 130 Success: This class has been removed from your «
schedule.

M MY CLASS SCHEDULE |

Check the Message column for information
about errors (if applicable) or W (withdraw)
grades assigned as a result of the drop.

Select the “My Class
Schedule” button to view
your class schedule.

Viewing your Schedule
Accessing your schedule

A condensed
|+ My Favorites 1
tudent Self-Service 's Student Center schedule will 0|WUYS
lass Search/ Browse be disployed in The
Acadernics seciion of
. 5 = your Student Center.
oL
Access your FULL e PrEmgRINEasE
schedule by Jube Acedemics Class Schedule
. - TuTh 5:00PM -
selecting the other scademic. @|®) | Eb fég?g?,fl 120PM
“ kl h d | " N OFF CAMPUS
weekly scheaule weekly schedule B
hyperllnk from the anroliment shapging cart b
Student Center.
Verify Your Expected Graduation Term
You can also access your schedule
. u o Success: enrolled X:
by selecting the “My Class
Schedule” button at the bottom of L [Meszage T [status |
iy S 2 Tl s t
the View Results screen for any |Fe %02 e v
enrollment or drop transaction. sl e e x

|Error: Unable to add this class - requisites have not

®

opp Xeo

Class. [Message [status |

- MY CLASS SCHEDULE ADD ANOTHER C‘_F‘.Ssl
cLas 180 Success: This class has bee ved from your o
schedule.

CLASS SGHEDULE




Viewing your Schedule
List view

|

Select Display Option  (® List View () Weekly C; View Schedules can be
viewed in list or
calendar view. Select
your preference here.

change term

Fall 2008 | Undergraduate | The Catholic Univ of America

T Class Schedule Filter Options

filter Select the “change
term” button to view
your schedule for a

different (current or

Show Enrolled Classes Show Dropped Classes Show Waitlisted Classes

ART 309 - Intro to Photography
Status Units Grading Grade Deadlines

Enrolled 2.00 Graded [ upcoming) term.
cl"ahsrs Saction|Component|Days & Times | Room Instructor 3";’:““‘1 Grade
1429 o1 Studic TuTh 7:10PM - Salve Regina Gary Pierpoint 08/25/2008 -
9:30PM 103 12/15/2008
ART 229 - Intro. Dig. Photog & Photoshop Edit the list to diSPIUY your
Status Units| Crading Crade Deadlines preferred combination of
Dropped 3.00 Graded B enrolled, dropped, and/
c"fhsf Section |Component |Days & Times Room Instructor gt:tr;fE“d OrIWO”IISTed CEURE by
checking your preferences and

2920 o1 Studio Tu 6:25PM - Hannan 134 Matthew Barrick 08/25/2008 - . ups "

8:555M 12/15/2008 selecting the “filter” button.

ENG 209 - Studies in Short Fiction

Status Units Grading Grade Deadlines
Enrollad 2.00 Graded [5:,

Viewing your Schedule
Weekly Calendar view

next week >>

<< previous week Week of 8/25/2008 - 8/31/2008 Move forword Ond

backward in time by

refresh calendar

Show Week of [08/25/2008 ] Start Time [B:00AM |_ End Time [6:00PM

selecting the “previous
s Henday Toesday Wadneday Frday Saturday sunday week” or “next week”
B:00AM buttons.
9:00AM
10:00am Modify the grid view by
) ENG 20902 ENG 20002 entering a date and/or
11:00am 11:10AM - 12:25PM 11:10AM - 12:25PM .
Cowan Hall 408 Gowan Hai 408 start and end fimes.
ENG 209 - 02 ENG 209 - 02 Selecf fhe “ f h
L110AH - 132354 11130AM - 12:25PM refres
12:000M psv 3a3-01 psy 383-01 calendar” button after
lecture " ecture . lecti
CaidweR ol 119 Cakwel Hal 119 entering your selections.
PSY 383 -01
e 12:35PM - L:50PM 5 . s .
— Additional modifications
- to the display can be
" : MDIA 499 - ) A
- il iy made in the Display
et 4:10PM - 6:40PM 4:10PM - . .
Memahon Hall 007 Bovie Options section. Select
3:00pM | S, eraomm atiopH - 6raaph the “refresh calendar”
S:00PH | i Graomm atigpn o button after entering

your selections.

Show AM/PM anday Thursday
[ show Class Title vesday Friday Sundsy SEESTANGARS
[Jshow tnstructors Wednesday Saturday

12



