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PART I : ADDING A COURSE TO YOUR EDUCATION PLAN/WORKSHEET 

 
1. Go to my.champlain.edu and click “Launch WebAdvisor”. 
 
2. From the WebAdvisor main menu select “Students.” 
 
3. Select “Student Registration.” 
 
4. Select “Course Planning.”  The following screen should now be displayed. 
 

 
 
 
5. Select “Worksheet Planning Wizard” to creating your Student Education Plan for the first time.  
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6. You will now see a screen titled “Program Confirmation.”  If this accurately shows your current program 

of study, click Submit.  If the program shown is incorrect, contact the Advising and Registration Center to 

change your major.  

 

 
 
7. You will now be on a screen titled “Choose a Requirement.”  Here you need to select a requirement. 
These are the different groups of classes that are found on your Program Evaluation. Pick the one from 
which you would like to select a class.  
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8. You are now prompted to choose a component. These are the various „sub-categories‟ of the 
requirement you picked. Select one component and click Submit. 
 

 
 
9. The „Select Courses‟ screen will now open. On this screen you are presented with the courses that 
fulfill the requirement/component you selected on the previous screen. Check the box on the left side and 
select the term in which you would like to take a specific course.
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10. You are now viewing your Course Planning/Ed Plan Worksheet. You will see the course you selected 
and the terms you plan to take the course. 
 

 
11.  If you have additional course choices to make, click “Course Planning Wizard” in the top right of the 
screen to start the Wizard again, so you can add more courses to your Course Planning Worksheet.  
Continue with this process until your Course Planning Worksheet/Ed Plan is complete. 
 
12.  If you are on academic probation or have yet to complete 30 credits, contact your faculty advisor 
to let them know you have created your Ed Plan.  Your faculty advisor will review your course choices. 
Some advisors will ask you to meet with them to review the Ed Plan together.  Until your faculty advisor 
approves your course choices, you will not be able to register.   
 
Note: we recommend you place “extra” courses on your Ed Plan for your faculty advisor to approve. 
Doing so will enable you to quickly select a second choice course, if your first choices are full. 
 

 
PART 2: PREPARING FOR REGISTRATION 

 
Please note: First-year students and students on Academic Probation must obtain course approval from 
their faculty advisor before they are able to register. If you wish to view whether your advisor has 
approved a course you selected, locate the „Added By‟ box. If the box contains the word „Advisor‟ then 
they have approved the course. If it contains the word „Student‟ then it has not yet been approved. See 
below: 
 
1. To register for courses, click the “Register” link in the upper right corner. 
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2. You will be asked to select the course for which you want to register. Check the class and click 
„Submit‟.  
 

 
 
3. You will now see a list of sections for each of the courses you selected on the last screen. Review the 
day and time information to find the section that best meets your needs. Please pay attention to the 
available/capacity column to ensure you are selecting a section which still has seats.   
 
4. Put a check in the left column to select the section of your choice.  Click submit at the bottom of the 
page.  
 
(If you would like to select from only a specific group of sections, check “Narrow my search” and you will 
be presented with the Search for Sections screen.) 
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5. You will now see a screen titled “Register and Drop Sections”.  The section(s) you have just selected 
will be displayed under „Preferred Sections‟. Often students refer to this as their “shopping cart”.   
 
You can complete all of the above steps PRIOR to your registration window opening!  This will get you 
99% of the way through the process before your official time to register begins.  
 

PART 3: REGISTRATION 
 

Assuming you have completed all of the previous steps … when your registration window opens follow 
these final steps to register for the sections of your choice. 
 
1.  Log into my.champlain.edu 
 
2. Launch WebAdvisor 
 
3. From the Main Menu select “Students” 
 
4. Select “Student Registration” 
 
5. Select “Register for Previously Selected Sections” – this takes you back to your Preferred 
Sections/Shopping Cart (see below). 
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6.  Select “Register” in the top Action box, if you wish to register for ALL of your previously selected 
sections OR select “Register” on the left column if you wish to register for specific sections on your list. 
 
7. Click Submit. 
 
8. The Registration Results screen will now show. Be sure to read the messages in the upper left corner 
to determine if your registration has been successful! 
 
9. To check that your schedule is as you anticipated, go back to the Student Menu and select “My Class 
Schedule” and review your next semester schedule.  
 
Thank you. 


