GLS Student Services System

Enroll, Withdraw, Swap



GLS - Student Self Service

Students can register, drop, and swap classes in
one location when it is convenient — during GLS
business hours or 2:00 am Sunday morning.

There are many options available in Self Service,
however we are only showing you the simplest
method.



GLS - Student Self Service

* Log into your portfolio

— |f you do not remember your
username/password, please click the “? Forgot
your password?” link on the login page



GLS — Student Self Service

* Portfolio landing page — please select
“Courses,” then “Registration”

— Hint: if you click the star next to Registration, it
will be added to your “Favorites” for easier access
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GLS — Student Self Service

e Select your payment method — remember,
payment is due with registration. Students
who do not follow the payment instructions
will be automatically withdrawn from class.

* Once you have submitted the information for
your payment method, click “Register and
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GLS — Student Self Service

GLS Registration

You must pay tuition and fees when you register for class or you will be withdrawn from your class.

Please note tha—rhere is a $100 per term non-refundable

registration fee.
> Employer paying: you must email glsbursar@weslevan.edu with your employer's information

> Payment with loans: you must pay the $100 registration fee when you register and email
glsbursar@weslevan.edu with your request for loans.

The payment module requires you to allow pop-ups; please allow pop-ups on your computer now.
Additional security features will require you to resubmit your username and password to access the
payment system.

| agree that | will pay tuition and fees when | register for class.

Please have your Visa, MasterCard, or bank account information ready before you proceed.

Register and pav




GLS - Student Self Service

 The landing page:

GLS's Student Center

SEARCH FOR CLASSES |

Search F Deadlines = URL
o - - [~ hows |
Enrall . This Week's Schedule
My Acsdemics i
Class Schedule Transcript Hold
[, ARTS §33-01 Tu 7:00PM - £:30PM Graduste Libers| Studies
other academic... @ SEM (53398) 41 Wyllys 114 GLSP Informational
E:'I S50C5 633-01 Th &:00PM - B:30PM
@ s5EMm (5557) Public Affairs Center 421 details .

weekly schedule p

enrollment shopping cart p ~ Enroliment Dates

Cpen Enrollment Dates

T GLS Classes

My Account Account Summary
Account Inguiry Spring 13 Course Chart
You owe 130.00. Summer 13 Class List
L]
Due Mow 180.00
other financial... - @ n

Future Due 0.00

#** ¥ou have a past due balance of 130.00. **

Currency used is US Dollar.

make a payment [



GLS - Student Self Service

e A: Academics

® You are not enrolled in classes.

enrollment shopping cart [

other academic... @
— This is where you will enroll in, drop, and swap
classes.

— If you are enrolled in classes, a class schedule will be
displayed

— You can enroll in the classes you saved in your
shopping cart



GLS - Student Self Service

* B: Finances/Student Account Information

Accoun t Summar ¥
You owe 1,630.00.
L]
Crue Now 1,630.00
other financial... - @ n

Future Due 0.00
** YWou have a past due balance of 1,630.00. **

This may not reflect recent changes to your tuition
and fees. For an updated balance. click on Account
Inguiry.

Currency v used is US Dollar.

— This is where you will be able to see your student
account activity: charges, payments, scholarships
and so on



GLS — Student Self Service

e C:Holds
s

Graduate Liberal Studies
Transcript Hold

Graduate Liberal Studies
Graduate Liberal Studies
Student Accts Informational

details .

— If we are missing something from you such as
payment, you will see holds in this section

— Please contact glsbursar@wesleyan.edu for help
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GLS - Student Self Service

To enroll in classes, click “Enroll”

GLS's Student Center

SEARCH FOR CLASSES |

Search E;"'ntea:lhes @ URL

My Academics This Week's Schedule

Transcript Hold

Class Schedule
[, ARTS 633-01 Tu 7:00PM - 5:30PM Graduste Liberal Studies
other academic... » @ © sem (5598) 41 Wyllys 114 GLSP Informational
E:'I S50CS5 633-01 Th 6:00PM - 8:30PM
® s5EM (5557) Public Affairs Center 421 details .

waekly schedule p

enrallment shopping cart p ~ Enroliment Dates

Cpen Enrcllment Dates

¥ GLS Classes
My Account Account Summary
Account Inguiry Spring 13 Course Chart
You owe 180.00. Summer 13 Class List
L]
Due Now 180.00
other financial...
¥ @ " Future Due 0.00

** ¥ou have a past due balance of 180.00. **

Currency used is US Dollar.

make a payment [
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GLS - Student Self Service

* Pick the term, if more than 1 is available.
Otherwise it will default to the current

registration term
goto . e

GLS Student

[ Search I Plan I Enroll | wyacsdemies |

| my class schedule || add || drop || wap || term information |
Add Classes
E-EH-E
Select Term
Termm = |Career
) |Sering 2013 dd beral |
Y [summer 2013 duste Liberal .
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GLS - Student Self Service

Here is your shopping cart:

( Search -M Plan ]f Enroll My Academic

| my class schedule H add ” drop ” swap ” term inform

Add Classes

A we
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.

Summer 2013 | Graduate Liberal Studies | Wesleyan University

@ [}

Add to Cart:

Enter Class Nbr

enter | Your enroliment shopping cart is empty.
Find Classes

(@) Class Search

search I

T My Summer 2013 Class Schedule

* L4 ]

Class Description Days/Times Room Instructor |Units|Status
ARTS 616-01 Calor Draving Mo 7:00PM -
(1049) (Studia) 8:00PM TBA 2. Romano | 3.00| @&
Biology of
ARTS 518-01 X8 {as | Mo B:00PM - G.
o ?;EplzihlansiReptlles 7 000N TBA Hammarson | 300 &

— * This section at the bottom shows the classes you
have enrolled in, dropped, or swapped this term
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GLS - Student Self Service

* Shopping Cart: A: Steps

Add Classes

Kl

1. Select classes to add

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

— There are 3 basic steps to enrolling before you pay
for your class

— You are on the first step — select your classes —
here

— The grid at the top right will show you how far
along you are



GLS - Student Self Service

. Shoppmg Cart B: Search

20132 Shopping Cart

Your enrollment shopping cart is empty.

— Please click the “search” button to see which
classes are available

— This section will show you the classes you put in
your shopping cart earlier, but did not enroll in
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GLS - Student Self Service

° ( Search “( Plan \"( Enroll \"( My Academics ]
e Searching for classes — wewwmel w1 1 e T emmeme |

Add Classes
EEE

— A: You can add sea rch Enter Search Criteria
criteria to Make l0OKUP ... e oo o cro oo e yoorsemcs st
easier — day of class,

Course Number is esxcactly -

i n St ru Cto r’ a n d SO O n Course Career Graduate Liberal Studies -

Show Open Classes Only

— B: Or you Ca n CI ick [C] Show Open Entry/Exit Classes Only

Use Additional Search Criteria to narrow your search results.

llsea rCh” to IOOk at a” A P Additional Search Criteria
open classes S s N [

— Please note — you are
still in step 1 —it’s at the
top right corner
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GLS - Student Self Service

e Search Results

You can see your class
schedule for the term you are
enrolling in, as well as the
classes currently in your
shopping cart

To select a class, just click the
green “select class” button

You can add multiple classes
from this page

If a class is full or not
available for enrollment, no
“select class” button will
appear

You are still on step 1 — at the
top right corner

( Search 1( Plan 1( Enroll

| my class schedule ” add ” drop ” swap

My Academic

” term inform

Add Classes
OH

Search Results

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

Shopping Cart
My Class Schedule show all I

|¥our shopping cart is ampty.
ARTS 616 8:00PM

M B M -
Room: TBA

The following classes match your search criteria Course Carsar

= : Graduate Liberal Studies, Show
Open Classes Only: Yes

Return to Add Classes

K)v ARTS 618 - Biology of Amphibians and Reptiles

Section 21-FLD(1070] status @ select class

Session JA IMERZ Combined Section
Days & Times Room Instructor Meeting Dat. |
o 6:00 0g/12/2012 -
e TBA Hammerson, Gaoffrey  [ooh ho0ls
\_) < ARTS 625 - Monotype Printmaking

View All Sections First <] 1of1 | Last

01-STD{1037])

Saction Status @ select class
Session July-Aug
Days & Times Room Instructor Meeting Dates |
TuWeTh 7:00PM - 07/01/2013 -
8:00PM TER Huweleere 2 08/01/2013
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GLS - Student Self Service

Select classes to add

— Once you have selected the
class(es), you need to confirm
that you want the class by
clicking “next” or you can
change your mind and click
“cancel”

— You are still on step 1

— We are not using “Permission
nbr” at this time

— If the class is full — the green
“Open” button will indicate
“Wait list”, please click the
“Wait List” button if you want
to be on the wait list

Search || Plan || Enroll | MyAcademics

My Class Schedule | Add | Drop | Swap | Term Information

Add Classes m_

1. Select classes to add - Enrollment Preferences

Summer 2020 | Graduate Liberal Studies | Wesleyan University
HUMS 607 - Depictions of Mental lliness

Class Preferences

HUMS 60701 semnar @ 0pen Wait List (Jwait st class s ful
Session July/Aug-Weskend Immersion Permission Nor
Career  Graduate Liberal Studies Grading Graded

Enrollment Information Units 3.00

o (ross listed class f

Cancel Next
Section Component Days & Times Room Instructor Start/End Date
01 Seminar Your Computer D'Andrea Jennifer 07/1112020 - 07/26/2020
NOTES

Class Notes This course is not open to auditors.
«Q
hrei=hitp:/fwesleyan.edu/masters/courses/Summer_2020/syliabi_summer_2020/z
yb_hums607 pdf-HUMSISCIE/SOCS 607 </a=
The deadine to drop this course and receive  fuifion refund and have no record
of it appear on your transcript is Wednesday, July 1, 2020. The deadine fo
withdraw and receive a grade of W is Saturday, July 25, 2020.

Eoonoin 18



GLS - Student Self Service

|H

* |f you click “Cancel” you will get this screen

Add Classes

OK | Cancell

— Just click “Cancel” to return to the “Select classes
to add” screen

— If you clicked “Cancel” in error on the previous
screen, just click “OK” to save the class



GLS - Student Self Service

* You have added a class T e e T

My Academics

to yo ur s h O p pl N g Cd rt 1. Select classes to add

our class

— A: You can go through \)
t h e p rocess a ga i n to a d d Summer 2013 | Graduate Liberal Studies | Wesleyan University
another course o

Q/ HUMS 621 has been added to your Shopping Cart.

— B: You can delete the
course from your
shopping cart

— C: You can move on to
the next step — step 2

To select classes for another term, select the term and click Change. When you are
satisfied with v zelections, proceed to step 2 of 3.
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GLS - Student Self Service

e Step 2: Confirm classes ST G G AT

. | my class schedule ” add ” drop || swap ” term information |
— You can change your mind dd Claces
“ ” ez
an d Ca nce | 2. Confirm classes

Click Finish Enrolling to process your request for the classes listed below. To

- YO u Ca n go ba C k to t h e exit without adding these classes, click Cancel.
“Previous” step

— You can “Finish Enrolling” if | | | ° | D| |
. . Class Description Days/Times Room | Instructor |Units|Status
you are SU re thlS IS the ﬁILJDh;si)szl-ol -Ir:tilr:r‘;‘u‘;ﬂk EET;;;;?:DDPM = 5. Mecann | 3.00| @
class you want -
CANCEL | PREVIOUS | FINISH ENROLLING

— Important! While the

system calls this “Finish o tn fosd mpciemis
Enrolling” you are not -®
actually enrolled until you

pay for your course.
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GLS - Student Self Service

Step 3: View Results

If Search “’ Plan “’ Enroll “’ My Academics 1
SWa

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

Add Classes

3. View results
Wiew the following status report for enrollment confirmations and errors
Class |Message |5I:at|.|5
- Success: This class has been added to your
HUMS s21 |5|:hedu| 2 | o
MARE A FAYMENT MY CLASS SCHEDULE | ADD ANOTHER CLASS |

— You have successfully selected your class!
— You can add another class if you like

— If you are done selecting classes, you must click “Make a
Payment” to finish enrolling by paying for your classes

22



GLS - Student Self Service

e Step 3: View Results

If there was a problem
enrolling such as a hold or a
schedule conflict, you will see
an error message

If the error was a hold, please
resolve the hold and then you
can enroll. The class will stay
in your shopping cart for you
but a seat will not be saved
for you, so please contact the
office as soon as possible.

My Academics

T

| my class schedule || add || drop || swap || term information
Add Classes [HEHE
3. View results
Wiew the following status report for enrcllment confirmations and errors:
g x
Class |Me55age |5I:at|.|s
Error: You have a hold on your record. The hold on
HUMS 621 your record must be removed before this transaction x
ces:

MY CLASS SCHEDULE ADD ANOTHER CLASS |

5 h Pl Enroll My Academics
My Cl Schedul d Drop Swesp Term Information

23



GLS - Student Self Service

GLS Student goto ... -3

* You will see whatyour . . o

]

C h ad rges are. Charges Due

Following is & Running Totals summary by due date of the charges and deposits that you owe.
Review the Details by Charge table to see the specific charges.

— Please click “Make a

Date Find | View All | =] First 4] 1of1 n Last

Due Date Due Amount Running Total

Payment” to pay for your Future 180.00 180.00

Firsl:tI l.ofl.u Last
I Currency used is US Dallar.
Class.

View By All Terms - BE'I

— Remember, payment in

~ Details by Charge Find | View all | B0 First K 1-3 of 3 I Last
L
full is due when you
Summer Hums Tuition due date

- The Nobel Writers pending SUSISE LS HEz6E

M t Total due for this view 180.00
regls erc Total due 180.00
=3 First [ 4] 1-30f 3 n Last

Currency used is US Dollar.

MAKE A PAYMENT

Summary Activity Charges Due Pavments

go to .. - (%__,_

24



GLS - Student Self Service

 When you click “Make a Payment” you will be
taken to the new Student Account Center,
where you can pay by e-check, Visa,
MasterCard, or monthly payment plan.

* Please note — we have high levels of security

on accessing our payment processor, so you
will be required to log in again

* Once payment has been made, your are all
set!



GLS - Student Self Service

* To drop or swap classes, select one of the tabs

at the top of your screen

nnnnnnnnnnnn

Status
z.00| @&

oooooooooo

aaaaaaaaaaa

ool @&

— * This section at the bottom shows the classes you

have enrolled in, dropped, or swapped this term
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