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SJSU CMS Project Team Student Self-Service/Enroll in (add) a Class

Enroll in (add) a Class
This guide will demonstrate how to enroll in classes using the self service add classes page inside MySJSU.

1- GO to M ! S\]SU % 5]5U HOME » My515U » NEWS » EVENTS % DIRECTORY SEARCH _
(http://my.sjsu.edu/).

San Jose State University

2. Click the Login to MySJSU
MySJSU button.

Home About Us Applications Technical Forms Students Employees Job Applicants

515U Home : MyS1SU

MySJsuU \

MySISU is for current and former students and applicants for admission,
as well as all SISU employees. In the near future, the site will also be Loginto MySJsU
used by applicants for SJSU employment. Find important information

about your academic or work career, system downtime, procedural
updates, documentation, training and support.

éprint Eamail

Quick Links

MySISU on Facebookr
Alert-SISU FAQs
Euture Student Account

Campus News

Last Update: June 30, 2008 - 7:51 a.m.

Activation
Online Application for Campus Jobs Now Live! Login Information )
Sign up for Alert-S1SU! Open University Registrationr
PDF Class Schedules
System/Technical Updates Class Search/Browse Catalogr
Campus Resources
Last Update: July 1, 2008 - 9:19 a.m Whom Do I Contact About...?

System Downtime Information

3. Enter your User ID and
Password.

4. Click the Sign In button.

San]oSéState
Note: If you have difficulty VHINEESTRY.

IOgglng in, please contact the e i ionio iini.i i ninonin

CMS Help Desk via email
(cmshelp@sjsu.edu) with

your full name, department
and SJSU ID.

_. User ID: i-|—|

—_—

—P Password:| |
Foraot your password?

T [ —
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The Student Center displays.

5. Click the Add a Class link.

The Add page displays.

6. Using the drop down button
select the term in which you
want enroll.

7. Click the Change button.

8. Enter the class number or
click the Search for Classes
Search button.

Jstudent Infu&TasksH My Messages H Guest Options ]

Search:
)

[+ Wy Favarites

[ Campus Info

[» Self Service

[+ BJELU Campus Solutions
[> et Up HRMS

— Student Centar
—ToDaolList

— Other Indicators

— My Wessages

— Send Messages

— Chandge by Password

— My Systermn Profile

Student Center

Student Center

T Yiew My Messages

You have no new messages.

Wiew Messages

T Academics

E%Deadlines @ LR

This Week"s Schedule
Class

Enrollment

[l 3 cheduls

Pdd a Class
['rop ..h lass

f my class schedule

\(etoes soaren | waa [ arop ) war )

Add Classes

B

1. Select classes to add

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

@ No appt

. Y
Select Term I Spring QDD?)

()

Add Classes

1. Select classes to add

BH=H

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

Select Term I Spring 2007

Add a class using one of the following:

Search for Class

Enter Class Nbr

ISearch for Classes
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The Class Search page ( my class schedule ](class search]( add ]f drop 1( edit
displays.
Add Classes
.—.—'E
9. Enter two pieces of Search Sel 1 dd -5 h for C1 _ptl
criteria such as subject and 1. 5elect classes to a = 5earch tor Classes

course number. Select at least 2 search criteria. Click Search to wiew yvour search results,

10. Click the Search button.

San Jose State University | Spring 2007

Class Search Criteria

Course Subject select subject I bial (_ — _:'

-
Course Munmber Iis exactly ;"1 ‘:'

Course Career IUndergraduate ;I

™ Show Open Classes Only

Use additional Search Criteria to narrow your search results,

[* additional Search Criteria |

CLOSE CLEAR CRITERIA | SEARCH

]

Note: You can also search for

G - Use Additional Search Criteria to narrow your search results,
classes by clicking the Additional

Search Criteria. Lﬁbﬂdditiunal Search Criteria
The class search results page Add Classes ]
displays.

1. Select classes to add - Class Search Results

when available, click Yiew All Sections to see all sections of the course,

San Jose State University | Spring 2007

The following classes match your search criteria Course Subjeck:
Biology. Course Mumber is exacly '1', Course Carsen
Undergraduate, Show Open Classes Only: No

. Open D Closed 1& W ait List Need help with Waitisting? Click Here

CLOSE | START & MEW SEARCHl

= BIOL 1 - Plant Biology

Yiew All Sections First "/ 1-2 of & [} Last

fection O1-LEC(Z04707

Status A
Session  Regular Acaderic Session 5‘3"3‘:':‘:'355'
Meeting Dates Days & Times Room Insbuctor

1/24/2007 - 5/15/2007 |MW 2:20PM - 3:45PM Science Building 142 |Lambrecht,5usan <
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Note: This Class is closed but you ¥ BIOL 1 - Plant Biology
could can select it and place . 0
y0urse|f on the Waltllst — ¥iew All 5ections First 1-3 of 6 Last
TSection  01-LEC(20470) It L T P A
Session Regular Academic Session ﬂl
Meeting Dates Days & Times Room Instructor

1/24/2007 - 5/15/2007 (MW 2:30PM - 3:45PM Science Building 142 |Lambrecht,8usan [

Note: If you need more
. A T . en D ose ait Lis e elp wi aitisting? Clic ere
information on Waitlisting click the ® o sl ﬁ_dh—'p th Waitlistina? O k"j
Waitlisting link.
11. Select a class by clicking the ¥ BIOL 1 - Plant Biology

Section link.

¥Yiew All Sections First "/ 1-3 of & [} Last

Section D1-LEC(20470 Status ﬂ

Session  Regular Academic Session i
Meeting Dates Days & Times Room Instuldg h

172442007 - 5/15/2007 |MW 2:30PM - 2:45PM Science Building 142 |Lambrecht,8usan o]
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The Related Class Sections
page displays.

12. Select the related Lab
section.

13. Click the Next button.

14. If you would like to waitlist the

class check the Wait list if
class is full box.

15. Add the class permission

number if the class requires

department or instructor
consent.

16. Click the Next button.

Add Classes II'_

1. Select classes to add - Related Class Sections

Spring 2007 | Undergraduate | San Jose State University

BIOL 1 - Plant Biology
Lecture selacted: Section 01
M 2:30PM - 3:45PM Science Building 142

. Cpen ad Closed & W ait List

Select Laboratory section (Required):

Crlﬁjsrs Section Schedule Location Instructor Status
© zo47z  1i I.”gﬁﬁkfam . Duncan Hall 327 S, Lambrecht iy
‘ o 20474 iz Tu 2:30PM - S5:20PM Duncan Hall SST’L. St COmer .
20476 13 :VD?Q’SEQM ) Duncan Hall 337 L. St Ormer ]
20478 14 r”lzluc';;'m” ) Duncan Hall 337 Staff ]
25418 15 I'fzjag’mac'ﬁ‘m . Duncan Hall 337 Staff ]

View All Sections First E 1-5 of & [} Last

Add Classes E'_

1. Select classes to add - Enrollment Preferences

Spring 2007 | Undergraduate | San Jose State University

BIOL 1 - Plant Biology

Class Preferences

Wait List W W ait list if ol is full
TEEL AeEn (P A\ wait List ait Lis ¥ wait list if class is fu
BIOL 1-1Z Lahoralnry. Dpen {Perrnission b '

. Grading Mormal Grade Rules
Session Regular Acadermic Session
Career Undergraduate Units 4,00

CANCEL PREVIOUS |@
T T 5 Cl—]
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The Add classes page displays
with the course now in the
enrollment shopping cart.

17. Finish enrolling in the class by
clicking the Proceed to Step
2 of 3 button.

The confirm classes page
displays.

18. Click the Finish Enrolling
button.

BIOL 1 has been added to your enrollment shopping cart. Add more
classes or click Proceed to Step 2 to continue processing your enrollment.

;I change I

Select Term | Spring 2007

Add a class using one of the following:

Search for Class

;l search I

ISearch for Classes

Enter Class Mbr

¥ Spring 2007 Enrollment Shopping Cart

. Spen O Closed A W ait List
Delete Class Descripton Days/Times Location Instructor | Units Statusl
EI BICL 1-01 Flant Biology MW 2 30PM - Science 5. 4.00 &
20470 (Lecture) Fi45PM Building 142 |Larmnbrecht '
BICL 1-12 Plant Biology Tu 2:30PM - Cruncan Hall
(20474) {Laboratary) 5:20PM 237 L 3 Gmer @

1-zof 2

| Last

Add Classes

View All Classes in Cart

First |

(PRDCEED To STEF 2 OF 3 )
M il

2. Confirm classes

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

Spring 2007 | Undergraduate | San Jose State University

. Cpen W ciosed A weait List
Class Descrption Days /Times Location Instructor | Units Statusl
BIOL 1-01 Flant Biclagy MW Z:30PM - Science 5. 4.00 A
z0470 (Lecture] F:45PM Building 142 |Larmbrecht !
BIOL 1-12 Plant Biclagy Tu 2:30PM - Duncan Hall
(20474) (Laboratory) 5:20PM 337 L B Gy @
CANCEL

FREWIOUS |l FIHISH ll?LHRDLLING i
N vy
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The View results page could Add Classes

displ f the followi
ISplay one of the tollowing 3. View results
messages:

View the following status report for enrollment confirmations and errors:

e A success message for a

Walt“St Class Spring 2007 | Undergraduate | San Jose State University

v Successz: enrolled x Error: unable to add clazs
Class Message Status
Message: Class 20470 iz full. ¥You have been been
Boel & kplaced on the wait list in position nurnber 1. «

e A success message for an [

my clags schedule Wwish list wclass search ]( add drop edit
open status class

Add Classes

H=Hz=)

3. View results

Wiew the following status report for enrollment confirmations and errors:

Spring 2006 | Undergraduate | San Jose State University

v Success: enrolled x Error: unable to add dass
Class Message / ms |
Message: You are required to take this requiremnt
BIOL 21 designation for this class, The requirement «
designation option has been set to yes,

MAKE & PAYMENT MY CLASS SCHEDULE |

An error message for an open Add Classes E'_@_@
or closed status class displays.

3. View results

Wiew the following status report for enrollment confirmations and errors:

Spring 2006 | Undergraduate | San Jose State University

¥ success: enrolled X Errort unable to add class

Class Message Staths |

Error: Departrnent Consent Required, You rmust
HUM 1B obtain permission to take this class, If vou have a x

permizsion number, click fix arrars, dick the class
link, enter the number and resubrmit.
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