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On‐line Advising
There are two possibilities for students to seek advising:
• In‐Person Advising: Students may come to meet with an advisor. In this case, your advisor can
build your plan on‐line with you.
• Student E‐mails Advisor: Students have the ability to propose an advising plan on‐line and
notify their advisor. In this case, you can e‐mail your advisor and have them approve your plan
on‐line.
On‐line advising is at the Course level (not section). Students will have the ability to choose which
sections of the approved courses they would like to take.
A student will not be able to register for any courses that are not on their approved advising plan.
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CREATE A PLAN
If you go meet with your advisor, your advisor can build your plan with you on‐line. Be sure to bring
your Student ID or SSN to this meeting. Once you and your advisor have completed your advising
plan, you can now register on‐line. Please refer to the Register portion of this document to register
for your classes.
Build your own Plan
You also have the ability to create your own advising plan through WebServices. Please keep in mind
that your advisor must approve your plan before you can register.
To build your plan, go to the Advising Plan link on WebServices

This will display the Plan Courses Checklist, seen below. First, you create your plan; choose
“Create/Add to Worksheet”. This will allow you to begin creating your advising plan on‐line.

Hit OK to continue.
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You need to confirm that your academic program and catalog are correct on the system. If they are
not OK, please contact the Registrar’s Office immediately. If it’s OK, hit SUBMIT and continue.

You can now start planning your courses. Choose subjects or subject and course number
combinations to build your plan. When you’ve made your initial choices, hit SUBMIT to get a list of
courses to choose from.
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Based on your choices, you will receive a list of courses from the catalog to choose from. You can use
these courses to build your advising plan. Check the box next to the course, and choose a planning
term to make your selection. These courses will be added to your plan.
Hit SUBMIT to
continue.

You will now see the Course Planning Worksheet. This shows you the courses you have planned.

Any previously planned work will also display here. If your advisor has added courses to your plan,
they will show here and indicate they were added by your advisor.

Now, you need to e‐mail your advisor to get your advising plan approved. You can also go meet with
your advisor in person.
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E‐MAIL ADVISOR
By returning to the Advising Plan page, you have the option to e‐mail your advisor.

Your advisor’s name and e‐mail address will automatically appear on this form. You can also include
additional e‐mail addresses here (including your own). Please include a subject and any other
information you want to include. Hit SUBMIT to send the e‐mail.

When your plan has been approved, you will receive an e‐mail from your advisor letting you know.
You should then be able to proceed to registration.
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MODIFY PLAN
While planning, you may decide that you don’t want to include a course on your plan. You can use the
Modify Plan link from the Advising page to delete these courses from your plan. Check the REMOVE
box next to the course you want to delete and hit SUBMIT to delete the course.
Additionally, this will allow you to change the planned TERM you want to take the course. Simply use
the Planned Term drop‐down to change the term and hit SUBMIT to change the Planned Term.

If your plan has already been approved by your advisor, your advisor will need to delete or change
your plan. You can make these requests via e‐mail or in‐person.
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VIEW PLAN
You can view your current advising plan at any time by accessing the View Plan link on the Advising
page in WebServices. You will be shown a current advising plan with indicators (in the Added By field)
that let you know your plan is approved. Any course added or approved by your advisor is eligible for
registration.

The sample below shows two courses that are now eligible for registration
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REGISTER
After meeting with your advisor, or receiving a confirmation e‐mail from your advisor, you are now
able to register on‐line. Proceed to the Advising page in WebServices to Register.

When you hit OK, you are taken to your advising plan.

Choose the courses you are interested in registering for by checking the box to the left of the courses.
Again, courses must be approved by your advisor in order to register. Hit SUBMIT to continue.
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You will now get a list of possible sections to register in, including meeting dates/time information.
Choose the sections you are interested in; hit SUBMIT to continue.

You are now able to register for your classes from your “shopping cart” of preferred sections above.
You can register for all of your classes at the same time by using the drop‐down box at the top of the
screen. Otherwise, you can register in individual selections by using the Action drop‐down next to
each class. The Action drop‐down will also allow you to remove a class from your preferred list.
You may encounter Registration Errors – these will include items from the list below. However, you
may still be able to register in some of your classes, while you resolve issues with others.
Restriction on your account – Please contact appropriate office to resolve the situation; you will not
be able to register at this time.
Schedule Conflict – you are attempting to register in classes that begin at the same time, find a
different section; you can register in your other classes that do not have the conflict.
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Prerequisites not met – you must complete prerequisites; if you have questions, please contact
Registrar’s Office; you can register in your other classes that do not have prerequisite issues.
Class is full ‐ you are attempting to register in a class that is full, find a different section; you can
register in your classes that have seats available.
Registration Period has not started – be aware of when registration for an upcoming term might
start; you cannot register before that date.
If you have an error or issue, your “shopping cart” will not be deleted. You can return to this list by
choosing the Update Registration link on WebServices. You can return to this list at any time.

Once you have chosen the courses to register in, you are taken to a confirmation screen, seen below:

You will also receive an e‐mail at your College e‐mail account that indicates your registration has been
processed.
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SCHEDULE CHANGES
Once you’ve registered, you may want to make adjustments to your schedule – you can make these
changes on‐line.
Please be aware of the following:
1. You do not have to notify your advisor for schedule changes to approved courses (e.g.,
changing sections)
2. You will need an updating Advising Plan if you want to take a course you didn’t previously have
approved on your plan. Go to Change/Add to Worksheet on the Advising Page, add the course,
and then e‐mail your advisor (or go meet with your advisor).
3. You cannot drop all of your courses through WebServices. To Resign from the College, you
must come to the Registrar’s Office.

Drop a Course
Go to the Update Registration link on WebServices. This will display your “shopping cart” of preferred
courses as well as your current registration schedule. To drop one or more courses, mark the check
box next to the courses you want to drop and hit SUBMIT; your drop will be processed immediately.

Change Sections
If you want to find a different section of an existing class in your shopping cart, go to Search and
Register. Here, you can select a Term and Subject/Course Number to find additional sections of your
approved courses. Once you have selected a different section of a course, you can either remove the
original section from your shopping cart, or drop the original from your schedule when you register
for the new section.
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FAQ
•

•

•
•

•

•
•

•

What do I do if there is a course conflict?
o You should attempt to find another section of the class that better fits your schedule. If you
need assistance, please contact the Registrar’s Office at x9999.
I am not able to register because of prerequisites, but I took the class at another college.
o Please contact the Registrar’s Office to make sure your official college transcripts have been
received, and that credit counts toward your prerequisites.
I can’t register because WebServices says I have restrictions on my account
o Please contact the offices listed by WebServices to resolve your restrictions.
My Advisor hasn’t approved my plan.
o Attempt to contact your Advisor again (use E‐mail my Advisor), or any of the advisors in your
program to approve your program.
o Your advisor must approve your advising plan before registration on WebServices. The
Registrar’s Office cannot register you with those approvals.
My Advisor approved my plan, but now I want to take some different classes. What do I do?
o Add those new courses to your Advising Plan and E‐mail your advisor; all courses you want to
register for must be approved by your advisor. You can let your Advisor know which classes
you are swapping out.
Do I have to complete an Advising Plan every semester?
o Yes.
Do I have to notify my Advisor every time I want to change my registration?
o No. As long as the courses you’re registering for have been approved, you do not have to seek
Advisor approval again. You may register for any open section of an approved course. You only
need to seek additional approval if you are registering for a course that has not been approved
before.
When can I register for my Advisor‐approved courses?
o Once your advisor has approved your courses, you can register directly in WebServices (once
the Registration is open). You can register day or night at your convenience.
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