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Glossary

Term

Academic Career / Course
Career

Programme
Course / Course Unit

Class

Units

Session
Course Subject
Course Number

Shopping Cart

Academic Advisement

Academic Year — where ‘1091’ means Academic Year 2009/10;
‘1101’ means Academic Year 2010/11; and so on.

Undergraduate (UGRD), Postgraduate Taught (PGDT).

Programme / course of study — e.g. BA (Hons) History.
Individual courses that make up your programme.

Instances of a course in a particular academic year. A course may
consist of more than one class — a main class, e.g. Lecture ('LEC’)
that should be selected initially; and associated classes , e.g.
Seminar (‘SEM’), Laboratory (‘LAB’) etc. You select classes to enroll
on a particular course.

Credit value of a course — e.g. 20 credits.

The period during which the course will run — i.e. Semester 1,
Semester 2, or all year across both semesters.

The subject of the course — e.g. RELT 20001 = Religions & Theology
(see Appendix A for a full list).

The catalogue number of the course — e.g. RELT 20001.

Area where selected courses are held pending the actual enrolling
upon them (like a ‘Basket’ on an internet shop — you enroll on the
course(s) when you finally ‘check out’, at Step 3).

The activity that a School carries out, defining the Optional and
Mandatory Courses that make up a programme of study. These
courses become the requirements that appear in your Advisement
Report.



Login to Student Portal / Student System

1. Go to the StudentNet (www.studentnet.manchester.ac.uk)

2. Click Course Unit Selection

MANCHE

25
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o =
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UJE ! Accommodation || Careers || IT || Library || Sport |! |
= I
—
m Blackbo
Student System Self Service Blackboard
s Track vour application Blackboard is the Univers
eLearning delivery syster
« Register as a student can view course material
units that you are taking
& Course unit gelection have an online space. C
and submit coursework a
s Graduation — monitor your progress us
gquizzes and assignments
e e b
3. Again, click Course Unit Selection

StudentNet

| Accommodation " Careers ”7" Library || Sport ” Crucial Guide |

AATHEHES Course Unit Selection (CUS)

Course Unit Selection {CUS) is the process by which you select the optional courses for which you wish to enrol as part of your undergraduate
degree.

f service

» Applicants
The balance of mandatory and optional courses, and thereby the extent to which you can exercise choice, will vary according to the degree for

> Gegitestion which you are registered so that for specific information you must either refer to your programme handbook (normally available on your School

» ?DUFS)E Unit Selection intranet) or contact the relevant staff in your School. They will also advise you of the deadlines for making your choices.
CUs
n To access the Course Unit Selection in Campus Solutions visit:
» Graduation

*

Reguest a document

v

Careers guidance For a comprehense guide on how to use Campus Solutions Course Unit Selection, visit:

» Contact us . .
* Guide to Course Unit Selection

4, Click Login .
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5. Enter your Central Username & Password , and click Login .

NOTE: You will only have these details after you have undertaken IT sign-up.

Central Authentication Service

You are zee

Login with central username check yeur
and password returned to

U=zername: Authentica
| mcxssfyz s Acce

» Acce
Paz=ward: o A

Warn me before logging miente ether Your IT Ac
sites. * Sign
accal

» Char

Logn:{ ! cleatr * Reco
' unlog

s Cont

6. Click Student System

MANCHESTER.
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Home
Student System =5 Calend:
Select the Student System link to register as a student or update your contact T
details. <]
For assistar“:éWith registration and payment of fees visit re Crucial Guide Live
2|3
For any queries please complete the mm online contact form. s B




Using Student System Self-Service for Course Unit S election
View My Advisement Report

The course requirements for your programme will be displayed by viewing your Advisement
Report . These are made up of:

= Mandatory courses that you will have been automatically enrolled upon by your School.
= Optional courses that you can choose to make up the rest of your requirements.

It is important that you run this report repeatedly throughout the course unit selection
process to help you select the correct courses.

1. Click Student Center.

I Belf Senvice
— Change My Password

2. In Student Center, click My Academics .

Isabelle's Student Center

¥ Academics

Gesicl E%E eadlinas @ LRL @ Gradsbook
Plan -
Enro Ti:_i'_s Week's Schedule
-E. Class _ Schedule
=
3 Click View my advisement report
isabelie Lambert |aoto ... =10m
( Search ][ Plan ][ Enroll “r My Academics ]

My Academies

C[}egree Progress  View my Ed._&Element G ) M.Y Program:
3 wH Institution - The University of Man

L 5 i
What-If Report  Create 5 what-if scenario Y Caraer - Undergraduate

“ Program - BA{Hons) 5t of Rel &
Programme - ELA'(Hcms:i Stk F

Advisers  View my advisors

Transfer Credit  Evaluzte my transfer credits

VWiew my transfer cradit report




4. Populate the fields in the drop down menus as shown in the image below. Click go..

( Search ]( Plan W Enroll ]( My Academics

View Degree Progress Report

Choose an institution and report type and press go to view your degree progress in your
current academic program. If you wish to view yvour coursework: in a what-If scenario,
select one of the buttons below.

=this process may take a few minutes to complete. please do not press any other
buttons or links while processing is taking place™

Academic Institution | Tha University of Manchester ;]

Report Type UMANC Advisement Transcript ;I

Academic Career I UGRD T’I Undergraduate
Lol [1101 =] 2010/11 Academic Year

5. After a short processing time, your advisement report will appear.
Report Resuits

Return

:0 Atthe time of your request, your marks have not been ratified by the exam hoard.

The Uniwversity of Manchester Advisement Transcript

Academic Program History
2.2 Program : BL {Ecconomic and Sccial Studies) (Hons)
4.1 Mode of Rttendance : Full Time

Active in Program 3 17-08-2006

= = = = ACKDEMIC ADNMISEMENT REPORT — - = =

Beport on Undergraduate Career No Redguirements

BA(Bcon & Soc Studies) (Hons) Program No Requirements

BA (Bcon) (Hons) Economics Plan

Regquiremencs Nat Satisfisd

BA Econ (Hons) Economics, 3rd Year Requirements
Reguiremsnt Not Satiszfied -

Tnits {required/actual/needed): 120.00/60.00/60.00



= The report will highlight if and where requirements are not met.

* You can see the status of the amount of units (credits) you require:

For example,

Bnics= {zequiredfectusl freaded] ;- 120007 80 097 €9 .80
In this case, a total of 120 credits are required overall; 60 credits worth of courses are
enrolled upon already; with a further 60 credits still to be chosen.

=  Where requirements are not met, the report will normally show which optional courses can
be taken to make them up, e.g. RELT 20072, AHVS 21001 etc.



Select Courses

Add

1. Click Student Center .

824

Menu

Search: :

> Self Senice
i g Browse Catalog
[ Academic Planaing
M Frrntmant

2. Click Enrol .

¥ Academics

Eh .
E@oeadiines @ URL
Search

Elzn This Week's Schedule
% Class
% fadamics |
(ECON 30002-TUTO
TUT (13710)

My Attendance

The Enroll section of the Student Center is where you can add, swap and drop your

3.
courses. When first in this section, you will be taken, by default, to the add tab.

L

4, Select the 2010/11 Academic Year and click CONTINUE.

( Search N Plan W Enroll ][ My Academics 1
| my class schedule ” add ” drop ” sSwWap ” edit ” term information |
Add Classes EHE'
Select Term
(i
Term Career Institution

{™ |2009/10 Academic Year Undergraduate The University of Manchester

The University of Manchester

CONTINGE |

¥ |2010/11 Academic Year Bdergraduate
)




Ensure that the Class Search radio button is selected and click search. ‘Class’ refers to a
course.

( Search ]( Plart ]r Erroll 1 ( My Academics

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

” term information

Add Classes

Bz
| st g e

1. Select classes to add

To select classes for another term, select the term and click Change. When you are
satisfied with your class selections, proceed to step 2 of 3.

2010/11 Academic Year | Undergraduate | The University of Manchester change term I

@::‘-u-e:ﬂ El'_‘,!c-féd &'r“'::ii' List

Add to_{:'.art-: 201011 Academic Year Shopping Cark
Enter Class Nbr

| entar | Your enroliment shopping cart is empty.

Find Classes

¥ Class Search

i My Planner

You will be taken to the Search Criteria page.

Add Classes

B =

Enter Search Criteria

The University of Manchester [-2010/11 Academic Year

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

Class Search Criteria
Course Subject I ;I

Course Number I T ;l

Course Career

I Undergraduate ;l

i Show Open Classes Only
[ Show Open Entry/Exit Classes Only

Use Additional Search Criteria to narrow your search results.

[» Additional Search Criteria

10



7. Firstly, you must select your Course Subject from the drop down menu.

Class Search Criteria

Course Subject —§» E ;I

Course Number CAPL ot
American Studies

Course Career | Ancient History
- Archaeology —_
| Architecture

- Art History and Visual Studies
| Arts, Histories & Cultures
CAstronomy

For example, you wish to enroll on course RELT 20072. RELT is the course subject and is

the code for Religions & Theology (for a list of all codes and their corresponding subjects
see Appendix A at the rear).

8. Enter the Course Number in the box directly opposite the ‘is exactly’ field. Now you can
click SEARCH.

Add Classes

Enter Search Criteria

The Unhversity of Manche

Class Search Criteria

Course Subject l Religions and Theology ;I
Course Number I is exactly “;I 20072 a—
Course Career I Undergraduate _}J

Cd Show Open Classes Only
r Show Open Entry/Exit Classes Only

Use Additional Search Criteria to narrow your search results.

[* Additional Search Criteria |

Return to Add Classes

CLEAR CRITERIA

NOTE: Course Career will always automatically default to your career.

11



9a. Choose the course to enroll on by clicking the corresponding select class button.

Add Classes

@z

Search Results
When available, dlick View All Sections to see all sections of the course.

he University oFf Manchester | 201011 Aracgemic Year

My Class Schedule S-I'logp_ring Cart
¥ou are not registered for classes in this Your shopping cart is empty.
tarm.

The following clazses match your s2arch criteria Course Career: Undergraduate, Show Open
Classes Only: Yes

Beturn to Add Classes START A MEW SEARCH

@Z‘;&': E]':::::-.Te-: &'\. dart List

% AHVS 20102 - Renaissance Painting

Section EESI-SEM{10043

Status Q
Session 2nd Sem
l[}ays B Timas Room | Instructor Maeting Dates |
P . z 31/01/2011 -
Tu 10:00 - 12:00 TEBA Alice Sanger 10/06/2011

NOTE: Where there is more than one option for the course to select class , you normally choose
the first option that has ‘LEC’ in the Section. Your School will advise you if this should be
otherwise.

LECI-LEC{13534]

Section

9b. In most cases, you will have a choice of related classes to go along with the main class you
have just selected. In the example below, Seminar 2 has been chosen from the available
list. Click NEXT.

Add Classes

1. Select classes to add - Related Class Sections

Academic Year | Undergraduats | The University of Manchester

AHVS 20111 - The Afterlife of Objects: Coll

Lecture selecred;

Section LEC1
We11:00- 12:00 Room: TBA

Section Schedule Room Instructor Status

Nbr
() 10009 SEMO TBA TBA Staff
T 10010 SEMI  Tu 11:00 - 13:00 TBA Staff
(:f:: 10011 SEMZ Tu 12:00 - 14:00 )Bﬂ Staff
T 10012 BEMZ Tu 11:00 - 13:00 ‘i'EIA Staff
i 12500 - 14:00 TBA Staff

Wiew Afl Sections

12



10. A summary of the course appears. You are not yet enrolled on the course. Click NEXT.

Add Classes

1. Select classes to add - Enrollment Preferences

ademic Year | Undergraduzie The University of Manchester
AHVS 20102 - Ri i Painti il Syae
- Renaissance Falniin =)
0 still at Step 1 of
Class Preferences the three step
process
AHVS 20102-LECL Seminar @Open Wait List [ wait list if class is full
Permission Nbr
Session 2nd Semester
Grading Undergraduate Percentage
Career Undergraduats Grade Basis
Units 20.00
Program BA(Hons) 5t of Rel &
Theo{RES)
Section | Component Pays & Times Room Instructor 5tarthnd‘E~Jbe|
. T ; 31/01/2011 -
LECL |Seminar Tu 10:00 - 12:00 |TBA Alicea Sanger 10/06/2011

In some cases you will need permission from your School to enroll — they will have given
you a permission number to enable you to proceed:

WAL LISL ] WV SIL 150 1 Lides 1=

Permission Nbr | .

11la. You will receive confirmation that the course has been added to your Shopping Cart (again,
you are not yet enrolled on the course).

Add Classes

==

i. Select classes to add

To _se_le,c:t c:_Iasse,s for another term, =select the term and click Change. When you are

w AHVS 20102 has been added to your Shopping Cart.

2010/11 Academic Year | Undergraduate | The University of Manchester change term I

Q’.';-‘: 3] D'I!:.‘- ad i Wait List
Add to Cart: 2010711 Academic Year Shopping Cart
Enter Class Nbr Delete Class Days/Times |Room Instructor | Units Status
| enter | AHYS ars
20102-LEC1 1—;;3'00 TBA A, Sanger 20.00 @
Find Classes {10042] '

% Class Search

{~ My Planner

search I

PRECEED TOSTERP 2 0F 3

13



11b. If you have further courses to select, click search again at this step.

Add to Cart:
Enter Class Nbr Dele

I— enter I

Find Classes
{% Class Saarch
il
i My Planner

11c. This will take you back to the Search Criteria page (repeat steps 8 — 11, pages 11 — 13).

You will notice that when you see the Search Results page (also seen at step 9a, page
12), it will now also show the courses that are currently in your Shopping Cart.

Add Classes

CRENE
Search Results

wWhen available, click View All Sections to see all sections of the course,

& Unmwarsity of Manchsstar

My Class Scheduls

Shopping Cart show ail |

AHVS 20102 Tu 10:00 - 12:00
Roocm: TBA

You are not registered for classes in this
tarm.

The following classes match your search criteria Course Careser: Undergraduate, Show Cpen
Classes Cnly: Yes

Return te Add Classes START A MEW SEARCH I

14



12. Once you have selected all the courses you wish to enroll on you can proceed, by clicking
PROCEED TO STEP 2 OF 3 (as also seen at step 11a, page 13).

(Before proceeding, you can delete any courses from your Shopping Cart at this stage, by
clicking the corresponding delete icon.)

Add Classes

1. Select classes to add

To select classes for another term, select the term and click Change. When you are
=atisfied with your class selections, proceed to step 2 of 3.

y EALC 20061 has been added to your Shopping Cart.

2010/11 Academic Year | Undergraduate | The University of Manchester change term I

Add to Cart:
Enter Class Nbr Delete Class Days/Times | Room Instructor | Units Status
| enter | ARGY o 1. Berg,
20081-LECI IZIEE‘DD TBA s. 20,00, @
Find Classes [(5752) ' Campbell
% Class Search EMAN i L
o zoooz-LEcT Mo 16:00 TBA K. Barker 10.00 @
= My Planner (74401 e
EMAN
search | 20002-WSP2  TBA TBA Staff &
(7492)
EALC Tl
I 20061-LEC Mot 200 TBA Y. Liang |20.00
15:00
[8035] ;
EALC
20061-5EM1 I:.E‘S'DD T Tea Staff &
(11252) :

—

C PROCEED TO STEP 2 OF 3 p
7

13. You are now at Step 2. Here you are confirming that you want to enroll on the selected
courses. Click FINISH ENROLLING.

Add Classes

CHEHE

2. Confirm classes

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

e University af Manchester

@-;-:*_‘-..'- D-'.!;:-F.-E::- & Wait List
Class Description Days/Times Room Instructor | Units 5tatu5|
Renaissance
?F;Di%:?wz LECL  Ipainting Tu 10:00 - 12:00 [TBA A. Sanger |z0.00| @&
{Seminar)
£ Hip Hop and
?rETE)EDDﬂ 500 halywood TBA TBA Staff 2000 @&
({Seminar)

CANCEL PRENVIOUS ( FINISH E}eﬁtg;.uiu_;J)
- Flis3
L

15



14, Step 3 shows you if you have enrolled on the selected courses successfully.

Add Classes E_E_E
3. View results
View the following status report for enrollment confirmations and errors:
W Success1 =nralled x._. Unale o gdo Class
Class Message Status |
AHVS 20102 Success: This class has been added to your schedule. o
AMEFR. 20052 Success: This class has been added to your schedule. v 4

MY CLASS SCHEDULE ADD ANOTHER CLASS |

NOTE: If the enrollment has been unsuccessful, an error message will appear explaining why it
has failed. For example...

%y Successt enrolled x:'": inable toadd class

Class Meassage Status |

Error: Unable to add this class - requisites have not
SOCS 20001 been met. Check the class description for a list of x
enrollment requirements.

The main errors that you may see are as follows:
= Time conflict with an existing course
= A pre-requisite course has not been previously studied
= Acourse is full

If you have any questions regarding these errors, please contact your School / Programme
Administrator.

16



Swap

This function allows you to change the courses you have already enrolled upon in a single process;
instead of dropping a course and then adding a new one.

NOTE: DO NOT SWAP MANDATORY COURSES

1. Click Student Center .

> Self Service

i &
[ Acgademic Planaing

[ Fnrntimant

2. Click Enrol .

¥ Academics

& .
E@Ceadiines @ URL
Search

Elzn This Week's Schedule
Class

% jadamics t

b (ECON 30002-TUTO
TUT (13710)

My Attendance

3. Click the swap tab.

[ Search “’ Plan W Enroll ]f My Academics 1
edit || term information |

| my class schedule || add || drop ||

4, Select the 2010/11 Academic Year and click CONTINUE.

Swap a Class EI_,E‘
Select Term
Ternt Carear Institotion

| " |2009/10 Academic Year |Undergraduate The University of Manchestar
% |2010/11 Academic ‘(ea_:) Undergraduate The University of Manchestar

17



5. From the drop down menu, select the course you want to swap.

Swap This €lass

g % T—

Select from your scheduls

With This Class

0. Click search.

Swap a Class

E-=H3]

1. Select a class to swap

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

201011 Academic Year | Undergraduate | The University of Manchester change term I

Swap This Class

Select from your schedule | AMER 20052: Hip Hop and Hollywood =

Search for Class — | Class Seaich = T— T
______ DR ———

Enter Class Nbr l_ enter |
T e T B ESEESSSS———————————

7. Use the Search Criteria page as in the ‘Add Course’ section (step 6, page 10).

Add Classes

Enter Search Criteria
The University of Manchester | 2010/11 Academic Year

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

Clazs Search Criteria

Course Subject | Religions and Theology =1
Course Number I is exactly ,...Y_I 20072 . T—
Course Career I Undergraduate ...’LI

v Show Open Classes Only
r Show Open Entry/Exit Classes Only

Use Additional Search Criteria to narrow your search results.

[* Additional Search Criteria ‘

Return to Add Classes CLEAR CRITERIA ¥

NOTE: Course Career will always automatically default to your career.

18



7. In the Search Results page, you will see the courses you are enrolled on without
the course you are choosing to swap (although, the missing course has not actually
been swapped as yet).

Swap a Class

Search Results

When available, click WView All Sections to see all sections of the course.

The University of Manchestar | 2010/11 Academic Year
i : | Nshopping cart
My Class Schedule show all I

Your shopping cart is empty.
AHVS 20102 Tu 10:00 - 12:00 £
Room: TBA

The following classes match your search criteriz Course Career: Undergraduate, Show Open
Classes Only: Yes

8a. Click select class to choose the course you want to enroll on.

% ARCH 20010 - Technologies 2

View All Sections mirst U 1 of 1 1%

- LEC1-LEC(13534] P —r——
Section LEC1-LEC13534] Status selact class:
@ class|
Session  Full Year L
Days & Timeas Roont Instructor Meecting Datas !
TBA TBA Staff TBA

NOTE: Where there is more than one option for the course to select class , you normally choose
the first option that has ‘LEC’ in the Section. Your School will advise you if this should be
otherwise.

Section LECI-I FC{13534)

8b. In some cases, you will have a choice of related classes to go along with the main class
you have just selected. In the example below, Seminar 2 has been chosen from the
available list. Click NEXT.

Add Classes

1. Select classes to add - Related Class Sections

11 Academic Year | Undergraduate | The University of Manchester

AHVS 20111 - The Afterlife of Objects: Coll

Lecture selected:

Section LEC1
We11:00- 12:00 Room: TBA

Q'I pen E]-::.‘-:‘e::: & Wait List
Select Seminar section (Required):
C'iial;srs Section Schedule Room Instructor Status

( 10003 SEMO TBA TBA Staff =]

T 10010 SE_EL Ty 11:00 = 13:00 TBA Staff 0
(:f:: 10011 SEMZ Tu 12:00 - 14:00 )'Elﬁ Staff 0

77 10012 BEME Tu 11:00 - 13:00  TBA Staff @

i 10013 SEM4 Tu 12i00 - 14;:00 TBA Staff O

Tl el
Wiew Afl Sections First [/ 1-50f 5 [ Last

CANGEL

19



9 A summary of the course appears. You have not yet swapped courses. Click NEXT.

Swap a Class

[—{=H{=]
1. Select a class to swap - Enrollment Preference
Z010/11 Academic Yesr | Undergraduate | The University of Manchester
ARCH 20010 - Techaologies 2
Class Preferences
ARCH Z0010-LEC1T  Lactupe @Dpen Wait List [T wait list if class is full
Permission Nbr |
Sassion Full ¥ear
Grading Undergraduate Percantage
Careser Undergraduate Grade Basis
Units 20.00
Program BA(Hons) S5t of Rel &
Theo(RE&S)
CANGEL MEXT
= 1II TR Jl
|5ectmn I Component I Days & Times I -Room I Instructor IEtart}-ll}d Date |

In some cases you will need permission from your School to enroll — they will have given
you a permission number to enable you to proceed:

WAL LISL | VWdIL 1150 1) LidS> 1=

Permission Nbr -+ —

10. You will receive confirmation of which courses you are about to swap (again, you have not
yet swapped these courses). Click FINISH SWAPPING.

Swap a Class ¥
iy bl

2. Confirm vour selection

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

2010711 Acadermic Year | Undergraduate | The University of Manchaster
wE nrolled @E"‘T‘::‘_‘Ed &5' Listad
Class Deascription Days/Times Room Instructor | Units Status,l
AMER S S ﬂfﬁumﬂ"d TBA TBA Staff 20.00| o
L (Seminar)
‘GCEH ECo== Ay Wait List
‘Tlass Description Days/Times Room Instructor | Units Statusl

ARCH 20010-LEC1 Tachnologies 2

{15554] Htiins TBA TBA Staff zo.00| @

CANGEL FINISH BWARFING:

20



7. If the swap has been completed successfully, the following confirmation will appear.

Swap a Class
O HH=H3]

3. View results

View the results of yvour swap request. Click Fix Errors to try and correct the problems
listed below or change your swap choices.

Class Message Status |
Swap AMER 300352 = .
with ARCH 20010 Success: This class has been replaced. Qg?

MY CLASS SCHEDULE I

NOTE: If the enrollment has been unsuccessful, an error message will appear explaining why it
has failed. For example...

Class iMessage Status |
Svap ECON 20112 |Error: You cannot add this class due to a time x
with ECON 20000 ||:on'FIi|:t with class 13840. Select another class.

The main errors that you may see are as follows:
= Time conflict with an existing course.
= A pre-requisite course has not been previously studied
= Acourseis full

If you have any questions regarding these errors, please contact your School / Programme
Administrator.

21



Drop

There may be times when you have to drop a course. It is, however, important to note that you
must not drop mandatory courses

1. Click Student Center .

MANCHESTER TaasssSSSSSee

1824

Search:

s&lf service information

s £ -

©)

: Self Service
HEE ot ey browse Catalog
[ Academic Planaing
M Frrntmant
2. Click Enrol .

T Academics

=
E@Ceadliines URL
Search =0 @

Elan This Week's Schedule

iz _ Class
% kademics I
(ECON 30002-TUTO
TUT (13710)
My Attendance

3. Click the drop _tab.

( Search 1( Plan 1( Enroll 1( My Academics ]

| my class schedule || acd || %} ” SWap || edit ” term information |

4, Select the 2010/11 Academic Year and click CONTINUE.

Drop Classes I
= ] -
@-{=H3l
Select Term
Term (Carcer Institution
(."- W Undergraduate The University of Manchester
Q:' 2010/11 Academic Year}l}mdergraduate The University of Manchester

22



5. Tick the checkbox(es) next to the course(s) you wish to drop.

Drop Classes

1. Select classes to drop

Select the classes to drop and click Drop Selected Classes.

2010/11 Academic Year | Undergraduate | The University of Manchester change tarm I

V.":r!-'-:-llf:-: @E-‘c-:‘:--:--‘.' & mit Listed

Class Description Days/Times Room Instructor | Units Statusl
&-IVS FRenaissance
v |zdioz-Leci  |Painting R R TBA A.Sanger |20.00
12:00
90042 {Seminar) ;
r ?‘RCH Technologies 2
[T |20010-LECT (Lecture) TBA TBA Staff 20.00| &
{13534

6. Scroll to the bottom of the page and click DROP SELECTED CLASSES.

ey R R b | T SRS
M 10:00 - 11:00 4.9, Roscoe
1.218
Economics of University
~ Eggm& Moneatary W 9:00- 11:00 |Place gi‘IDU“EII'EILCi‘ 10,00 ¢.
fiaoia Integrat W90 - 11:00 |1.218 L. Wells = B
f140:0] {Lecture] University X
Flace
3.205
Economics of University
_'IE_E_?_: BUBAES | st Th 16:00 - $7:00 |Place E ijhath o
{20567) Intagrat Th 16:00 - 17:00 |3.205 G:rdnar:re
: {Tutarial) University !
Place

(r_"_ﬁ:n RGP SELEGTED € L,A-E.sgs-s,ﬁb

S —— N ]

7. At Step 2, you will see which course(s) are about to be dropped. To proceed, click FINISH
DROPPING.

Drop Classes

EH-E=E]

2. Confirm your selection

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

w: olled @E.-‘a:\ =i & =1t Listad
Class Description Days/Timeas Room Instructor | Units Status!
Renaissance
AHVS 20102-LECY RE L
T e Painting Tu 10:00 - 12:00 [TBA A. Banger | 20.00 ¢
{10042) {Seminar)

CANCEL PREVIOUS FilISH DROFPING |
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8.

If the drop process has been completed successfully, the following confirmation will appear

at Step 3.

Drop Classes

3. View results

=&

View the results of your enrollment request. Click Fix Errors to make changes to your

request.

Class Message Status |
AHVE 30102 Swecess: This class has been removed from your Qf
=chedule.

My CLASS SCHEBULE |
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Edit

Where there are multiple choices of associated classes to a course (e.g. tutorials, seminars,
workshops etc.) available to choose from (as seen at step 9b, page 12 & step 8b, page 19), you

can change your choice by editing the class.

1. Click Student Center .

> Self Service

B 9 &
[ Acgademic Planaing

[ Fnrntimant

2. Click Enrol .

¥ Academics

adiines URL
Search uﬂu o @ "

Elzn This Week's Schedule
% Class
% fadamics |
(ECON 30002-TUTO
TUT (13710)

My Attendance

3. Click the edit tab.

Ir Search mr Plan W Enroll My Academics 1
| my clazs schedule ” add || drop ” SWap |t % )” term information |
Edit Class Enrollment Options

Calant Thsose

4, Select the 2010/11 Academic Year and click CONTINUE.

Edit Class Enrollment Options =
'i 'il
Select Term
Term Career Institution

(" |2008/10 Academic Year |Undergraduate The University of Manchester

e
Q 2010/11 Academic Year ndergraduate
-

The University of Manchestar
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5.

From the drop-down menu select the course for the associated class you want to change.

Clagszes you are allowed to edit

Select from your schedule FAHVS 20111: The Afterlife of Objects: Call
8 AH 20111: The Afterife of acts: Coll
| AHWVS 20421: Perspectives in the History of

PROCEED To STEF 2 OF 3 |

Now click PROCEED TO STEP 2 OF 3.

Edit Class Enrollment Options

E-=-E

1. Select a class to edit

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

2010/11 Academic Year | Undergraduate | The University of Manchester change term I

{lasses you are aliowed to edit

Select from your schedule | AHWS 20111: The Afterife of Objects: Coll =1

(ssmsegors |)

L My 2040/11 Academic Year Clazs Schedule

You will see that your current associated class is selected. Note that you are not yet at
Step 2 of the process.

Edit Class Enrollment Options —
U Bl

1. Select a class to edit - Related Class Section

2010/11 Academic Yesr | Undergraduste | The University of Manchester

AHVS 20431 - Perspectives in the History of

Lzcture s=lectead: Section LEC

Th 13:00 - 14:00 Roam: TBA
a-:::z-s-'l l:‘l-:s—:r.! &'-'-‘3!5 List
Setect Seminar section (Required):
C::;:rs Section Scheduele Room Instructor Status

{7 10812 SEMO TBA TBA Staff ]

(" 10613 SEMILI Th 15:00 - 17:00 TBA Staff &
—_— 10614 SEMZ Fr 11:00 - 13:00 TBA Staff )

{ 10615 SEM3 Th 15:00 - 17:00  TBA Staff &

(" 10616 SEM4 Fr 11:00 - 13:00 TBA Staff i)

View all Sections  First U 1-50F5 L Last

CANCEL PREVICLIS | NEXT |
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Click the radio button for the option you want to change to and click NEXT.

NOTE: If there are more options than are

Edit Class Enrollment Options

1. Select a class to edit - Related Class Section

| The University of Manchester

AHVS 20431 - Perspectives in the History of

Lecture selected: Section LEC

Th 12:00 - 14:00 Roam: TBA

Select Seminar-section (Required):

'ﬂ::lis Section Schedule Room Instructor Status
{© 10612 SEMD TBA TBA Staff &
3 10613 SEMI Th 15:00 - 17:00 TBA Staff e
[ 0614 SEM2: Froii:rad - 13000 TBA Staff a
{ 10615 SEM3I Th 15:00 - 1700 TBA Staff G
{* 10616 SEM4 Fr 11:00 - 13:00 TBA Staff (=]

View &ll Sections st 1-50F 5" Lact

CAMCEL | PREVIOUS if: - MES
; It

showing on screen (e.g. it states 1-5 of 7; only 5

showing), clicking View All Sections will show you all existing options.

View All Sections

First =

1-50f 8 " Last

9. A screen appears showing the newly selected option. Again, note that you are not yet at
Step 2 of the process . Click NEXT.

Edit Class Enrollment Options

1. Select a class to edit - Enrollment Preference

ZOL0{11 Academic Year | Undargraduate | The University of Manchestar

AHVS 20431 - Perspectives in the History of

Class Preferences

AHVS 20431-LEC Lacture QUP‘E“ Wait List I wait list if class is full
AHVS 20421-SEM4  Seminar @ Open T —
- Grading Undergraduate Percentage
Session 1st Semester Grade Basis
Career Undergraduate Units 20.00
CANGEL PrReEvious [I1 M
R
Section | Component Days & Times Room Instructor Start/End Date r
R 20/09/2010 -
LEC|Lacture Th 12:00 - 14:00 |TBA Staff 20/01/2011
e P e : 20/09/2010 -
I SEM4 |Seminar Fr 11:00 - 12:00 Staff 20/01/2011
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10. Step 2 shows confirmation of the edit process. If you are happy with this, click FINISH
EDITING.

Edit Class Enrollment Options

oHEHE]

2. Confirm vour selections

Click Finish Editing to process your edit request. To exit without making changes to this
class, click Cancel.

010/11 Academic Year | Undergraduste | The Univarsity of Manchester

| Class Attribute Original Value New Value
SEMZ SEM&

Seminar Section Fr.11:00 - 13:00 Fri1:00 - 13:00
Room: TBA Room: TBA

CANCGEL |

" FINISH EOITING

11. If the edit has been completed successfully, the following confirmation will appear. Step 3 is
the final step.

Edit Class Enrollment Gptions

3. View results

iew the results of vour enrollment request, Click fix errors to try and correct the
problems listed below.

fo-.::ess Clas= updated x:-'-='".-'- Unable to update class

Class Message Status J

AHWS 20431 Success: This class has been updated. -@?

NOTE: If the update has been unsuccessful, an error message will appear explaining why it has
failed.

The main errors that you may see are as follows:

= Time conflict with an existing course.
» The associated class is already full.

If you have any questions regarding these errors, please contact your School / Programme
Administrator.
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APPENDIX A — Course Subjects & Codes

AHVS Art History and Visual Studies
AMER American Studies

APEL APEL

APL APL

ARCH Architecture

ARGY Archaeology

ASTR Astronomy

AUDI Audiology

BIOL Biological Sciences

BMAN Business and Management
BMBA Business Administration
CARS Careers

CAWS Cen Adv St of Arab World
CCED Continuing Education

CHEM Chemistry

CHEN Chemical Engineering

CIRA Ctre for Interdis Res in Arts
CLAH Classics and Ancient History
CLAS Classical Studies

COMB Combined Studies

COMP Computing

CSEP Centre for Social Ethics & Pol
DENT Dentistry

DRAM Drama

EALC East Asian Studies

EART Earth Sciences

EAST East Asian Studies

ECON Economics

EDUC Education

EEEN Electrical and Electronic Eng
ELAN European Languages

ENGL English

EVDV Environment and Development
FEPS Faculty of Eng & Phys Sci
FLSC Faculty of Life Sciences
FMHS Faculty of Med & Human Sci
FOUN Foundation Courses

FREN French

GECO Computing Geography
GEOG Geography

GERM German

GOVN Government

HCAD Human Comm and Deafness
HCDI Human Comm and Deafness
HIAN Ancient History

HIAR History of Art

HIMO Modern History

HIST History

HSTM History of Sci Tech and Medn
HUMN Faculty of Humanities

IDPM Inst of Development & Pol Mgt
INFO Informatics

ITAL Italian
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Code Course Subject

LALC Lang Ling and Cultures

LAWS Law

LBRY John Rylands University Librry
LELA Linguistics and English Lang
MACE Mech Aero and Civil Eng
MATH Mathematics

MATS Materials Science

MBSW MBS Worldwide

MEDN Medicine

MEST Middle Eastern Studies

MLPX Manchester Leadership
MSEC Enterprise

MUSC Music

NURS Nursing

PHAR Pharmacy

PHIL Philosophy

PHYS Physics

PLAN Planning

POEC Political Economy

POLI Politics

PORT Portuguese

PSYC Psychology

RELT Religions and Theology

RSCH Research Skills

RUSS Russian

SAHC Arts, Histories & Cultures
SALT Speech and Language Therapy
SCEN Science and Engineering
SCIN Sustainable Consumption Ins
SOAN Social Anthropology

SOCH Social Change

SOCS Social Sciences

SOCY Sociology

SOWK Social Work

SPAN Spanish

SPLA Spanish Port & Latin Amer Stds
STDU Staff Training & Development U
ULAC University Language Centre
ULAR ULAC Arabic

ULCH ULAC Chinese

uULDU ULAC Dutch

ULEL Full-Time English Lang Crse
ULEN ULAC English

ULFR ULAC French

ULGE ULAC German

ULGI Goethe Institut

ULGR ULAC Greek

ULHB ULAC Hebrew

ULIS In-Sessional Academic Support
ULIT ULAC ltalian

ULJA ULAC Japanese

ULME Languages for Medical Students
ULPE ULAC Persian

ULPL ULAC Polish

ULPS Pre-Sessional Courses

ULPT ULAC Portuguese
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Code Course Subject

ULRU ULAC Russian

ULSO ULAC SOLO

ULSP ULAC Spanish

ULTD ULAC Teacher Development
ULTL ULAC Tandem Learning

ULTU ULAC Turkish

ULUR ULAC Urdu/Hindu

VUMA VUM units converted from SITS
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APPENDIX B — Search Guidance

Your School should provide you with all the information regarding the courses that you are able to

take. It is important that you use all resources available to you; e.g. handbooks, School Intranets
etc.

If you are choosing courses from more than one School, make sure you have all the information
you need (e.g. the different course subjects involved — see Appendix A).

Once you have the necessary information to hand, you can use the Search page in different ways.

* You do not necessarily have to specify a Course Number at all — leave this blank and this
will return all courses for the Subject Area that you can take. NOTE: this can take some

minutes to return your options — it is always best to have as much detail about a course as
is possible.

= At Course Number you do not have to use the ‘is exactly’. By clicking the drop-down

menu, there are other expressions you can use to search ranges of numbers. You also
have a choice of ‘contains’, ‘greater than or equal to’ and ‘less than or equal to’.

Add Classes

Enter Search Criteria

Tha University of Manchester | 2016/11 Aca

Select at least 2 =earch criteria. Click Search to view your search results.

‘Clags Search Criteria

Course Subject IArt Histary and Visual Studies _;I

Course Number Egreater than or aqual to LI | +

Course Career

greater than or equal to
is exactly
less than or egual to

» Having entered some search criteria, you can refine your search further by clicking
Additional Search Criteria

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

Class Search Criteria

Course Subject IArt History and Visual Studies ;I
Course Number | greater than or equal to __vJ 20000
Course Career I Undergraduate _~;=_I

¥ Show Open Classes Only
r Show Open Entry/Exit Classes Only

Use &dditional Search Criteria to narrow your search results.

p—

Qﬁdditiuﬂﬁl Search Criteria )

—
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= This allows you to enter much more detail to your search. For example, Course Title
Keyword may be very useful. Obviously, you can combine as much or as little search
detail as you want.

Clazs Search Criteria

Course Subject IArt History and Visual Studies ;l

I greater than or equal to ;I 20000

Course Number

Course Careear I Undergraduate LI

W show Open Classes Only
r Show Open Entry/ Exit Classes Only

Use Additional Search Criteria to narrow your search results.

FAdditional Search Criteria

Meeting Start Time I_greater than or aqual to ;I | {examplar 1 00RM]
Meeting End Time I less than or equal to _:J |
Day of Week I include only these days ‘ﬂ

|_Hnn I_TIIEE I_Wed I_Tl'lurs |_Fri |_5i|t I_Sun

Instructor Last Name I is exactly ;I |

Class Nbr | le=ample: 1136

e Y
Gﬂurse'ﬁt]e Keyword |T|'tiar| )_ sxample: statistics)

Minimum Units I greater than or equal to

Maximum Units I less than or equal to

Course Component I

Session

Mode of Instruction

Campus

Location
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APPENDIX C — Short Guide to Adding Courses

1. Log in to Campus Solutions, through your student portal at

https://www.portal.manchester.ac.uk/

2. Once you are logged in, click on Student Centre

p—
=| Stuydent Center
=L OQENT SIS

3. Select Enroll

Search

Plan

% Eademics

4. Ensure you are in the add tab

e T

g || ad ” drop || SWap || edi

5. Select the 2010/11 Academic Year

Term Career

(™ |2009/10 Academic ¥Year |Undergradu
(" |2010/11 Academic Year |Uhdergradu
. J

6. Ensure that the Class Search radio button is selected, and click search

¥ Class Ses rch*

f My Planner

7. Select a Course Subject e.g. Economics, Sociology, Politics etc. from the
drop-down menu

Course Subject —» E

Course Number CAPL
American Studies

Course Career | Ancient History

8. The course number is the 5 numbers that appear in the course code e.g.
ECON10441 or SOCY30011
Then click SEARCH

9. You will need to select the LECTURE component (unless otherwise
advised) — normally defined by a ‘LEC’ in the Section — by clicking on select
class

Course Number iz exactly m 10441
SEARCH
Section LECT-LEC(1708) Status .
Session  1st Semester @'

10. You will be prompted to add a tutorial/workshop/seminar etc. There may
be more classes to choose from than initially appear on screen - if there are,
you should click View all Sections

First El 1-2 of 7 o Last

Yiew All Sections

11. Click the radio button to the left of the option you wish to add. Then click
NEXT

elec orial section (Reg

| Class

Nbr =

Section

() 1707 TUTL Tu 14:C

O 1708 TUTZ Tu 15:C

MEXT |

12. The next screen will show what you have chosen. You are not enrolled
yet, click NEXT

MEXT |

13. The next screen will confirm your selection, now you can either add more
classes, or to finish, click PROCEED TO STEP 2 OF 3

PROCEED

14. To end the enrolling process click FINISH ENROLLING ((you can come
back later and add more if you wish). YOU ARE NOT ENROLLED until you
click this button

FINISH ENROLLING |

15. You will now be notified if the enrolment was a success. If you receive an

error message, it could be for a number of reasons;

. A class requires special consent from the discipline area who owns the
course. You must contact the relevant school office to get consent.

. A class (lecture or tutorial) is already full. If this is the case you will have
seen a blue square symbol when selecting the class, and also get an
error message when you try to finish enrolling.

. There is a time conflict




