STUDENT WEB REGISTRATION INSTRUCTIONS

To access the Student Administration Services menu, click on the inside.uthscsa (portal) link on the
UTHSCSA homepage (www.uthscsa.edu/) or use the following URL.: http://inside.uthscsa.edu/.
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Enter your UTHSCSA domain user id and password and click on . (Your UTHSCSA domain
user ID and password are the same as your UTHSCSA e-mail user ID and password.

:f'inside.uthscsa ﬁ If your sign in was not successful, click on Need login help?,

contact the Service Desk at IMS-Servicedesk@uthscsa.edu or
| Welcome ~Emplojee  Faculy News  Poli 567-7777, or visit a Help Desk. Help Desks are located in
Medical School Room 411L and in the Briscoe Library 2" Floor
Computer Lab.

User ID:

|
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Signn
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If you receive the following Security Alert, click on Yes.

Security Alert I'ZI

Yuu are about to be redirected to a connechion that iz not
?. secure. | | o
The information you are zending ta the current site might

be retranzmitted to a nonsecure zite. Do you wizh to
continue’y

Click on Student Administration in the Enterprise Menu box.

My Page] Emplovees Faculty MNews Policies BRe
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Enterprise Menu =

[ HSC Business Applications
[» Reference & Inquiry

[» General Links

— Employvee Self Service

— Student Administration <
— Verify Student Enrollment
— UTHSCSA Homepage

(If this results in a blank screen, you must drop your browser’s security level to Medium. A
level of High will prevent the system from operating.)

Start by clicking on Self Service.

Search:

| |®
[ Self Senice =

Then Click on the Student Center.

0 Self Service

Mavigate to vour 2elf gervice information and activities.

4'-'9): —StLIIjEﬂt Center P
W Use the student center to age =chool related activities.



TO ENROLL IN CLASSES

Click on Enroll or the Enrollment: Add link on the “other academic” pull-down menu.

Judy's Student Center

¥ Academics

Search E&E eadlines
Enroll r
My Academics Fall 2008 Schedule
Class Schedule
other academic... | % @ .+ |NURS 3203-001 Tu 10:00AM -
) ) 11:50AM
LEC [1522)
Room: TBA
Class Schedule
Course Histor, weekly schedule =

Enrcllment: Drop
Enrcllment: Edit
Enrcllment: Svwap
Grades

Transcript: View Unoffi

L

You may see multiple terms listed. If so, choose the one you want and click

CONTINUE

Add Classes

Select Term
O
Career Institution
G} Fall 2008 Nursing Undergraduate UT Health Science Center at SA
{:} Spring 2005 Nursing Undergraduate UT Heazlth Science Center a2t SA

CONTINUE

Judy Student lgoto ... v [
( Search W Enroll ]( My Academics
| my class schedule || add ” drop ” swap ” edit

|
|




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

Add Classes E—E—E

1. Select classes to add

To =elect classes for ancther term, click on Change Term. To add a class, enter class nbr
or click on Search button. When you are satisfied with your class selections, proceed to

step 2 of 3.

Fall 2008 | Nursing Undergraduate | UT Health Science Center at SA change tarm |

Add to M Fall 2008 Shopping Cart
Enter C b

r
enter I Your enrollment shopping cart is empty.

Find Classes
@ Class Search

soet |%

To add a class, enter the class number
and click enter  or Search for a class

using the s=arch  button.

If you are searching for a class, use the drop down feature to select a Course Subject and a course
career, then enter the Course number if you know it. Then hit the ==4%25 putton.

Enter Search Criteria

rat SA | Fall zoos

Select at least 2 search criteria. Click Search to view vour search results.

Class Search Criteria
Course Subject | Nursing hal | '*-
Course Number | is exactly W | |32U3 *_

Course Career |Nursing Undergraduate hd | ‘_

Show Open Classes Only

Use Additional Search Criteria to narrow your search results.

[* Additional Search Criteria 'l

v

CLEAR CRITERIA | SEARGCH |

Return to &dd Classes

Add Classes EI—[

When you see the class you wish to add, click on the _select dlass| 1y tion.

START A NEW SEARCH |

Beturn to Add Classes

. Jpen

% HNURS 3203 - STRATEGIES FOR PROF NSG:RESEARCH

View All Sections

Bl closed

First = 1of 1 7] Last

Section D01-LEC(1522 Status . select classl
Sassion Regular
Days & Times Room Instructor Meeting Dates |
Tu 10:00AM - . 0g/25/2008 -
11:50AM TEA e R 12/17/2008




You may be required to enter a Class Permission Number if the class in which you wish to register
requires instructor/departmental consent for enrollment. To obtain a Class Permission Number,
contact the instructor/department responsible for the course.

If the class in which you wish to register is a variable hour course (a class that may be taken for a
range of semester hours), you will additionally be required to enter the number of Units (semester
hours) for which you wish to register. Failure to enter the number of Units for which you wish to
register will result in the student information system defaulting your enrollment to the
minimum number of semester hours allowed for the class. This could result in an understated
bill if your desired enrollment is greater than the minimum number of semester hours allowed.

After entering permission number and/or units (as needed), click on mexr |

Add Classes

E'__

1. Select classes to add - Enrollment Preferences

NURS 3203 - STRATEGIES FOR PROF N5G:RESEAR

Class Preferences

NURS 3203-001 tecture @ open Permission Nbr ‘_

Grading Graded

Session Regular Academic Session

Career MNursing Undergraduate nits ¥

CANGEL R
Section | Component Days & Times Room Instructor | Start/End Date |
Tu 10:00AM - N . 08/25/2008 -
001 |Lecture 11150AM TEA Maria Bluhm 12/17/3008




If you wish to delete any of the classes you have just selected, click on the M in your Shopping Cart.

Repeat this class selection process until you have chosen all of the courses in which you desire to
enroll and then click on FROCEED 7O STEF 2 OF 2

Add Classes

B=H

1. Select classes to add

To =elect clazses for another term, click an Change Term. To add a class, enter class nbr
or click on Search button. When vou are satisfied with your class selections, proceed to
step 2 of 3.

@ MURS 3203 has been added to your Shopping Cart.

Fall 2008 | Nursing Undergraduate | UT Health Science Center at SA change term |

Add to Cart: Fall 2008 Shopping Cart
Enter Class Nbr Delate Class Days/Times Room Instructor |Units Status
Lterl T Tu 10:004M -
il 3203-001 N TEA M. Bluhm | 200 @
(15227 11:50AM
Find Classes dogs)
@Class Search I
search I

_Q PROCEED TO STEP 2 0F 3 |

Confirm your choices by clicking on _~/"/EF ENFSLLING

Add Classes

2. Confirm classes

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

Class Description Days/Times | Room | Instructor | Unil:5| 5tatu5|
STRATEGIES
NURS 3203-001 FOR PROF Tu 10:00AM -
{i522) NSG:RESEAR 11:50AM TEA M. eluhm  f2.00) @
(Lecture)
CAMCEL | PREVICQUS | FINISH ENROLLING |

If your enrollment was successful, you will see a % next to each class. A X next to a class means

that there was an error in the enroliment request. An explanation on the error will be noted in them
message section.



Add Classes E'_E'_E

3. View results

Wiew the following status report for enrcllment confirmations and errors:

Fall 2008 | Mursing Undergraduate | UT Health Science Center at SA
‘“ Success: enrolled x Errar: unable to add class
Class Message Status |
NURS 2203 Success: This class has been added to your w
schedule.

MY CLASS SCHEDULE | ADD AMOTHER CLASS |

NOTE: If the request was unsuccessful due to a hold, you can view your hold(s)on the Student
Center page. Click back on the Student Center link on the left and the holds will be listed in the upper
right hand corner. Click on 2etsil=* o see more information about your hold(s).

Search:

I~ Self Service
| — Student Center

Judy's Student Center

SEARGH FOR CLASSES

Search E%E sadlines
Enrcll -
My Academics Fall 2008 Schedule Sz
Class Schedule Transcript Hold
other academic... | % |® y MURS 2202-001 Tu 10:0048M -
2 {1522) L1:i30AM
: Room: TEBA

weeakly schedula = ~ To Do List
No To Do's.

| Program Advisor

My Account | (i) You have no outstandina charaes.




TO EDIT A CLASS (change amount of units or semester hours)

If you need to change the units (semester hours) for a class in which you have previously enrolled,
from the Student Center, Click on Enroll or the Enroliment: Edit link on the “other academic” pull-down
menu.

Judyv's Student Center

T Academics

Search E%E eadlines
Enrcll r
My Acads 5 Fall 2008 Schedule
Class Schedule
Enrcllment: Edit e @ 4 |MURS 3203-001 Tu 10:004AM -
Eo | o (1522) 11:50AM
: Room: TBA

Class Scheduls

Course History weekly schedule =
Enrcllment: Add
Enrcllment: Dro

Enrcllment: Swap
Grades

Transcriptt View Unoffi )
other scademic... @ You have no outstanding charges.
e e e

If you used the Enroll link, you must now click on the | ZLit tab.

PROCEED TO STEF 2 OF 3

Select the class you want to edit using the pull-down feature, then click

Judy Student [t R
b
Search W Enroll ]( My ics ]
my class schedule || add || drop ” swap || edit |

Edit Class Enrollment Options

1. Select a class to edit

Select the class to modify and click Proceed to Step 2 of 3 to change vour class
preferences.

Fall 2008 | Nursing Undergraduate | UT Health Science Center at SA change term I

Claz=zes you are allowed to edit

Salect from your schedule |NURS 3203 STRATEGIES FOR PROF NSG:RESEAR | | *—

PROCEED TO STEF 2 OF 3 |*_




Using the pull-down feature, select the appropriate number of units and click ~ M&iT

i Search W Enroll W My Academics

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

Edit Class Enrollment Options

1. Select a class to edit - Enrollment Preference

Fall 2008 | Nursing Undergraduate | UT Health Science

1]
=
15 ]
I

entear

NURS 3203 - STRATEGIES FOR PROF NSG:RESEAR

Class Preferences

Grading Graded
NURS 22023-001 Lecture .Dpen
Units 2.00 w F
Feassion Regular Academic Session ggg -
Career Mursing Undergraduate *
CAMCEL | PREVIOUS | MEXT |

Click on _FINisH Eoiming | ¢ you wish to proceed with the change.

[JUdy STOOET LRI bl
( Search ]f Enroll ]f My Academics
| my class schedule ” add ” drop || swap || edit

Edit Class Enrollment Options

2. Confirm vour selections

Click: Finish Editing to process vour edit request. To exit without making changes to this
clazs, click Cancel.

Fall 2008 | Mursing Undergraduate | UT Health Science Center

11}

+

(1]
1

Class Attribute Original Value New Value |

Units 2.00 4.00

CANCEL FINISH EDITING |




TO DROP CLASSES

From the Student Center, click on Enroll or the Enrollment: Drop link on the “other academic” pull-
down menu.

Judy's Student Center

¥ Academics

Search E&E eadlines
Enrcll *
My Academics Fall 2008 Schedule
Class Schedule
other academic... | ¥ ® . |NURS 3203-001 Tu 10:00AM -
Eo | ec (1522) 11:50AM
: Room: TBA

Class Schedule
Course History weekly schedule =
Enrcllment: Add
Enrollment:
Enrcllment: Edit
|Enrallment: Swap
Grades
Transcript: View Unoffig
other academic...
i = =L LI

@ ¥You have no outstanding charges.

Eim—omei=l Aid

If you click on Enroll, you must now click on the | drop | tab.

Select a term if necessary.
Check the box next to the class you wish to delete and click 27 SE-EETER CLASSEs

I IT IT

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

Drop Classes

1. Select classes to drop

Select the clas=es to drop and click Drop Selected Classes.

Fall 2008 | Mursing Undergraduate | UT Health Science Center at SA change term

¢E1FC||E::| @ Dropped

Select Class Description Days,/Times Room Instructor | Units 5tatu5|
STRATEGIES
NURS 2203-
- FOR. PROF Tu 10:00AM -
201 NSG:RESEAR 11:50AM TEA M. Bluhm | 4.00) o

? (1522 (Lecture)

ﬁ DROF SELECTED CLASSES |




Click on Finiss DRoseiNG | to complete the process.

( Search W Enroll W My Academics

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

Drop Classes

2. Confirm vour selection

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

1]
i
1
m
1]
J
i
o
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"
o
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I

«E”: ed @:"C::E‘:

Class Description Days/Times Room Instructor | Units 5tatu5|
STRATEGIES
NURS 3203-001 FOR PROF Tu 10:00AM -
(1522) NSG:RESEAR 11:50AM TEA M Bluhm | 4.00) o
(Lecture)
CANCEL | PREvVIOUS | FINISH DROFPPING |

If your drop was successful, you will see a ¥ next to each class. A ® next to a class means that
there was an error in the enrollment request. An explanation on the error will be noted in them
message section.



TO SWAP CLASSES

To “swap” classes is to replace one class for another.

From the Student Center, Click on Enroll or the Enroliment: Swap link on the “other academic” pull-

down menu.

Judyv's Student Center

T Academics

Search E%E eadlines
Enroll ﬁ
My Academics Fall 2008 Schedule
Class Schedule
Enrollment: Swap | % @ I:--, MURS 2202-001 Tu 10:00AM -
™ Lec (1522) 11:30AM
: Room: TBA

Class Scheduls
Course History weekly schedule =
Enrcllment: Add
Enrcllment: Drop
Enrcllment: Edit

Grades
Transcript: View Unoffig

other academic...
————or oo

@ You have no outstanding charges.

If you used the Enroll link, you must now click on the swap tab. Select a term if necessary.

First choose the class to drop (swap), using the pull-down feature, then enter the class humber or

search for a class to add in it's place.

| my class schedule ” add ” drop ” SwWap H edit |

Swap a Class

1. Select a class to swap

Select the class vou wish to swap then select the class vou wish to replace it
with.

Fall 2008 | Nursing Undergraduate | UT Health Science Center at SA change term I

Swap This Class

Select from your schedule |MURS 3312: PROF NSG: PHARMACOTHERAPEUTICS % |*-
With This Class
Search for Class | Class Sezrch e | search I
______ DR _——————

Enter Class Nbr ﬁ 1522 enter |

Enter permission number or change units on course to be added if needed, then click
button.

MEXT

12



Swap a Class

1. Select a class to swap - Enrollment Preference

Fall 2008 | Mursing Undergraduate | UT Health Science Center at SA

NURS 3203 - STRATEGIES FOR PROF NSG:RESEAR

IClass Preferences

NURS 2203-001 LecEure .Dpen Permission Nbr |

Grading Graded
Session Fegular Academic Session
Carear Mursing Undergraduats Units 2.00 i

v

CANCEL | PREVIOUS | MEXT

Section | Component Days & Times Room Instructor Start/End Date |
Tu 10:00AM - . 0&8/25/2008 -
001 |Lacture 11:50AM TEA Mariz Bluhm 12/17/2008

After reviewing the swap request, click /57 SWATFINE | button.

2. Confirm vour selection

Click Finish Swapping to process your swap reguest. To exit without swapping
theze classes, click Cancel.

Fall 2008 | Mursing Undergraduate | UT Health Science Center at S5A

¥ You are replacing this class

f Enrclled . Dropped

Class Description Days/Times Room Instructor | Units Statu5|
PROF NS5G:
NURS 3312-001 PHARMACOTHER |Th 9:00AM - .
(1526] APEUTICS 11:50AM TEA A Lintan .00
(Lecture]

T With this class

. Cpen B clos=d

Class Description Days/Times Room Instructor | Units Sbatu5|
STRATEGIES
NURS 3203-001 FOR PROF Tu 10:00AM -
(1522) NSG:RESEAR 11:504M TEA M. Bluhm | 2000 @
(Lecture)
CANGCEL FINISH SWAPFING

13



The resulting page will confirm if the swap was successful or will return error messages if it was not

successful.

Judy Student

go to .. Vl@

( Search

Y \

| my class schedule ||

Swap a Class

add || drop ” swap

My Academics

| edit

3. View results

=&

iew the results of your swap reguest. Click Fix Errors to try and correct the problems
listed below or change your swap choices.

Fall 2008 | Nursing Undergraduate | UT Health Science Center at SA

«EL::E_-'_-': Classes were swapped XE"G’: Unable to swap class
Class Message Status |
Swap NURS 3312 . .
with NURS 2203 Success: This class has been replaced. f

MY CLASS SCHEDULE |

|
|

14



VIEW YOUR CLASS SCHEDULE and ORDER TEXTBOOKS

You can view your class schedule by clicking on the | my class sehedule yah From this page, you can
Order Books Now

click on the link to access the UTHSCSA Bookstore.
Judy Student lgoto ... v [(%)
[ Search W Enroll ][ My Academics ]
| my class schedule || add || drop ” swap || edit |

My Class Schedule

Select Display Option @ List View (:) Weeakly Calendar View

Fall 2008 | Mursing Undergraduate | UT Health Science Center at SA change term I

¥ Class Schedule Filter Options

Show Enrolled Classes Show Dropped Classes Show Waitlisted Classes filter I

NURS 2212 - PROF N5G: PHARMACOTHERAPEUTICS

Status Units | Grading Grade Deadlines Image

Enrclled 3.00 Graded E"'#

Class : Start/End

Nbr Section | Component |Days & Times Room Instructor Date

1526 001 Lecture Th 9:00A8M - TEA Adrianne Linten 08/23/2008 -
11:30AM 12/17/2008

Erinter Friendly Page

. Order Books Now

You can also view your class schedule by selecting Class Schedule in the pull-down feature on the
main Student Center page.

Judy's Student Center

Search E&E eadlines
Enrcll
My Academics Fall 2008 Schedule
Class Schedule
other academic... | ¥ @ ; NURS 3312-001 Th S:0048M -
Y ] 11:50AM
LEC [1526)

- Room: TBA
Class Schadule
Course History weekly schedule =

Enrcllment: Add
Enrcllment: Drop
Enrcllment: Edit
Grades

Transcript: View Unoffig i
other academic... @ You have no cutstanding charges.
L TOTTE ITTOOTT

Financial Aid

View Financial Aid =




If you need assistance, please contact the Registrar’s Office at reqgistrars@uthscsa.edu or 210-
567-2621.
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