WEB REGISTRATION INSTRUCTIONS
SENIOR MEDICAL STUDENTS

Web registration is conducted through the Enroll in a Class option on the SA Self-
Service Learner Services menu.

To access the SA Self-Service Learner Services menu, click on the inside.uthscsa
(intranet) link on the UTHSCSA homepage or use the following URL.:
http://inside.uthscsa.edu/ .
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Welcome to inside.thscsa CampusCam

User ld: l:l The redasian offers better navigation and concise new:
information sources. Details. "Student” tab coming soon,

Password: l:l Web Requisition Navigation

Quick reference guide to help YWeb Requisition users
Sign In navigate through the new Portal Design (pof.
Presidential Lecture is Wednesday
Dr. Robert 8. Langer of MIT will speak about "Biomaterials
and How They Will Change Our Lives" atthe Presidential

inside.uthscsa = Distinguished Lecture. The lecture is at 2 p.m. Wednesday in

L the auditarium. Details.

About insideathscsa B

“"Inside” is the internal web portal for the faculty, staff and SECC Fundraiser Events . |-
students of The University of Texas Health Science See State Employee Charitable Campaign events scheduled
Center at San Antonio. farthe manth of October: SECC Calendat

Maintained by: Computing Resources Department
Contact webadminguthscsa sdu

Live Wiew
= Calendar of Events
©2004, The University of Texas Health Science Center at San
Antonio
Getting Started User's Guide FAQ'S Updated: October 6, 2004

Frequently Used Links =]

Handhooks/Policies:

Academic Calendar  Committees Operating Frocedures

Calendars Faculty:
ndar o

Directories: Couse Schedules
FacultyStaff Directory teh for Student
Student Directon, Email:

Forms: Qutlook ieb Access

[}S Master List e b ail

(*IMPORTANT INFORMATION REGARDING YOUR UTHSCSA USER ID & PASSWORD***)

Your UTHSCSA domain user id is the same as your UTHSCSA email user id.
Your UTHSCSA domain password, however, is separate from your UTHSCSA
email password. If your inside.uthscsa logon fails, your domain password
may have expired or you may not yet have changed it from its initial setting.
For more password information, click on

http://www.uthscsa.edu/computing/passwords or contact Triage at 567-2069 or
triage@uthscsa.edu .
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Click on Yes.

Security Alert X
Ynu are about o be redirected to a connection that iz not
?. TECLINE,

The information you are zending to the current zite might
be retranzmitted to a nonsecure site. Do yau wizh to
continue’y

Click on HSC Business Applications in the Portal Menu box.
Then click on Student Administration.

JMyPage” Faculty H Feople H Folicies ” Mewis H Senfice]
Fersonalize Cantent | Layout

Portal Menu =
[> My Portal Favorites _
~ HSC Business Applications ™
[ Human Resources
DataWarehouse
eCY Systern

Document Review Systern

Student Administration <&
[ Reference & Inguiry
[> General Links

UTHSCSA Homepane

Classified ads = =

- By

(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.)

Navigate to Learner Services following this path:
Home > SA Self Service > Learner Services > Home > Learner Services

Start by clicking on SA Self Service and continue clicking until you hit the second
Learner Services menu option.

Home

& 54 Self Service

-

& FeopleTools
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Click on Academics.

Home = SA Self Service = Learner Services = Home = Learner Services

Learner Services

Admissions

@ Apply for admission, and

checkyour application status.

ﬁ Course Catalog and Schedule
T} Wiew course catalog

information and laak far

specific class sections.

You can also navigate without the Learner Services icon page

Acadermics

Enrollin classes, view
transcripts, and viewy grades.

ﬁ Finances

Wiewy your account, make a .
payment, and apply far financial
aid.

links — Catalog, Academics, or Finances.

Home =/ 5A Self Service = Learner Services

e
& 54 Self Service © Personal Portfolio Q@ Harme
@ Learner Senvices & Catalog
& Academics
& PeopleToals & Finances

. You may use the direct

Click on the Enroll in a Class option under the Enroliment heading on the Academics

icon page or the Enroll in a Class direct link on the Academics menu.

Home = 54 Self Service = Learner Services = Home = Learner Services

Aéademics

Enrollment

<

== and exam schedule.

View Enralliment Appointment
Enrallin a Class

Wiew Wy Class Schedule
Wiew My Yeekly Schedule
Wiew My Exam Schedule

ﬁ Course Catalog and Schedule
=

@ Wiew course catalog infarmation and

|ook for specific class sections.

Wiew Course Catalog
Wiew Schedule of Slasses

Beturn ta Learner Senices

Enrall in classes, view your class

Academic Record

Reqguest transcripts, view your course
and grade history, evaluate your
transfer credit, apply for graduation

and request an enrollment verification.

View by Grades

Wiew My Assignments
Request Cfficial Transcript
Wiew Unofficial Transcript
YView Degree Progress Report
View Transfer Cradit Report
Evaluate Transfer Credit

Wiew Iy Adwizors

Request Enrollment Werification

Apply for Graduation

or
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Home = 5A Self Service = Learner Services = Academics

& Home
& Catalog

& Personal Porfolio

@ Learner Services

Enrollin a Class
Wiew Wy Class Schedule

'[aAcademics

QD Finances

‘ Wiew My Grades
Wiew Wy Advisorsg
Apply for Graduation

Click on the link for the appropriate term on the Select Enroliment Term screen.

Enrollment

Select Enrollment Term

J MedStudent

helow. Clickthe appropriate Term to do sa.

Term Academic Career
Academic Year 2006-2007 Medical Professional
Academic Year 20h J-2006 Medical Professional

Spring 2004 Medical Professional
Fall 2003 Medical Professional

You are eligible to view andior modify enroliment information for the terms listed

Institution

UT Health Science Center at SA
UT Health Science Center at SA
UT Health Science Center at SA
UT Health Science Center at SA

Click on the Add Classes link at the bottom left corner of the screen.

Frinter Friendly Fage

Gotef Add Classes )Drop/Update Classes  Swap Classes

Select a Different Term

Eeturn to Academics

To add a class, you click on the magnifying glass @/, and search for the class you want.

Mumbers, click ADD ANCOTHER CLASS.

Section

Subject / Catalog#

Units Grading Option

Toadd a class toyour schedule, enter the Class Mumber in the Class Mbrfield, or click the lookup
hutton to views the schedule of classes. Enter ane or more Class Mumbers. To add mare than 6 Class

Afteryou have selected all the classes yvou want to add, click the SLUBMIT buttan.

Wearify your add was successiul by checking the Add Status column.

Add Status
0.00

Delete
Delete

Delete
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After you click on the Magnifying Glass icon, the Basic Class Search screen will open.
Enter just the Subject (i.e.,FAPR) to see a list of all the class numbers for all course
offerings under that subject or enter both the Subject (i.e.,FAPR) and the Catalog
Number (i.e.,4020) to see only the class number for a specific course. Then, click on

the _ =2arth  putton.

Basic Class Search

Institution: HSCEA  UT Health Science Center at 54
Term: 3060 Acadermnic YWear 2005-2006

Selact at least 2 criteria helow then click Search to see the results.

Subject: FAPR Q]  Family Practice
Catalog Number: 4020 Exact Match W

Open Classes Onhy
El Open EntryExit Classes Only

Description:

Course Component:

Course Career:

Session: 8
Campus: I R
Location: ﬂ

Search Advanced Search Return to Add Classes

Clicking on the _ 522""  putton will open the Class Search Results screen, click on the
Check Box next to the Class Number to select the course.

Class Sections Find 1
Class Mbr Subject CatlgNbr Sect Description Units Comp Status Awvail Vait
Moo1219 FAPR 4018 oo OFFICE PROCEDURES 4 CLN  Open 1 i] 3

Session: MS-4 VI

Time: 12:004M 12:004M Room: TBA Dates: 01/09/2006 - 02/032006

Instructor:  Adams Anglenette
Doty Sue

Class Mbr Subject CatlgMbr Sect Description Units Comp Status Awvail VWait
Moo1z220 FAFPR 4018 oo OFFICE PROCEDURES 4 CLN  Open 1 i B

Session: MS-4 VIl

Time: 120040 12:004M Room:  TBA Dates: 02062006 - 03032006

Instructor: 2Adams Anglenette

Kumar Kaparaboyna A

Class Mbr Subject CatlgNbr Sect Description Units Comp Status Awvail Vait

% 1221 FAPR 4018 am OFFICE PROCEDURES 4 CLM  Open 1 I} %
Session: MS5-4 X
Time: 12:004M 12:004M Room: TBA Dates: 041072006 - 05/05/2006
Instructor: Adams Anglenette

Doty Sue

If you wish to register for more than six classes, click Add Another Class.
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Once you have entered all the required data for the classes in which you wish to enraoll,

click on either button.

Enrollment
Add Classes Academic Year 2005-
2006
J MedStudent
Medical Professional IUT Health Science Center at 5A
To add a class to your schedule, enterthe Class Mumber inthe Class Mhbrfield, or click the lookup
button to view the schedule of classes. Enter one or more Class Numbers. To add more than 6 Class
Numbers, click ADD AMOTHER CLASS.
After vou have selected all the classes you want to add, click the SUBMIT buttan.
Warify your add was successiul by checking the Add Status colurmn.
Submit
Subject ! Catalog# Section Units Grading Option Add Status
1221 Q]  FAPR 4018 i} 4.00 Graded
Ql 0.00
QJ 0.00
Al el

After clicking the button, review the Add Status column on the Add Classes
screen. If the column indicates “Success,” you effectively registered for the class. If the

column indicates “Errors Found,” your enroliment in the course was not successful.
Errors

Click on found for details concerning the student information system’s inability to
process your registration request. (See examples below.)

Potential Errors include:
Holds (financial obligation, parking ticket, etc)
Max Session hour limit (you are already registered for a class in that period).

Class requires departmental permission. Call the department for permission.*

*If you don’t have permission for a class you will get the following message:

Enroliment Request Messages Academic Year 2005-
2006

J MedStudent

Medical Professional UT Health Science Center at 5A

Seq# 1 Enroll Class Nbr 3283 FAPR 4020 Section 001 FAMILY MEDICINE PRECEPTORSHIP

Message Severity:  Error
Message Text:
Instructor Consent Required to Enroll in Class, Add Mot Processed. (14640,38)

Avalid permission number is required to add this class. See the instructor andior department and if appropriate they
will give you a permisssion number which enables you to add this class

To enter the permission nurber, click the Cancel button on the bottorn of this page. Click on the SubjectCatalogs

hyperlink for the class that reguires permission. This will open the Class Enroliment Options page where the
permission number may be entered. Enter the number and re-submit the enroliment reguest.

N
MS4’s do not need permission numbers. The administrative coordinator for the

department can give you permission and then enrollment will be allowed.
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If you wish to drop courses for which you successfully registered, click on Drop/Update
Classes.

Go to: Wieny by Schedule Drop fUpdate Classes Swap Classes

Click on the Action drop-down box on the Drop/Update Classes screen, select Drop

then click .

Subject [ Enrolin
*Action Catalog# Section Status
-Select enrollment action- |+ FAPR 4018 ao1 Enrolle
-Select enrollment action- INTD 4106 a0 Enralle
Update isg SURG 4042 001 Enralle
-Select enrolliment action- |+ SUREG 40449 a0 Enralle

Review the Update Status column on the Drop/Update Classes screen. If the column
indicates “Success,” you effectively dropped the class. If the column indicates “Errors
Found,” your drop was not successful.

Errars
Click on und for details concerning the student information system’s inability to
process your drop request.

**ekk|ts imperative that you check your on-line schedule frequently, especially before the
start of each new class, to be sure you are properly registered in the rotation *****+
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Checking on Class Availability

You can check to see if a particular class is open by navigating to:
Home = 54 Self Service = Learner Services = Catalod = View Schedule of Classes

Enter the Subject and Catalog number. You can narrow your choices by selecting a
particular Session also. Notice that the Open Class Only box is checked. The Search

will only return sections that are open at that time.

Basic Class Search

Institution: HECEA  UT Health Science Center at SA
Term: 3060 Academic Year 2005-2006

Select at least 2 criteria helow then click Search to see the results.

Subject: MEDI Ql  Medicine
Catalog Number: 4077 Exact Match v

Open Classes Only
[l Open EntryExit Classes Only

Description:

Course Component:
Course Career:

Session:

2=
&

Campus:

Location: &

Search | Advanced Search Eeturn to Select Institution and Term

A computer is available in the Registrar’s office during regular business hours to be
used for registration and to assist you one-on-one if you are experiencing problems with
the enrollment process.

If you need assistance, please call 210-567-2671or 567-2662 during normal
business hours or email msprospect@uthscsa.edu
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