Registration Directions for Students Not Needing an Ed Plan

Updated: February 14, 2008

PART |: PREPARING FOR REGISTRATION
We STRONGLY encourage students to complete this first part of the process at any
time. You do not need to wait for your registration window to open to prepare for
registration!

1. Log into http://my.champlain.edu and launch WebAdvisor.

2. At the Main Menu, select “Students.”

3. Select “Student Registration.”
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http://my.champlain.edu/

4. Select “Search and Register for Sections.” You will be brought to the following
screen:
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5. Select a TERM (2008FA for the Fall 2008 semester) and at least one other piece of
selection criteria. The choices are:

a) Subject (example: ACC)

b) Course level (example: 100, 200, 300)

c) Course Number (example: 101 or 410)

d) Meeting times (example: classes that start after 10:00 am)

e) Days of the week (classes that meet on Tuesdays)

f) Instructor last name (example: Luchini)

g) Course title keywords (example: American History 1)

h) Academic level (Graduate or Undergraduate)

i) Location (Blank for on-campus or On Line for all online courses)

6. Once you have entered a TERM and at least one other piece of criteria, hit SUBMIT.
You should now be looking at a page that lists all course sections that meet your
selection criteria. See sample below:
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7. Once you identify course sections of interest to you, check them off in the box in the
left-hand column. Once you’ve made all your selections, click submit.

8. You should now see a screen confirming your Preferred Sections (top portion of the
screen). Below this, you will also see any course sections in which you are currently
enrolled:

¥ Please note, at this point you are not registered! If you think about this
process like shopping online, you’ve simple put the sections you prefer into your
shopping cart. You have not yet checked out/registered for these sections. That
comes next.
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PART 2: REGISTERING FOR COURSE SECTIONS

Assuming you have completed Part 1: Preparing to Register ahead of time AND your
registration window has opened follow the directions below to register for your sections.

1. Launch WebAdvisor

2. Select “Students”

3. Select “Student Registration.”

4. Select “Register for Previously Selected Sections.”

You should now be looking at a screen titled “Register and Drop Sections.” See sample
below:
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5. At this point you need to take some action. If you want to do the same things for all
of your preferred sections, use the drop down box at the top to do so efficiently. You
can also use the action column on the left hand side to select the appropriate action for
each section.

6. BEFORE you click submit, you’ll want to answer the question at the very bottom of
the screen. “If one of my choices is not available...” You have two ways to answer this
either



a.) PART- Complete only available -- This is the most common choice.
Selecting this option means you will be registered into all sections for which you are
eligible. If you do not get into one of your choices for any reason, you will be brought
back to your preferred sections list and an explanation of why you did not get into the
class will be displayed at the top of the screen.

b.) ALL — allow me to adjust all -- Most students do not choose this option. Selecting
this option means if you can’t get into one of your sections, you will not be put into any
of them.

7. Click Submit.

8. You will now be brought to the “Registration Results” screen. Review this screen to
determine if the actions you desired took place. Are you registered for all sections you
wanted? Are there messages at the top of the screen explaining why you could not be
placed into a section of your choice? Take your time to review this screen to ensure
you have completed the registration process as you desired.

Registration Results

The following request(s) have been processed:
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| Here are sl of the sections for vwhich you are currently registered: |
Pass/ Section Name and . . . "
Term o . ‘ ! Location Meeting Information Faculty Credits CEUs
Audit Title
2006 Fall ERG-242-01 (1963) Brit Lit 08/25/2008-1 2072006 Standard Monday, Thursday M. Mahra | 3.00
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| Here are all of the sections for which you are waitlisted (nat registered): |
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| | You are not currently waitlisted in any courses.

9. Once you register for a course, a generic email will be sent to your my.champlain
email account confirming that your registration was successful.

10. Since the confirmation message does NOT confirm your specific course choices, we
strongly encourage students to go back into WebAdvisor and check “my schedule.”
This allows you the opportunity to review your work and ensure that you are registered
for the sections you desire.



