COMMUNITY COLLEGE

@ RANDOLPH ‘ Self-Service Student Guide

Register or Drop Courses

Once you log in to Colleague Self-Service, the screen below will be displayed. The tiles you see

may vary from the image below.

Begin by clicking on “Student Planning” which will take you to the summary page.

Hello, Welcome to Colleague Self-Service!

Choose a category to get started

Register Now
Click the button to see available terms and sections.

Student Finance Tax Information
0 Here you can view your latest statement and make a payment online. L‘. Here you can change your

g, Student Plannivig ~—

Here you

 Recicn

You will now see “My Progress” as well as “Plan & Schedule.”

@ Plan Courses First

There are several ways to plan and register for courses. If you already have an academic plan, skip

down to “Register.”

Search for the course you need.

DLEPS W vewnyg Sudiea

here are many options to help you plan your courses and earn your degree. Here are 2 steps to get you started:

) ¥

Search here for courses you need
1 2
2 View Your Progress SRR Plan your Degree & Register for Classes
2 s = ‘. LR Y =% S ekt S SE et s e J== X e
-~ Start by going to My Progress o see your 3cademic progress in your degree and search for B  Next k 2t your plan 1o see what you've accomplished and register your remaining classes

Go to My Progress




Select “View Available Sections.”

—
ENG-111 Writing and Inquiry (3 Credits) @=( Add Course to Plan
This course is designed to develop the ability to produce clear writing in a variety of genres and formats using a recursive process. Emphasis includes inquiry, analysis, effective use of rhetorical strategies
thesis development. audience awareness, and revision. Upon completion, students should be able to produce unified, coherent, well-developed essays using standard written English.
Requisites:
Take One Set: Set 1: DRE-097 Set 2: ENG-002 Set 3: BSP-4002 - Must be completed prior to taking this course.
Take ENG-011 - Must be taken either prior to or at the same time as this course.

View Available Sections for ENG-111 ) v

After finding the best fit for your schedule, select “Add Section to Schedule.”

ENG-111-LN10 @) Add Section to Schedule
Writing and Inquiry »

Runs from 5/19/2022 - 7/20/2022

Seats Times Locations Instructors
3 18D Distance Ed - Curriculum, Distance DIST Andrew C. Walser (Classroom Hours)
5/19/2022 - 7/20/2022 Classroom Hours
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Academics Student Planning Plan & Schedule

Plan your Degree and Schedule your courses

Schedule Timeline Advising Petitions & Waivers
< || > | Fan2022 | 4+

( <’ Filter Sections >
Once you have added courses, you can
review your planned schedule under z
lean & SChedUIe" BUS-110-LC1: Introduction to Business X

v/ Planned

Credits: 3 Credits

Grading: Graded

Instructor: Steve Heesacker
8/15/2022 to 12/12/2022
Seats Available: 14

WV Meeting Information

v View other sections
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Once you have all courses planned, go to “Advising” and “Request Review" (optional step).

(Draveoer | SELF-SERVICE

Academics °* Student Planning Plan & Schedule \;._)

Request Review

Plan your Degree and Schedule your courses 5 :
equest a review

) from your advisor

Schedule Timeline Advising Petitions & Waivers

My Advisors

Kay Harris (Program)

Once your advisor has reviewed your plan, you will receive an email. If your advisor approved
the plan, you can continue with registration.

© Register for Classes

From “Plan & Schedule” go to “Schedule.” The course/s previously planning will appear here. If
you are satisfied, click “Register.”

Schedule Timeline Advising Petitions & Waivers
< > Fall 2022 -
C Y’ Filter Sections > C & Print )
- Sun Mon
BUS-110-LC1: Introduction to Business X 11am
v/ Planned 12pm BUS-110-LC1 X
Credits: 3 Credits
Grading: Graded 1pm
Instructor: Steve Heesacker
8/15/2022 to 12/12/2022 2pm
Seats Available: 14
WV Meeting Information 2 3pm
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If you have more than one course planned, you can register for all by using the “Register Now"
in the top right.

2022

e o
Y Filter Sections 8 Print Plann%i Enrolled: 0 Credits  Waitlisted: 0 Cred
o W Th

sun Mon Tue ied u Fri Sat
BUS-110-LC1: introduction to Business X 11am
 Planned
12pm susieuc
1pm
2pm

Registered courses will appear in green. You can choose to save to your calendar and/or print
from here.

’lan your Degree and Schedule your courses
Schedule eline Advising et ers
< > Fall 2022 -+
/~ a Wl N\
( Y Filter Sections \; ( () savetoicCal ) & Print )
o i NG N J
HEA-110-LN1: Personal Health/Wellness Sun Mo
v/ Registered, but not started 9am
Credits: 3 Credits 10am
Grading: Graded
Instructor: Cindy C. Kelly 11am
8/15/2022 to 12/12/2022
v/ Meeting Information 12pm
WV View other sections 2pm
3pm
MAT-043-LN3C: Quantitative Literacy Support 4pm
v/ Registered, but not started Spm
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© Dropping a Course

If you need to drop a course prior to a course beginning or during the add/drop period, you
can do so from the “Schedule” screen.

’lan your Degree and Schedule your courses
Schedule Timeline Advising Petitions & Waivers
< > Fall 2022 -4
C Y Filter Sections > < ) SavetoiCal > < & Print >
HEA-110-LN1: Personal Health/Wellness Sun Mo
v/ Registered, but not started Sam
Credits: 3 Credits 10am
Grading: Graded
Instructor: Cindy C. Kelly 11am
8/15/2022 to 12/12/2022 .
-~
v Meeting Information 12pm
Vv View other sections 2pm
3pm
MAT-043-LN3C: Quantitative Literacy Support 4pm
v/ Registered, but not started Spm
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