How to Register for Courses via my.Pfeiffer Portal

1.

Log into your portal account

2. Onthe Home tab, scroll to the bottom of the screen and look for the “Class Schedule
Search” portlet
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You have no inceming announcements.
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New - Email, Network Accounts and My.Pfeiffer

A Pfeiffer email account and Active Directory Network credentials will be created for you prier to the beginning of c\asses once you
have enrolled for the upcoming semester. We create these accounts in batch runs throughout the academic year. You will receive
an email from our IT Administration with your email address, setup instructions and your network Credentiale Your netwnrk
credentials will allow you to use the lab computers on any of the Preiffer Campuses. Additionally, upon the creation of your
network Active Directory account, your my.Pfeiffer credentials will be synchronized to match this password.

‘You should look for an email from eur IT Administration with instructions on haw to setup your email account, the address and your
Active Directory network account credentials. We will mail it to the email address you provided to us. Your network credentlals will
allows you to use the lab computers on any of the Pfeiffer Campuses. Additionally, upon the creation of your network A
Directory account, your my.Pfeiffer credentials will be synchronized to match this password.

Pfeiffer's Adm

istrative Web Portal

Students - Use the Student Resources tab to access vour information from our online Administrative Offices.

Faculty and Advisors - Use the Academics tab to obtain your course class lists, enter grades, email your enrolled students /
advisees, approve your advisee's course schedules, review your advisee academic information and degree progress.

TMPORTANT NEWS — MISENHEIMER STUDENTS

Can't find the answer to a question? Help is available
You will need to log into the portal first.

Forms and Policies

Student Life
Pfeiffier University Handbook (2017) (.pdf, 858K)
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Add/Drop

| Alert: The Add and Drop Peried is closed but you may be able to add or drop ene or mars registrations. |

Current Term: Spring 2017/18
Add Peried Closed / Drop Period Closed

S Add/Drop Courses Q, course search

Char\Dt’te Bookstore

Other sites
Student Loans Web Portal
Health Insurance Waiver Site
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Screen

3. You may see links requiring you to update your Personal Information and to review
our Terms and Conditions. If so, you will need to complete those to forms before
actually registering for classes.




By clicking on the portlet’s dark gray title bar, it will focus only on that portlet and it
will display additional options, including but not limited to selecting the desired term.
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The Add and Drop Period is closed but you may be able to add or drop one or more registrations.

New Employee Orientation

Add by Course Code| | Course Search

Quick Links
Title: | Begins With ¥

@ My Pages

Course Code: |Begins With ¥
& My Groups Term: |Spring 2017/18 A
IT Support Ticket Department: |All v
Pfeiffer Calendars Division: [All Y
E-mail Search | More Search Options
Blackboard

My Account Info

From this view you can also begin to building your courses for the specified term.
Course Search options include Title, Code, Department and Division. If you leave the
options blank and simply click the Search button, you will see all course offerings for
the specified term. There are additional options under the “More Search Options”
link.



The “Add by Course Code” tab view allows you to add by the Course Code if you know
it; however, this is generally not successful, as you have to know the exact code,
including the right number of spacebars to make this work. This route is not advised.
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The Add and Drop Period is closed but you may be able to add or drop ene or more registrations
my.Pfeiffer How To's

Apply Now
Apply for Scholarship Day.
Request Information

New Employee Orientation

Add by Course Code || Course Search

To add a course, start typing its course code in the

B My Pages box below. A dropdown of courses that match what
you have typed will appear. Select the course code
& My Groups and section number you want from the dropdown. You
can add up to six courses at a time using this feature,
IT Support Ticket If you don't knoew the course or section codes
Pfeiffer Calendars you need, use the course search tab above.
E-mail Course Code: Course Code:
Blackboa 1 2
3. 4.
5. 6.

Account Info

+ Compus Announcements Class Schedule Search a

Once you have found the course, you should see a small check box in the far left “Add”
column. Toggle the check box “on” with your mouse and click the “Add Courses”
button at the bottom of the screen to reserve a seat in this course.

. Term: Fall 201818 . Division: Undergraduate v Search T S o s
. Pheiffer tow To's
Anply Now Add Taxthosks Course Coda wama Facuty SetsOpen  Status  Schedule cradis
Apply for Scholarship Day ACCT 201 100 Intro Fin Acct Preslar, Tina 25/25 Cpen  MWF 9:00 AM-9:50 AM; Misenheimer Campus, Jane Freeman, JF 108 CL; Overhead Proj 00
e ACCT 201 200 Intro Fin Acct. Preslar, Tina 25/25 Open  MWF 11:00 & 0 AM; Misenheimer Campus, Jane Freeman, JF 108 CL: Overhead Proj .00
Now Employes Oriantation
ACCTI10100  CostAccounting  Holley, Sandra Renee 25125 Open TR 2:00 PM-3:15 PM; Misenheimer Campus, Jane Freeman, JF 115 CL: Overhead Proj 200
[ e — ACCT323100  Inmdteacat!  Preslar, Tina Open TR 9:10 AM-10:45 AM; Misenheimer Campus, Jane Freaman, JF 115 CL: Overhead Proj .00
= My Poges ACCT330100  Findl Inf Anlys Presiar, Tina Open TR 12:30 PM-1:45 PM; Misenheimer Campus, Jane Freeman, JF 115 CL: Gverhead Proj .00
ACCT 331 100 Taxation 1 Holley, Sandra Rer Open TR AM-12:15 PM; Misenheimer Campus, Jane Freeman, JF 111 CL: Bec Board 1.00
@ My Groups
IT Support Ticket ACCT 333 100 Adv Acct Open  MWF 1:00 PM-1:50 PM; Misenheimer Campus, Jane Freeman, JF 117 CL: Seminar/Conf:ElecVideo000424 .00
Pleifer Calendars ACCT426100  Intend Criri-wt Holley, Sandra Renee 20/20 Open  MWF 11:00 & AM; Misenheimer Campus, Jane Freeman, JF 111 CL: Elec Board 100
ARTI1IV100  Artappreciation  Cross, Joshua Gpen TR 2:00 PM-3:15 PM; Misenheimer Campus, Harris Science Bulding, ART STUDIO ONLY .00
2D Design Cross, Joshua Open  MWF 1:00 PM-1:50 PM; Misenheimer Campus, Harris Science Building, ART STUDIO ONLY 1.00
30 Desion Cross, Joshua Open TR 12:30 PM-1:45 PM; Misenhaimer Campus, Harris Science Bulding, ART STUDIO ONLY 200
IssContemp At Cross, Joshua Open TR 3:10 PM-4:45 PM; Misenheimer Campus, Harris Science Building, ART STUDIO ONLY .00
Biol of ife Open MW 9:00 AM-9:50 AM; Misenheimer Campus, Harris Science Building, Room 104 4.00

TR 12:30 PM-1:20 PM; Misenheimer Campus, Harris Sence Building, Room 006C
W 2:00 PM-4:30 PM; Misenheimer Campus, Harris Annex, Roam 101 General Biclogy Lab

Gen Biclogy T Rlley, Kathryn Nicole 24i24 open 2:00 4M1-9:50 AM; Misenheimer Campus, Hanis Science Building, Lecture Hall 1 400
:00 P1-4:30 F1Y; Misenheimer Campus, Marmis Annex, Room 101 General Biclogy Lb
BIOL211M200  Gen Biology I Riley, Kathryn Nicole 24i24 Gpen MW 9:00 AM-0:50 AM; Misenheimer Campus, Harris Science Building, Lecture Hall 107 4.00

T 8:00 AM-10:30
Gen Blology T Rlley, Kathryn Nicole 24/24 Open  MWF 9:00 AM-9:50 AM; Misenhelmer Campus, Harris Science Building, Lecture Hall 107 400

Misenheimer Campus, Harris Annex, foom 101 General Biology Lab

T 2:00 PH-4:30 PM; Misenheimer Campus, Harris Annex, Room 101 General Biolegy Lab
0L375100  MiltonRoss Sem2  Reichenbery, Laurs Hudson Open  Missaheimer Campus 100
Genetics Reichenberg, Laura Hudson Open TR 11:00 AM-12:15 PM; Misenheimer Campus, Harris Annex, Room 113 Cell & Molecular Lab 400

R 2:00 PM-4:50 PM; Misenheimer Campus, Harris Annex, Room 113 Cell & Molecular Lab
O |4 100 Cell/Miculr Bio McCallum, Mark Open  MWF 12:00 PM-12:50 PM; Misenheimer Campus, Harris Annex, Room 113 Cell & Molecular Lab 4.00

M 2:00 PM-5:50 PM; Misenhsimer Campus, Harris Annex, Room 113 Cell & Molecular Lab
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Aoy for Scholarship Day ] preslar, Tina 25725 Open MW 5:00 AM-9:50 AM; Misenheimer Campus, Jane Freeman, JF 108 CL: Overhead Proj 300 813201

Prestar, Tina 25/25 Open M 2.00

Holley, Sandra Renee Open 3.00

presiar, Tina Open 3.00

presiar, Tina Open 3.00

Holley, Sandra Renee Oper Slec Board 2.00
Adv Acct Open MW 1:0 50 PM; Misenheimer Campus, Jane Freeman Seminar/Conf:Electideo000424 3.00
It Cotr-wi Holley, Sandra Renee Oper 1:00 AM-11:50 AM; Misenheimer Campus, Jane Freeman, JF 111 CL: Elec Board 3.00
ArtAppreciation  Cross, Joshua Oper 3.00
20 Design Cross, Joshua Open ART STUDIO ONLY 3.00
30 Design Cross, Joshua Oper RT STUDIO ONLY 2.00
IssContemp At Cross, Joshua Open ART STUDIO ONLY 3.00
siol of Life Delaco, Carrie Eizabeth 2424 Open M nheimer Campus, H nce Building, Room 104 4.00

1; Misenheimer Campus, Harris Science Building, R C
Campus, Harr
Gen Blology 1 Riley, Kathryn Nicole 24/24 Open M 4.00 32018 8/2018
Gen Biology 1 Riley, Kathryn Nicole 2424 Open M us, Harris Science Building, Lecture Hall 107 400 8132018  12/8/2018
Room 101 General Biology Lab
Gen Biology 1 Riley, Kathryn Nicole 24124 Open M Building, Lecture Hall 107 400 8132018  12/8/2018
0om 101 General Biology Lab
MitonRose Sem2 perg, Laura Hudson u Open M 100 8132018  12/8/2018
Genetics erg, Laura Hudson 16/16 Open 400 8132018  12/8/2018
Cell/Micur Bio MeCallum, Mark 16/16 Open 1 400 8132018  12/8/2018
Plant Morpholog  Delaco, Carrie Eizabeth 16/16 Open 400 /132018  12/8/2018
Add Courses
AC-BI | BL-CH | CH-CO|CO-ED | ED-EN | EN- EN | EN-HS | HS - My | MU- My | MU-RA | BA- SO | SO- UN | UN-VC NextPage

Reasons why they “add box” may not appear:

e You are not in the proper class standing. The course is “for Juniors or Seniors” and
you are still a sophomore or freshman. Or this course is reserved for Adult Degree
Completion students and you are attending classes on the Misenheimer campus.

e Your registration window is not open yet. On the Misenheimer campus, registration
windows open by projected class standing — Seniors first, Junior second, Sophomores
third then Freshman. You need to know your class standing by the number of hours
you have earned plus the number of hours in your current semester load to determine
your projected standing. See where that number falls in the classification definition in
the catalog. Graduate and Adult Degree Completion Students open on the first day or
pre-registration.

e You do not have a valid “Tel-Web-Reg-Group” code in the system. This is the code
that opens your registration window. We assign these systematically, and the
likelihood this is the problem is very improbable, but still possible.

e You are trying to register for a course in a different division —a graduate level course
and you are an undergraduate student, or vise-versa.

8. You may receive error messages from the system if you are attempting to take courses
outside of your program of study, if you are repeating a course, if you adding a course
that is already full and it will place you in a waitlisted status, or if you are needing a
pre-requisite course. Please read the messages. If you have questions as to why you
are getting them, ask your advisor. They should be able to answer or point you in the
right direction.



