M@ CHAPMAN UNIVERSITY

FINALIZING ENROLLMENT - REFERENCE GUIDE
STUDENT CENTER - MY.CHAPMAN.EDU

Access to the Student Center is provided through the Student Self Service link at my.chapman.edu. Enter your
regular Chapman User ID and Password. Click Login.

Nd CHAPMAN
N UNIVERSITY

Announcements

My Chapman Login
Welcome to the new My Chapman Self Service Portal
User ID Password
The Self Service Portal is your new interactive hub for easy
access to all of your demographic, student and employment
information. For information about the Portal, including =
navigation instructions and Frequently Asked Questions, see our
website at: www.chapman.edu

We highly recommend that you use Firefox for maximum
efficiency. In addition you should set your pop-up blocker to
allow my.chapman.edu.

1. Click on the Student Self Service link.

Home | Logout

L J
' b Student Center
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https://my.chapman.edu/

3. Click the newly displayed Student Center link.

"

-
- b Student Center
_

= Student Center

-

4. The Student Center opens.

Any's Student Center

T Academics

Search E&Deadlinez @um_ @Gradebccl—c
Elan
Enroll

W Academice For schedule prior to Fall refer to WebAdvisor _

Class Schedule
F5 4424-01
E."I Room: TBA
other academic... @ @ Lec (5820)
PHIL 102-032
EY .
Eﬁﬂ LEC (5877) FRoom: TBA

weekly schedule p-

enrollment shopping cart B

SEARCH FOR CLASSES |

No Holds.

¥ To Do List

No To Do's.

T Milestones

No Milestones

My Account
Account Inguiry @
Financial Aid

We are unable to display your account at
this time. To access this information,
contact the Bursar's office to complete
your account profile.

View Financial &id
Accept/Decline Awards

T Enrollment Dates

Shopping Cart Appointment
Y¥our Shopping Cart for the
Fall 2015 Semester session is

available for use beginning

T Personal Information

: Contact Information
Demographic Data

Emergency Contact

Names Permanent Address Home Address
User Preferences None Mone
Cell Bhone Chapman Email
other personal... - @ 714/997-6600 regstu2S@chapman.ed

T Admission

‘ E

® You do not have any pending
applications at this time.
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April 15, 2015.

Enrollment Appointment

You may begin enrolling for
the Fall 2015 Semester

saession on April 13, 2015.

details *
Program Advisor
Mam Lee
details &

T Enrollment Services

Admission Office
University Registrar Office
Student Financial Aid Offica

T Student Services

Student Business Services

Housing and Residence Life
Dining Services

Academic Advising
Student Affairs
Fowler School of Law
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5. Click on the enrollment shopping cart link to open your Shopping Cart. The Shopping Cart
contains the courses you have selected for enrollment for the term.

Saarch E&E eadlines @I URL |§=Erade:cc<_
Elan
Enrall - ;
. For schedule prior to Fall refer to WebAdvisor
My Academics
Class Schedule
F5 44348-01
E:-I Room: TBA
other academic... = @ @ Lec (5820)
PHIL 102-032
= .
r—_'ﬁﬂ' LEC (S877) Room: TBA

\ weekly schedule B

enrcllment shopping cart =

6. Your Shopping Cart will open. Review the classes selected. You can continue to add classes by
entering the Class Nbr and clicking enter or clicking on the search button to search the schedule.

Any Student go to ... + (3

( Search -]r Plan -]”r Enroll -]r My Academics -]

| shopping cart course history |

Shopping Cart

Add Classes to Shopping Cart

Use the Shopping Cart to temporarily save classes until it is time to enroll for this term.
Click walidate to hawve the system check for possible conflicts prior to enrolling.

Fall 2015 | Undergraduate | Chapman University

.C':e-u W clozed &'.".'ait List
Add to Cart: Fall 2015 Shopping Cart
Select| Class Days/Times Room Instructor Units | Status

Enter Class Nbr

l—l - Moulton
—I"“ il ART 211-01 MoWe 4:00PM  Center K

i ’ 3.00
(] (9184] - 6:50PM Drawving Rm | ;o bowitz @
Find Classes oog
@ Class Search BIOL 102-01 TF‘E"DE;L i
I:I (8013 ! TBA P. ¥ang =2.00 .
11:504M
search
B CPSC 220-01 |TuTh 1:00PM - 200 @
(9254) 2:15BM TBA E. Stevens -
g |Fue2es-o0z T oo @
r ' TEA T. Monroe B
Se= S :S0AM
MoWeFr
o mezsoor  TORSE, o | 200 @
(8040] . Lewis -
10:504M
POSC 1720-05 T;"E‘E-‘;;ﬂ i
I:I (8516 ) TBA A, Manson 2.00 .
12:50PM
for selectad: delete I wvalidate I enroll I
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7. The Validate function is a critical step in the enroliment process. This will review prerequisites for
courses and checks your classes for any time conflicts. It is important to select all courses in your
shopping cart to check for any scheduling conflicts. You can validate one course at a time for
prerequisites but the schedule check does not function properly unless all classes are checked. After
selecting the classes, click the Validate button.

Fall 2015 | Undergraduate | Chapman University

Add to Cart: Fall 2015 Shopping Cart
Enter Class Nbr Salact Class Days/Times Room Instructor |Units | Status
s Moulton
_IE“ er ART 211-01 MaoWe 4:00PM Center K.
[3184] - 6:50PM Drawing R | iopopitz | o000 ®
Find Classes 2og
@ Class Seary BIOL 10z-01 | Y'OWSET
{8013 ' TEA P. ¥ang z.o0 @
11:504M
search I
CESC 230-01 | TuTh 1:00EM -
(3254) -.150M TBRA E. Stevens 3.00 @
ENG 204-02 Mol eFr
(8016 F:00AM - TBA T. Monroe @ 3.00 .
S:5048M
MoWeFr
EMG 2650-01 . i
; : TEA M. Lewis .
P 10:00AM .00 @
(8040} 10:504M
POSC 120-05 MoWsFr
=== s=o 22 12:00PM - z00 @O
(8515] TBA A. Manson .
12:50FM
far selectad: deﬂe@ Enrulll

Green checkmarks indicate class(s) are OK to add. Any scheduling conflicts or if prerequisites are
not met, etc. a red X will appear. Click on the Shopping Cart button to return and edit your Cart.

Shopping Cart

Add Classes to Shopping Cart

“iew the following status report for enrollment confirmations and errors:

“ oK to Add x::'.e*'.s Problem
Description Message Status |

BIOL 102 OK to Add. o
ENG 204 OK to Add. s
ENG 260 OK to Add. o
POSC 120 OK to Add. o
ART 211 Enrcllment Requisites are not met. x

v

CPSC 2320 OK to Add. \
SHOFPING CART I
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8. Review the classes in your shopping cart. To delete classes from your Shopping Cart, select the box
next to the class (or classes) and click the delete button. This example is deleting the course where
the prerequisites were not met.

Fall 2015 | Undergraduate | Chapman University

. Open D Closed ﬂ'.'.'ait List
Add to Cart: Fall 2015 Shopping Cart
Select|Class Days/Times Room Instructor Units|Status

Enter Class Nbr

I— - Moulton
il ART 211-01 MoWe 4:00PM Center K

(5184] - 6:50PM Drawing RM | iobopitz 00 @
Find Classes T
@ Class Search BIOL 102-01 Tfuu‘rg:;q )
(8013 ' TEA P. Yang z.o0 @
11:504M
saarch
CESC 220-01 | TuTh 1:00PM -
(9254 21 1SEM TBA E. Stevens 3.00 .
ENG 204-02 | ONSET 200 @
- ' TBEA T. Monroe .
(8018) 5:504M
MoWeFr
ENG 260-01 . i
. " 2Ws -
B (B040] LO:00AM TBA M. Lewi z.00 @
10:50A8M
posc 1zo-os | MoWeFr
=== telte2 13:00PM - .00 @
D (B516] TBA A. Manson -
1Z2:50PM
for selected: delate validate I enmlll

The class is deleted from your Shopping Cart.

Fall 2015 | Undergraduate | Chapman University

. Opean B closad _&'.'.'Eit List
Add to Cart: Fall 2015 Shopping Cart
Select Class Days/ Times  Room Instructor Units | Status
Enter Class Nbr = - ==
enter | BIOL 102-01 Tf“;g;;ﬂ _
[F] o : TBA . ¥ang z.00 O
11:50AM
Find Classes
_ cesc 230-01 | UTh
(@ Class Search O gosay  1OOPM o yea E. Stevens  3.00 @
2:15PM
search B ENG 204-02 :‘:I‘::‘gr;;r_ 200 @
. ' TEBA T. Monroe B
— 9:50AM
MoWeFr
ENG 260-01 . )
[l (8040} 10:00AM - 1ga M. Lewis | 3.00 @
10:50AM
POSC 120-05 Tz‘“"grﬂeg;ﬂ )
[l (8516) ; TBA A. Manson @ 3.00 .
12:50PM
for selactad: dele'l:e wvalidate I enmlll
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9. To finalize your enrollment in the courses in your Shopping Cart, select the classes by checking the

boxes next to each class. Click the green enroll button.

Fall 2015 | Undergraduate | Chapman University

.:'ZE‘l

Add to Cart:

Select| Class Days/ Times

Ahyowait List

Fall 2015 Shopping Cart

Enter Class Nbr

I— enter I

ART 211-01 MoWe 4:00PM

(9124 - 6:30PM
Find Classes
@ Class Seard _ MoWeFr
BICOL 102-01 11 :00AM -
e 11:S0AM
search I
CPSC 230-01 TuTh 1:00PM -
(9254 2:15PM
MoWeFr
EMNG 204-02 S 00AM -
S 9:504M
MoWeFr
ENG 250-01 10:00AM -
e 10:S0AM
MoWeFr
POSC 120-05 1Z:00FM -
i 12:50FPM

for selectad:

Room Instructor | Units | Status

Moulton

Center kL.

Drawing Rm Liebowits .00 .

228

TEA P. ¥ang z.o0 @

TBA E. Stevens 3.00 @@

TBA T. Monroe  3.00 .

TBA M. Lewis z.00 @

TEA A. Manson 3.00 {0
delete I wvalidate @'

™

10. If you are attempting to enroll prior to your scheduled appointment, you will receive an alert message

above your shopping cart.

Any Student

-®

go to ...

i

( Search Plan Enroll

I

My Academics ]

I
| shopping cart ”

Shopping Cart

course history |

Add Classes to Shopping Cart

Use the Shopping Cart to temporarily save classes until it is time to enroll for this term.
Click walidate to hawve the system check for possible conflicts prior to enrolling.

0 You are not authorized for self service enrollment at this time.

Fall 2015 | Undergraduate | Chapman University

A wait List
Fall 2015 Shopping Cart

Select Class Daysf Times Room Instructor |Units Status

Add to Cart:

Enter Class Nbr

MoWeFr

enter I BIOL 102-01 , -
(2012} 11:004M - pgp P. ¥ang z.o0 @

11:50AM

Find Classes
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11. If you are eligible to enroll, you will be prompted to confirm your classes. You can cancel out of the
Shopping Cart or return to the previous screen. Click on the green FINISH ENROLLING button to
finalize your classes.

Shopping Cart
Confirm classes

L=

2.

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

Class Drescription Drays/ Times Room Instructor | Units 5tatu5|
BICOL 102-01 Forensics MoWeFr 11 :00AM
(8013) {Lecture) - 11:504M =R 55 ] z.o0 @
Computer
CPSC 220-01 . TuTh 1:00PM -
Science I TEA E. Stevens | z.00| @
(2254) (Loctare) 2:15PM
Intro To
Z0E Sla=oe Creative Writing | 2WePr S:008M - | g, T. Monroe | 3.00| @@
(2018) 9:50AM
{Lecture]
ENG 260-01 Literature Into MoWeFr 10:004M .
(2040) Film (Lecture) - 10:50AM e L =S z.00| @
Intro to
E’EC;E;-%:ILZD 2k International THT;\T;ErpLZ.DDPM TEBA A. Manson | 2.00 .
Relatio (Lecture) '
CANCEL I PREVIOUS FINISH ENRDLm

u

12. You will see the results screen, classes successfully added will display a green checkmark, any
classes that were not added will be marked with a red X. Click on the MY CLASS SCHEDULE
button to view your completed schedule. NOTE: You can also click the ADD ANOTHER CLASS to

search for additional classes.

Shopping Cart

==

3. View results
View the following status report for enrollment confirmations and errors:

Class Message Status |
Success: This class has been added to your

Erell Tk schedule. f

CcPsc 230 Success: This class has been added to your “
schedule.
Success: This class has been added to your

ELE it schedule. ,
Success: This class has been added to your

ELE =2 schedule. 'f

poSc 120 Success: This class has been added to your ,
schedule.

M¥ CLASS

ECHEDULEl ADD ANOTHER CLASS |
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13. Your Class Schedule can be viewed in a List or Weekly Calendar View by selecting the radio

buttons. Here is a List View.

My Class Schedule

Select Display Option @ List View

Fall 2015 | Undergraduate | Chapman University

7) weekly Calendar View

View Textbook Summary

¥ Class Schedule Filter Options

Show Enrolled Classes Show Dropped Classes Show Waitlisted Classes filter I

BIOL 102 - Forensics

Status Units | Grading
Enrclled 3.00 Graded
Class .
Nbr Section |Component |Days & Times Room
8013 o1 Lecture MoweFr 11:00AM TBA

- 11:50AM

CPSC 220 - Computer Science I

Status Units | Grading
Enrolled 3.00 Graded
Class -

Nbr Section |Component |Days & Times Raoom
3254 o1 Lecture TuTh 1:00PM - TBA

2:15PM

ENG 204 - Intro To Creative Writing

Status Units | Grading
Enrclled 3.00 Graded
Class .
Nbr Section |Component |Days & Times Ruoom
8016 oz Lecture MoWeFr 9:008M TBA

- 9:50AM

ENG 260 - Literature Into Film

Status Units | Grading
Enrclled 2.00 Graded
Class .

Nbr Section |Component |Days & Times Room
a040 o1 Lecture MoWeFr 10:008M TBA

- 10:30AM

POSC 120 - Intro to International Relatio

Status Units | Grading
Enrclled 3.00 Graded
Class -

Nbr Section | Component |Days & Times Room
8316 o5 Lecture MowWeFr 12:00PM TBA

- 12:50PM

Grade

Instructor

Pamela Yang

Grade

Instructor

Elizabeth
Steveans

Grade

Instructor

Tiffany Monroe

Grade

Instructor

Mildred Lewis

Grade

Instructor

Andrew Manson

Deadlines

S
Start/End
Date

08/31/2015 -
12/19/2015

Deadlines

Ca
Start/End
Date

08/31/2015 -
12/19/2015

Deadlines

B
Start/End
Date

08/21/2015 -
12/19/2015

Deadlines

8
Start/End
Date

08/21/2015 -
12/19/2015

Deadlines

8
Start/End
Date

08/31/2015 -
12/19/2015
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Here is the Weekly Calendar View.

Any Student

go to - @
( Search \I( Plan 1( Enroll 1( My Academics 1
| my class schedule || add || drop ” swap ” edit ” term information |

My Class Schedule

Select Display Option ) List View @ weekly Calendar View

< < previous week I week of 8/31/2015 - 9/6,/2015

next weak => I

Show Week of [98/31/2015 1 Start Time |[8:00AM End Time |S:00PM refresh calendar I
Time Monday Tuesday Wednesday Thursday Friday Saturday
Aug 21 Sep 1 Sep 2 Sep 3 Sep 4 Sep 5
B:00AM
ENG 204 - 02 ENG 204 - 02 ENG 204 - 02
0:00AM Lecture Lecture Lecture
° Q:00AM - 9:50AM 9:00AM - 9:50AM Q:00AM - 9:50AM
Location: TBA Location: TBA Location: TBA
ENG 260 - 01 ENG 260 - 01 ENG 260 - 01
10:00AM Lecturs Lecturs Lecturs
° 10:00AM - 10:50AM 10:00AM - 10:50AM 10:00AM - 10:50AM
Location: TBEA Location: TBA Location: TBA
BIOL 102 - 01 BIOL 102 - 01 BIOL 102 - 01
11:00AM Lecture Lecture Lecture
° 11:00AM - 11:50AM 11:00AM - 11:50AM 11:00AM - 11:50AM
Location: TBA Location: TEA Location: TBA
POSC 120 - 05 POSC 120 - 05 POSC 120 - 05
12:00PM Lecture Lecture Lecture
° 12:00PM - 12:50PM 12:00PM - 12:50PM 12:00PM - 12:50PM
Location: TBA Location: TBA Location: TBA
1:00PM CPSC 220 - 01 PSC 220 - 01
Lecture Lecture
1:00PM - 2:15PM 1:00PM - 2:15PM
2:00PM Location: TBA Location: TBA
Z:00PM
4:00PM
S:00PM
G:00PM

* Dizsplay Options

Sunday
Sep 6

Sllow AMSPM Mcmday

Tuesday
Wednesday

'I'hursday

Friday
Saturday

[7] show cClass Title

[[] Show Instructors

refresh calendar I

Sunday

14. To return to the main page of your Student Center or one of the other sections, scroll to the
bottom of the screen and click the down arrow next to “go to . . . “ select Student Center and click the

double arrow icon.

Search Plan Enroll My Academics

Shopping Cart Course History

-®

Student Center
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15. You can also view your Fall Class Schedule by clicking on the enrollment shopping cart link on

your Student Center main page.

-®

Any Student

(s \

go to ..

Enroll ](

My Academics W

| shopping cart || course history

Shopping Cart

Add Classes to Shopping Cart

Use the Shopping Cart to temporarily save classes until it is time to enroll for this term.
Click validate to have the system check for possible conflicts prior to enrolling.

Fall 2015 | Undergraduate | Chapman University
.=:':E‘|
Fall 2015 Shopping Cart

Your enrcllment shopping cart is empty.

Bclosead &'\‘:ait List

Add to Cart:
Enter Class Nbr

’_ enter |

Find Classes

(@ Class Search

search I

T My Fall 2015 Class Schedule

WEqrollad @E ropped A wait Listed
Class Description Days/Times Room Instructor | Units Status|

BIOL 102-01 Forensics MoWeFr 11:00AM
= . .00 f
{8013] {Lecture) - 11:50AM TBA P. ¥ang

Computer
CPSC 230-01 TuTh 1:00PM -
- Science I TEA E. Stevens .00 o
G254 2:15PM
I (Lecture)

Intre To
ENG Z04-02 MoWeFr 9:00AM
- Craative Writing TEA T. Monroe 3.00 «
8016 - 9:50AM
I (Lecture)
ENG 260-01 Literature Into MoWeFr 10:00AM
P ) . i 3.00 J
{2040] Film (Lecture] |- 10:504M TBA M. Lewis

Intro to
POSC 120-05 MoWeFr 12:00PM
{(8516) Internaticnal ) ‘:Z'EDFPM TBA A. Manson .00 o

Relatio (Lecture) '

Search Plan

Shopping Cart

Enroll My Academics

Cowurse History

go to ...

-®
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