SELF SERVICE ENROLLMENT

You can log on to CMS by providing the system with a valid username and password.

(

or Mozilla Firefox U

1) Open Internet Explorer C
2) Go to http://cms.nilai.edu.my/ and click Go or press <ENTER>.

| Oracle | PeopleSoft Enterprze 5. % [Ee=

€ B cime il my g5y EVIELOYEEHAMS/ famd=logou ¢ || O, seorch il |
Select a Language:
UserID: | lis
Password:
Sign In Eﬁiﬁ:ld”db
UK English
3) Enter Valid User ID and Password.
4) Click the Sign In button to login.
User ID: Note : User ID and Password are

case sensitive.
Password:
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ENROLLING IN COURSES

As a student of Nilai University, the CMS provides you the ability to Enroll/Drop your

courses online.

1. My Academic Requirements Setup : Plan courses for future term.

Step 1:

Navigation: Self Service > Degree Progress/Graduation > My Academic Requirements

ORACLE
Monu &

Search:
)
[= Seif Service:
[ Customizations
b Class Search | Browse
Cataiog
& Academic Flanning
[ Enroliment
[ Campus Finances
L Campus Personal Informalion)

- Degree Progress/Graduation
= My Academic
Reguirsments
 Reporting Toois
i PeopleTools
- TimeTakbie by Fao ity
- TimeTabie by Instractor
- Change My Password

Plan | Enroll | My Academics

My Academic Requirements

Selecl Institution / Career (In\rahd\falue} - change ]

This report last generated on  04/21/2015 10:08AM

collapse all expand all |

@ Taken & In Progress HrPiznnac

Not Satisfied: FIB (200901)

® Units: 50.00 required, 30.00 tzken, 20.00 needed
® Courses: 15 required, 9 taken, 6 needed
® GPA: 2.000 reguired, 3.100 actual

FIB (200901}

Not Satisfied: FIE - Foundation in Business (200201)

Figure 1: Page showing My Academic Requirements
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Step 2:

Select courses from My Academic Requirements page.

Search:
L&) Thi Collawt oG- cauraas i s Lawd to sattaty 2hie Toquamen
~ Belf Service
e e Course eI \nits | When Srade Notes |SrEtuz
1 Class Search / Browse INTRODLICTION TO
Cala FINANCIAL ACCT
B i P ACC111 200 Select Course
anning e i multinle P
- Enraliment afernas
b Campus Finances I_MEQJD_E] T
1 Campus Personal ] acciia Keeri AN, ]
v Progress/Graduation T |
ACC119 vy 3.00
B 3 ACCTII
= = INTRO TO INFD
© Reporing Tons TECHNA| OGY
| PeopleTools £5c111 3.00
~ TimeTable by Course ;—; view multiple
- Timelable by Faciliby alelns
~ IimeTabie by nstroctor ﬂ%?&ﬁﬂig
= Channe My Passward ooc11z | 200
== yiew mulkicle
afferings
BUSINESS
i ECONOMICS 1 3.00
ECOL19 B“IELHE'S"EIP : :q:E 7 3.00
| ENGLISH LANGUAGE OCT_SHORT (ALL
Sa PROFICIENTY %™ pRog) 2014 i @
INTRO TO ACADEMIC 18N_LONG [ALL
[ ENGLISH 400 ppai)_zn1s | ¢

ATATFEMIC FNGHISH

Figure 2: Select particular course

Step 3:

Select course offering by selecting appropriate student career.

Search:

@ | Flan ‘" Enroll | WMy Academics
= Seit Service '
{ Customizalions

ULk bt - My Academic Requirements

Cataing:
I Academic Planning - -
Geaaa Select Course Offering
I Campus Finances
' Campus Personal i i Arademi Ired

= Degree FrogressiGraduation

ACC111 - INTRODUCTION TO FINANCIAL ACCOUNTING

I Reporting Tools I [academic
i PeopleTaols career / |Campus Academic Group Winanizaihan
— TimeTabie by Course Accounting &
TimeTabie by Course Accounting & :
- TimeTsble by Facill Diploma J Nilsi University |Fimance Accounting & Finance
- TimeTable by instructor - LA 4 . wﬂm_u_& [ - "
~ Chanae My Fassword IEuuu.siaJ;m_ﬂr_n.uram I Hilai University Finance Accaunting & Finance

Return to My Academic Requirements

Flan Enroll My Academics

My Academics v ()

Figure 3: Select student career
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Step 4:

Add the course to the planner.

ORACLE’
Menw &

Search:
@

|- Self Service
1 Customizations
[+ Class Search | Browse
Catalog
[ Academic Planning
[ Enrollment
[ Campus Finances
I Campus Personal Information|
= Degree Progress/Graguaton

' Reporting Tooks

I PeopleTools

— TimeTable by Course

— TimeTable by Faciity

— TimeTable by Instrucior
= Change My Password

[. Plan

|| Enroll

]l My Academics

My Academic Requirements

Course Detail

ACC 111 - INTRODUCTION TO FINANCIAL ACCOUNTING

Course Datall

Career
Units
Grading Basis

Coursa Components

Campus
Academic Group

Acodemic Organization

Figure 4: Click add to planner button

ORACLE’
Menu &

PRI
®
[7 Selr Service
[ Customizations
£ Class Search / Browse
Catalog
- Academic Planning
© Enrolimernt
L Campus Finances
[ Campus Personal Information
= Degree Progress/Graduation
— My Academic
Reguiremenls
I Reporting Toaols
- PeopleTools
~ TimeTable by Course
— TimeTabie by Fachiy
[~ TimeTable by (nstructor
~ Change WMy Password

Foundation Program

3.00

MU Intemal

Tutonal Reguired
Lecture Required
Milzi University

Accounting & Finance

Accounting & Finance

view class sections I

add to planner I

| Plan |l Envoll Wy Academics
My Academic Requirements
Course Detail
J ACC 111 has been added to your Planner.
Baturn to Select Course Dfering
ACC 111 - INTRODUCTION TO FINANCIAL ACCOUNTING
Course Detail
Career Foundation Program _ view class sections |
Uinits 3.00 add to planner
Grading Basis MU Internal
Course Components Tutorial Required
Lechurs Required
Campus Nilai University

Figure 5: Message will display after add the subject.
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Step 5:

Click on ‘Return to Select Course Offering’ and ‘Return to My Academic Requirements’ link
in order to add other courses.

otaRch
[~ Self Service

I Customizations sturn 1 =1

I+ Class Search | Browse

Cawog ACC 111 - INTRODUCTION TO FINANCIAL ACCOUNTING

T Acaemic Planning

1 Enroliment

> Campus Finances Course Detail

[ Campus Personal Informaton

~ Degres Progress/Graduation career Foundation Program _ view class sections |

; Units 3.00 adid to planner
Grading Basis MY Internal
I Reporting Tools
| PeopleTools Course Components Tucarial Requirad
-~ TImeTable by Course Lecturs Required
- TimeTabie by Facliy " 2
Campus
-~ TimeTable by nstrutor = RS UNI ST
- Change My Password Academic Group Accounting B Finance
Academic Organization Arcounting & Finance

Retum to Select Course Offenng

@ [ Plan ” Enrail 'I[I My Academics

[ Self Service
[ Customizations
[ Class Search ! Browse

Catalog My Academic Requirements

1 Aademic Planning
- Enroliment

[ Gampus Finances
[+ Campus Personal Information Return Lo My Academic Requirements
=~ Degree Progress/Graduation

Select Course Offering

ACC111 - INTRODUCTION TO FINANCIAL ACCOUNTING

- T L 3 A d o
Career Campus Academic Group |0 o
| Organization

- TimeTabie by Cotirse Accountin q&

-~ TimeTabie by Facility Diploma ila versity | Sihce |Accguntin E e
— Time Tabie by Instructor P T
lliev iati ai vers oz ot she T ds: S é

Chnange My Password Foundation Program Hilai University o o .E\J.J:nunmu_&_ﬂn_an;:

I Remrn to My Academic Requirements I/

Blan Enroll My Academics
Figure 7: Click on “Return to My Academic Requirements” option.
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2. My Planner Setup : Move the courses from My Requirement to My Planner.

Step 1:

Navigation: Self Service > Academic Planning > My Planner

Search: ) - ) -
@ | Plan ][ Enrall. J My Academics _J
[ 3elf Service
- Customizations
[+ Class Search/ Browse
i My Planner

" Academic Pianning

Mdd courses to Planner using:

FLAN BY MY REQUIREMENTS |

Figure 8: Page showing My Planner option.

Step 2:

Select the courses.

I Enroliment
[ Carmpus Finances Delete all courses In Planner: DELETE ALt I
[+ Campus Personal Information|
[+ Degree Progress/Graduation
i Reporting Tools 3 o
I PeopleToois Tvpically
~ TimeTable by Course Select |Coursa Description Units Offerod Req  |Delete
— TimeTabie by Fach INTRODUCTICN TO FINANCLAL
~ TimeTabie by Instrucior H ACC 111 [ACCT X 5400 id i}
~ Change My Password
Lliargs MY F |eco 11 BUSINESS ECONOMICS 2 3.00 9 o
Move seleded courses o Term *  move J
Plan Enroll My Academics
My Academics (%

ORACLE q
Search: ) ) ) i
@ | Plan || Enrall I Wy Academics
|- Self Service R
[ Gustomizations
I Class Search / Browse My Planmner
Catalog =

= Arademic Planning

Add courses to Planner using:

i Enroliment

[ Campus Finances

i Campus Personal Information
| Degree Progress/Graduation

PLAN BY My REQUIRENENTS |

Delete all courses in Plannar:

DELETE ALL |

" Unassigned Courses

Figure 9: Click on checkbox to select the course.

I Reporting Tools

' PeopleToois — Typically

~ TimeTable by Course Select |Course Description Units Offered Req Delete

=t iy INTRODUCTION TO FINANCTAL

— TimeTatie by Instnuctor Bl lacc 111 acoT 3.00 i i ]

~ Change My Password

e : 7 |Eco119 BUSINESS ECONOMICS 2 (300 o 0
Move selected courses to Term - move

Plan Enroll My Academics
My Academics L2 @
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Step 3:

Move the selected courses to appropriate term. After select the term, click on ‘Move’ button.

ORACLE' ﬂ

Sua_n:h:
() [ Plan | Envoll I My Academics I
I~ Self Service
I Customizations
[ Class Search | Browse Mv Planner
Catalog =
- Aradenic Planning
 Enroliment Add courses to Planner using: PLan By My REQUIREMENTS |
I Campus Finances Delete all courses in Planner: DELETE ALL
I Campus Personal |
I Degree ProgressiGradualion
L Reporting Tooks ~ Unassigned Courses
I PeopleToois Tyoically
- Timetable by Course Solect |Course Description Units |offered Rey  |Delete
FRIeIRb A ey - INTRODUCTION TO EINANCIAL
— TimeTabis by instrictor @ jacc 1 accT 3.00 © |0
e v [@  |ecoiio BUSINESS ECONOMICS 3.00 (i ]

Move selected courses Lo Term

r

| JAN_LONG (ALL PROG)_Z015
| MAY_ LONG (ALL PROG) 2015

Plan  Enroll My Academics

®

My Academics -

Figure 10: Move the courses to term.

Step 4:

The courses have been moved to selected term.

e :
) f Plan || Enroll ‘|| My Academics |
[ SEIf Senice _
I Customizations
© Class Seaich { Browse My Planner
Catalog =

< Academic Planning

= My Planner

 Enroliment Add courses to Planner using: Pran By My REQUIRERENTS |
b Campus Finances Delete all courses in Planner: DeLeTE ALl [
I Campus Personal Infammation) _ )
I Degree FrogressiGraduat

I Reporting Tools J ACC 111, ECO 119 have been moved to MAY LONG (ALL PROG) 2015.

I PeopleToos

~ TimeTabie by Course

— TimeTakie by Fackity
~ TimeTabie by Instrucine T MAY LONG (ALL PROG) 2015

=~ Password e - Typicall
Siigny= My Farion Seled |Course Description Units hditcpase Reg Delele
Offered
= INTRODUCTICN TQ FINANCIAL
iR F ¥ o 551 P 3.00 @ |0
I [Eco 119 BLISINESS ECONOMICS 3 3.00 8 |0
Move selected courses to Term - move

Plan Enrcll My Academics

Figure 11: Message indicate that the courses move to selected term.
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3. Add Classes : Add courses.

Step 1:

Navigation: Self Service > Enrollment > Add Classes

S
A ?egusemc_e o [ Plan i Enroll I Wy Academics |
' Class Search / Browse | my class schedule ” add | drop | term information |
Catalog
[ Atademic Planning Add Classes S
= Enroliment Ei ==

ni Dales Select Term

Term Career
e ;%é‘iggf:l'l‘ Foundation Program Milai University
[+ Campus Finances
I Gampus Personal Information) o] E;E‘;alio;i(;l‘l‘ Foundation Program Nilai Univarsity
[ Degree Progress/Graduation =
- Reporting Tools
g leTools
Feop CONTINUE

- TimeT2ble by Course
-~ TimeTable by Facility
~ TimeTabls by Instructor plan  Enroll My Academics
- Change Wy Password

My Class Sthedule Add Drop  Term Information

My Academics -~

Figure 12: Page showing Add Classes menu.

Step 2:

Select the term and click “‘Continue’ button.

\z S =
< ?gumt;mns | Flan [ Enroll ” My Academics ]
I Class Search / Browse | my class schedule || add drop || rerm information |
Catalog
I Academic Planning Add Classes i
— Enroiiment LT_I ==l
Enroliment Dates Select Term

My Class Scheduie
My Weekly Schedule

— Enroliment: Add Classes o . .

Enmiiment Drop Classes aiie
View Niv B B2 heduls Term Caroer Institution
- View My Grades 8 [l ek Foundation Program  |Nilai University
- Campus Finances —=
I Campus Personal Information @ r:;é;o;;?u Foundation Program Milai University
I Degree Progress/Graduaticn =

[* Reporting Tools

[ PeopleToois e
- TimeTable by Course #

— Timefable by Facility

TimeTable by Instructar Plan Enroll My Academics
— Change My Fassword -
My Class Schedule Add Drop Term Information
My Acadernics ~(®)

Figure 13: Select term for enrollment process.
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Step 3:

Select ‘My Planner’ option and click ‘Search’ button.

Menu &
Search:
@
= Self Service
b Customizations
I Class Search | Browse
Catalog
1+ Acaderric Planning
= Enroliment

- View My Grades

[ Campus Finances
© Campus Personal Information
[ Degres Progress/Craduation
i Reporiing Toois
[ PeopleTools
= TimeTabie by Course
~ limeTabie oy Facllity
- Table Oy Instruclor
= Change My Password

Step 4:

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.

MAY_LONG [ALL PROG)_ 2015 | Foundation Program | Nilai University change term I

Add 1o Cart:
Enter Class Mbr

| enter I

Find Classes

My Reguirements

ar|
i |4

~ My MAY_LONG (ALL PROG) 2015 Class Schedule

You are not registerad for classes in this term.

Figure 14: Select My Planner option.

Select course by click “select’ button.

ORACLE’
Menu &

Clossd A WAt st
MAY_LOMG (ALL PROG)_2015 Shopping Cart

Your enrollment shopping cart is empty.

Selecl/

— TimeTabie by Instrucion
= Change Wy Password

Search: \ -
Plan Enroll My Academics
® | I |

- Self Service: | myclassschedule || add I drop I term [nformation |

© Customizations

I Class Search / Browse Add Classes E! Sl

. Search from My Pl o
b Academic Planning search irom My Flanner
= Enroliment
- Enroliment Dates s e - o ’
Iy Class Schedule LONG (ALL BRD 5 | Foundation Program | Nilei Univarsity
dule
m elect cl,
- i
- View My Grades Course | Units  |Term Status

I Campus Finances NIRODUCTION TO

b Camgus Personal ACC 111 EINANCIAL ACCT .00 Classes available this term, sek_;d]

D Degree ProqressiGraduation
© Reporting m‘?;; ECo 119 ‘_giusmess ECONOMIES 3 on Classes available this term, select
© PeopleTools
— TimeTable by Course
— TimeTable by Faciity

Eetumto Select classes Lo ad j

Plan Enroll My Academics

My Class Schedule  Add  Drop Term Informabon

My Academics (3

Figure 15: Select the course.
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Step 5:

Select for ‘LEC’ section by selecting “select’ button.

Search:
- Self Service:
[ Customizations
[+ Class Search / Browse
Catalog

© Acadermic Planning

I C_ampus.Finances"
i+ Campus Personal Information)
I Degree Progress/Graduation

I Reporiing Tools

I PeopleTools

= TimeTable by Courss

~ Time fable by Faciiity

— TimeTatle Dy Insiructor

— Charige My Password

MAY_LONG (ALL PROG)_2015 Course Schedule

My Class Schedule Shopping Cart

|\-'ou are not registered for classes in this term. Yaour shopping cart 15 empty.

@Coen P closed A Waitlist

sections for WAY_LDNG (ALL PROG) 2015

Section Sescion Stalus
L-LEC (1646) 1 A
Days Start End Room Instructor Dates
04/17/2015 -
TBA TBA TEA Staff na/30/2015
Section Session Stalus
T-TUT (1548 1 A select |
Days Start End Room Instructor Dates
04/17/2015 -
TBA TBA TBA staff 09/30/2015

B yaor2 M as

View All

Figure 16: Select subject by component.

Step 6:

Select related class section (for example Tutorial/Lab) and click ‘Next’ button.

Sedrls
@
= Self Service
& Customizations
» Class Search / Browse
Calalog

i Academic Planning

- View My Grades

L Campus Finances
& Campus Personal Inf tion

L Degres Progress/Graduation
Reporiing Tools

PeopleToals AN
TimeTable by Course
= TimeTable by Facility

—~ TitreTable by instructor
— Change My Password

(=35~

\ Nbr

| Plan .[ Enrcll l My Academics

| my class schedule l add " drop . " term information

Add Classes

&=

1. Select classes to add - Related Class Sections

MAY LT PROME)_2015 | Foundation Program | Nilzi Lidersity

ACC 111 - INTRODUCTION TO FINANCIAL ACCT
Lecture secleckzd: Srction b
TE2

.'.'D-.‘!'l |- locad

A Wait List

Select Tutorial section (Required}),

Class

Section Schedule Room Instruclor Status

@ 1648 T  TBA TBA Staff A
View All Sections | ™ First B 1 of 1 B 1 ast

Cancel | NEXT |

Plan Enroll My Academics

Figure 17: Select related class section.
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Step 7:

Click on “Next’ button to confirm the subject.

Menu =
Search: ¥

® Add Classes GRE 1
[ Self Senvice 1. Select classes to add - Enrollment Preferences

i Customizations
I+ Class Search / Browse

Catalog Y P
L Academic Flanning

ACC 111 - INTRODUCTION TO FINANCIAL ACCT

Class Preferences

ACC111-L Lecture A Wait List  Walt List | wait list if class is full
ACC111-T Tutorial A Wait List  Grading NU [nternal
View My Grades Units 2.00
B Carrnpus Finances Session Regular Academic Session
© Campus Personal Information Career Foundation Program

' Degree Progress/Graduation
U Reporting Tools — - e
i PeopieTools ChleE 12 ]
— TimeTable by Course

— TimeTabie by Eaclity Section | Component Days B Times Room Instructor Start/End Date
- Tim=Tabie by Instructor L |Lecture TBA TBA staff
- Chanpa My Password T|Tutorial TBA oA Staff

Plan Enroll My Academics
My Class Schedule Add Droo  Term Information

Figure 18: Click ‘Next’ button.

Step 8:

Repeat Step 3 until Step 7 to add other courses one by one.

Step 9:

Proceed for course enrollment by click ‘Proceed to Step 2 of 3’ button.

1. Select classes to add

()
i~ Self Senice To selact classes for another term, select the term and click Change. When you sre sabsfied
I Customizations with your class selecbons, proceed to step 2 of 3,
I Class Search f Browse
Cataiog & £co 119 has bean added to your Shopping Cart.
1 Academic Flanning

= Enroliment

MAY_LONG (ALL PROG)_2015 | Foundation Program | Nilai University  change term ]

(=5 o ot
2 peis it p Enter Class Nbe Delete Class Days/Times  Room Instructor | Units) Status
b Campus Personal Information | e T T T t
I Degree Progress/Gracuation idiond | i | ALLLITL e THA THA |Seaff o0 A
I Reporing Tools Find Classes ACC 1117 | I I T
I+ PeopleTocls (1848) TBA TBA Staff A
~ TimeTable by Course : i T 1 1 1
- TimeTable by Faclity O REqusemnt ) T U"&mu\l = TBA A staff 300 A
Time Table by instructor My Planner P
[ ECO 11-T
- Change My Fassword i (1maa) THA ™A staff A

search

PROCEED To STER 2 OF 3

Figure 19: Proceed to next level.
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Step 10:

Confirm classes. Click on ‘Finish Enrolling’ button.

Soarch:
®

- Self Service

[ Customzations

[ Class Search { Browse

Catalog

i Academic Planning

= Enroliment
Enraliment Dates

b Cérr]pus Finances
[ Campus Personal infamation
I Degree Progress/Graduation
' Reporting Toots
i PeapleToois

~ TineTabie by Facil
— TimeTanle by Instricios
- Change My Password

Add Classes

2. Confirm classes

Click Finish Enraling to process your request for the classes listed below, To exit

without adding these classes, click Cancel,

ALLP Program | Milai Uriivarsity
@0r=n @ ciosed AWt List
Class Description Days/Times Room Instroctor |Units | Status
INTRODUCTION TO
J."icﬁcdéjn"‘ FINANCIAL ACCT | TBA TEA Staff apo| A
L (Lecture]
INTRODUCTION TO
‘:‘f&é; A FINANCIAL ACCT | TBA TBA staff A
(Tutorial]
BUSINESS
(EICG%;)LQ_L ECONOMICS 2 TBA TBA Staff Jool A
{Lecture)
BUSIMNESS
Efg; 51)1 K ECONOMICS 2 TBA TBA Staft A
i {Tutoriatl
CANCEL PREvIOUS Fitiis# ENROLLING

Figure 20: Confirm the classes.

Step 11:

View enrollment confirmation.

ORACLE’
Menu &
Search:

®)

U Cuslomizations

i+ Class Search ( Browse
Catalog

U Academic Planning

“ Enraliment

Enroliment Drop Classes
View Iy Exam Schedute

Wigw My Grades
[ Campus Finances
[ Campus Personal Information
[ Degree Progress/Graduation
" Reporting Tools
I PeopleTools
~ TimeTable by Facility
= TimeTable by |nstructor
- Change My Passuord

Figure 21: Enrollment confirmation.

i Plan 1

[ my class schedule ||

Add Classes

add

I My Academics

3. View results

wiew the following status report for enrollmant confirmations and errors:

term information

0@

J&Y. LONG (AL PRDG)_2015 | F | Nilai Universic
o Success: enrolfied xL":r: unabie to ad

Class Message Stalus
Message: Class 1646 is full. You have been been

sl placed on the wait list in pasition number 1. v
Message: Class 1643 is full. You have been been

i placed on the wait list in pasition number 1. v

My CLaSS SCHEOULE Apo AnOTHER CLASS
Plan Enroll My Academics
I 5 Gl je Add Drop  Term Inf
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Step 12:

Click on *Add Another Class’ button to add new course and repeat Step 3 until Step 11.

ORACLE' q

Search: f ™ N

== @ | Plan | Enroll ][ Wy Academics

= Self Sendce | my class schedule |. add .|| drop l torm Information
I Customizations

I Class Search / Browse Add Classes

Catalog

1 Academic Planning 3. View results
= Enroliment
Enroliment Ciates Wiew the following status report for enrcliment confirmations and errors:

MAY_LONG (ALL PROG]_2015 | Feundation Pragram | Nilzi University

Enrcliment Drop Classes
View My Exam Schedule
View My Grades f Stccess: enrolled x Error: unable to add class
I Campus Finances
I+ Campus Personal Information| Class Message Slatus !
I Degree ProgressiGraduation AT Message: Class 1546 is full. You have been been
I Reporting Tools placed on the wait list in position number 1.
I FeoplzToois e Message: Clase 1543 is full. You have been been o
= TimeTable by Couwrse placed on the wait list in position number 1.
~ TimeTable by Facility
- IimeTable by insfructor My CLasS SCHEDULE ApD ANOTHER CLASS |

— Change My Password

Plan Enroll My Academics

Figure 22: Add another class.

4. Drop Classes : Drop courses.

Step 1:

Navigation: Self Service > Enrollment > Drop Classes

S e [ Plan | Enrol I My Acodemics 1
- Class Search / Browse | my class schedule l add | drop ” term information |
Catalog
1 Academic Planning Drop Classes = 1
= Enroliment — ! Bl

Enrollment Dates Select Term
My Ciass Sched

My Weekly 5
Enrolment

View My E Term Caraer Institution
. s -:)?;%_é\oggf?_L Foundation Program Nilai University
I Campus Finances =
I Campus Persqnai Information @ [HALLONG farL Foundation Program Milar University

PROG)_2015

I Degree Progress/Graduation
[ Reporiing Tools
' PeopleTools = :
= TimeTable by Course CONTIKUE
- TimeTable by Facility

- TimeTable by instrucior Plan Entoll My Academics

= Change My Password .
My Class Schedule  Add Drop  Term Information
My Academics - .@

Figure 23: Page showing Drop Classes Menu.
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Step 2:

Select term and click “‘Continue’ button.

[. Fene e Plan |l Enrall I My Academics
[ Class Search f Browse my class schedule | add || drop | term informatian |
Catalog
1+ Acadermic Planning Drop Classes =
== Enroliment m =
Select Term
Select a term then click Continue.
Term Career Enstitution
= = ] m‘é)oggl[?u Foundation Program Nilai Univarsity
I Campus Finances =
| Campus Personal Information @ :;;E{Sa;:z;m Foundation Program il University
[+ Degree Progress/Graduation o
[+ Reporting Tools
- PecpieTools .
— TimeTable by Course EENEE |
~ TimeTable by Facllity
~ Time Tabie by Instructor Plan Enroll My Academics
Bl N S My Clzee Schodula  add Drop  Term Informiatio
My Academics ()

Figure 24: Select the term.

Step 3:

Select the course and click on “Drop Selected Classes’ button.

1. Select classes to drop

= Seif Sennce Selact the classes to drop and click Drop Selectad Classas.
I Cuslomizations
[ Class Search ! Browse

Catalog
I Azademic Planning MAY_LONG (ALL PROG)_2015 | Foundation Program | Nilai University change term I
~Enrolment
Enrollment Dates - N |
Wy Class Schedule JFl.:--I-‘ @ ropped A Wit Listed
My Weskly Scheduls
Enrollment. Add C £5 Select Class Description Days/Times Hoom Instructor |Units smtus|
t v ACC 111-L INTRODUCTION
View My Exam Schedu = Tiade) TO FINANCIAL TEA TBA Staff 3.00( A
View My Grades ACCT [Lecture)
I Campus Finances ACC 111-T [INTRODUCTION
[ Campus Personal Information r1648) TO FINANCIAL — |TEA TBA Staff A
[ Degres Progress/Graduation ASEE (RO}
[ Reporting Tools 5 110 BUSINESS
I PeopleTools [E] ',I—[; :119" ECONOMICS 2 |TBA TBA Staff 300 A
Lacture
= TimeTabie by Course ! )
= BUSINESS
= TimeTable by Facility ECO 119-T
~ TimeTabie by instrictor (1653) ELOUETIHES U TEA it Staff A
e [Tutonal)
- Change My Password

DrRop SeLEcTED CLASSES |

' My MAY_LONG (ALL PROG)_2015 Class Schedule

Figure 25: Select the course.
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Step 4:

Confirm the selection and click “Finish Dropping’ button.

- Self Service y . -
I it e abang Plan | Enroll | My Academics |
| Ciass Search { Browse my class schedule || add drop | term information

Catalog
[ Academic Plianning Drop Classes

2. Confirm your selection

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

View My Grades dais
I Campus Finances

' Campus Personal Informatian YV
£ Degree Progressi ]
' Reporting Toois Class Description Days/Times Room Instructor | Units | Status
I PeopleTools A i INTRODUCTION TO
— TImETable by Course e FINANCIAL ACCT  [TBA TBA Staff | A
i TimeTabie Dy Course (16487 {Lecture)
INTRODUCTION TO
?fsc‘té; bt FINANCIAL ACCT |TBA THA Staff A
(Tutorizl
CianeeL Previous Finisk DRoprRInG
Figure 26: Confirm the drop subject.
Step 5:
View result after drop the course.
L/ =
* Zell Servics
bCulen:nizeathns | Plan 1 Enroll I| Iy Academics
I Clzss Search i Browse | my class schedulz | add ” drop ! term Information
Catalog
I Academic Planning Drop Classes
= Enroliment E} E} @

3. View results

view tha results of your enroliment request. Click Fix Errors to make changes to your

reguest,
! LONG (AL | £

£ Campus Personal Information ’-. imEss: dropped XFH e unable to drop dass

[ Degree Progress/Graduation
[+ Repariing Tools Class Message |Status |
[» PeopleToals "

Succoess: This class has been remaoved from your

- TimeTable by Course ACC 111 GBI L4

= TimeTable by Facil
- TimeTable by Instructor My CLa
— Change My Pas

5 SCHEDULE

Figure 27: Page showing drop status.
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Step 6:

Click on “My Class Schedule’ button to check student’s class schedule.

|' Enroll |
add I

My Academlcs |

drop If term information 1

3. View results

View the results of your
request.

[ C‘ampué Financés
[+ Campus Personal Information

s
[+ Self Service 2 Pl
© Custornizations | st
[* Class Search / Browse | my class schedule h
Catalng
I Academic Planning Drop Classes
s T

OHe=H=
anrolimant reguest.

Click Fix Errors to make changes to your

Mila

Iniversity

— IimeTable by Facility
= TimeTable by Instrucior

- Change My Password

«:.,._,_ iropped XF r: unzble ta drop class
I Degree ProgressiGraduation
I+ Reporting Toois Class |Hessnge ISl.ulns |
1 PeopleTools =
Success: This class has been removad from your
~ TimeTable by Course ACC 111 scheduls. ‘ v

My CLASS SCHEDULE |

Figure 28: Click ‘My Class Schedule’ button to check timetable.

ARl & My Class Schedule

[~ el Senvice
[ Customizations
[+ Class Search / Browse

Select Display Option

1¥] show Enrolled Classes

a

@ List View

¥ Show Dropped Classes

7 Weekly Calendar View

MAY_LONG (ALL PROG)_2015 | Foundation Program | Nilai University _(_:l_lﬂ_l!lll_‘_j_EE_r_l_I!_l

~ Clasz Schedule Filter Optiens

] Show Waitlisted Classes _filter |

ECO 119 - BUSINESS ECONOMICS 2

| Campus Personal Information) Status :\":::'n‘r: Units Grading Grade Deadlines
o -
& Degree ProgressiGraduation] | . yng 1 3.00 NU Intemal [
i Reporting Tooks =
" Peopl=Tools C:;:-s Section Component  Days & Times Rcnm Instructor Start/End Date
- TimeTable by Cotrse
~ Timelabie by Faziy 1643 L Lecturs TEA THA Staff g;::;;:gg;§ B
~ TimeTanle by instructor 2
- Change My Password 1655 T Tutorial TBA TBA staff g;,;;gggi; .
Printer Fnendly Pags

Blan Enroll My Academics
Figure 29: Page showing Class Schedule.
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5. Account Inquiry.

Student can view their account details such as account activity by term, charges due,
payments made and etc.

Step 1:
Student can view their account balance at Account Summary.

Navigation:_Self Service > Campus Finances > Account Inquiry

Search: | summary If activity |i charges due || payments / waivers

()

I Self Service

[ Customizations

[ Instructor Evaluation

[ Class Search { Browse Your total account balance is 2,210.00 which is not applicable for EFA students.
Catalog

[ Academic Flanning

I+ Enrollment

= Campus Finances
— Stugent Catego

Account Summary

[ Campus Personal
Information

[+ Academic Records

[ Degree Progress/Graduation
[» Reparting Toals
> PeopleTools
— TimeTable by Course
— TimeTable by Facility [* Remittance Addressas
— TimeTable by Instructor
— Change My Password

Figure 30: Account Summary

Step 2:

Click the “activity’ tab to view account activity.

() - . .
|- Self Service - [ il it I | actvity I | chargesgue || payments/waivers
{ Customizations

I Instructor Evaluation

Phss Skt Brciee Aceount Activity
Catalog
b Acagemic Planning
- Enroliment o . =]
< Campus Finances From 03/08/2015 (¥ 1o |osoBrz015 [ |anTerms e go
- Student [:meuoi
[» Campus Personal Transactions Vi I 2] T3 [ « I n
Information Find | View All | First & 1-6 of 6 .
i Academic Records Posted Date Ttem Term | Charge Pa\rment| Refund |
1 ge?msmng ?OOO?LESSJGFMU a 09/0E/2015 Application Fes fi EL_ I;(:;%) 100.00
> ¢
I PeopleTools -
bz ‘nrng?able o 08/06/2015  Caution Fee gitilﬁaﬁ%) 200.00
~ TimeTable by Facility Eatrs s Fas P —
— TimeTable by Instructor 09/0E/2015 - FOUNDATION OF TALL PROG 1,200.00
— Change My Fassword BUSIMESS v )
09/0B/2015 Insurance Fee ‘T:El_—;ipé%) 30.00
ks
09/0Ef2015 RegistrationFea g':t_—lf:,%:(é) 350.00
09/0B/2015 Resource Fae }l:EL_IE'i:%) 330.00

Figure 31: Account Activity
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Student also can view account activity by particular term.

®

[ Self Semvice

[» Customizations

[+ Instructor Evaluation

I Class Search | Browse
Catalog

[+ Academic Planning

[+ Enfollment

< Campus Finances
— Student Cateqory

[» Campus Personal
Intarmation
[+ Academic Records
{> Degree Progress/Graduation
- Reporting Tools
- PeopleTools
— TimeTable by Course
— TimeTable by Facility
- TimeTatle by [nstructor
— Change My Passward

summary I|r activity ” charges due ]: payments / waivers J

Account Aetivily

From 03/08/2015 [ 1o |09/08/2015 3 Al Terms [=] go

Lall Terms

Transactions Find | View all] first 16016

Posted Date ltem ‘Tarm Payment Refund
09/08/2015 Application Fee Eﬂfl—'ﬁg‘éj 100,00
09/08/2015 Caution Fee E:Efiﬁig%_} 200.00
09/08/2015 E:E;CZ‘EE:EJ?"ON oF E:D—]E%';%) 1,200.00
09/08/2015 insurance Fea -E:]IZ‘L—LP?J)?}J 30,00
09/08/2015 RegistrationFee ?EECIBC;:‘CG;] 350.00
09/08/2015  Resource Fee E:':L—';i:z) 330.00

By e P

Figure 32: Account Activity by Term

Step 3:

Click the ‘charges due’ tab to view details of the charges.

(Meru B
Search: @

[ Self Service

I+ Customizations

1+ Instructor Evaluation

[+ Class Search | Browse
Catalog

1> Acaderic Planning

[» Enroliment

= Campus Finances

— Student Category

[» Campus Personal
Information
[+ Academic Records
| Degree Progress/Graduation
> Reparting Tools
> PeopleTools
- TimeTable by Gourse
— TimeTable by Facility
— TimeTable by Instructor
— Change My Password

— Account Inquiry

Figure 33: Charges due

[ summary " activity |J charges dus ] payments | walvers |

Charges Due

Currency used is Malaysian Ringgit.

Detalls by Due Date Find | View &l | B

-

First 4] i-6 of & n Last

Due Date Charge Term Amo[:llrl:: “‘“r.'l.n::agl
01/05/2015 Insurance Fee E:Ef;g\'é%) 20.00 20.00
01/05/2015 Application Fee 'E:EEJEE,"S%) 100.00 130.00
01/05/2015 Caution Fea E:EL—*E&';?;) 200.00 220.00
01/05/2015 Resourca Fea fi?fﬁ%?;) 330.00 660.00
01/05/2015 RegistrationFee Eisfbg%?:) 350.00 1,010.00
01/05/2015 Coursa Fea %i?ﬁﬁ%’é‘éj 1,200.00 2,210.00

£ First 4] 1-6 of & [+ Lask

Currency used is Malaysian Ringgit.
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Step 4:

Click the ‘payments’ tab to view details of the payments.

Search:
)
|- Seif Service
I Customizations
I+ Instructor Evaluation
{> Class Search | Browse
Catalog
|+ Academic Planning
(- Enraollment
= Campus Finances
— Student Category

I Campus Personal
Infarmation

I» Academic Records

[ Degree Progress/Graduation

I Reporting Tools

[ PeopleTools

- TimeTable by Course

— TimeTable by Facility

- TimeTable by Instrucior

— Change My Password

summary ]I activity | | charges due

]' payments | waivers

Payvment History

From  [03/08/2014 |3 1o [os/osfzois  [5) go |

Posted Payments Find | View atl | B First T 12 012 B st
Date Paid Payment Type Ttem Classification Paid A
B7/13/2015 Course Fee-AHB Payment 800.00

Total Posted
Payments for this 800.00
view

B Hirst Kl 1-10f 2 0 Last

Currancy used is Malayslan Ringgit.

Figure 34: Payment details

USER MANUAL: SELF SERVICE ENROLLMENT

Page 19



