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Logging in to the Student System: =

1: Navigate to your My I
Manchester portal <L
https://www.my.manchester.ac.uk/ ey

My documents

Student system

My Placement

2. Select Tools Tab

bf3in Menu

ﬁ Mavigate to your self service information and activities.

3. Select Student System % | Self Service

=] Student Center
4. Select Student Centre hyperlink 2@ Class Search / Browse Catalog

3 Academic Planning
3 Enrcliment

e M arnmaee Finann oo

Step 1:
|~ Academics

5. Select Enrol Search
Plan
Enrall

My Academics

My Attendance

Graduation

Enrollment is a 3 step process — > B-=1=1
this indicator at the top of the
page will show you your progress.

Add Classes

1. Select classes to add

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

. Check have sel h
6 C ec . you a e Se. ECted t e 2 2016/ 17 Academic Year | Undergraduate | The University of Manchester
appropriate academic year

(Il ET


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

You will now see the add classes
screen. A class refers to a course
unit. You select classes to enrol
onto a course unit.

.Iper Dfl:ze: A ait List
: : o o
Your Shopping Cart is the area * e —
Where Selected courses are held Your enrollment shopping cart is empty.
Find Classes
pending until you complete the © Class Search
enrolment. s<arch |

7. Ensure Class Search button is / e e
. p , Enter Search Criteria
selected and click ‘Search

Search for Classes

The University of Manchester | 2016/17 Academic Year

. Course Subject and Course Career are MANDATORY. Click Search to view
YOU W|” be taken tO SearCh vour search results.
Criteria page < Class Search
Subject b
Course Number is xactly b 1
Course Career v

¥ Show Open Classes Only

Open Entry /Exit Classes Only

8. Select the course subject from
drop down menu: University
College for IL

[» Additional Search Criteria

Eeturn to Add Classes CLEAR SEARCH

Enter Search Criteria

You do not necessarily have to

specify a COU rse Number at a“ - Es:lrrssa tili‘JergtsSE:.Cuurse Career are MANDATORY. Click Search to view
leave this blank and this will v cass N
return all courses for the Subject o W e W —

Course Career ULAC Dutch

Area that you can take. NOTE: vy
this can take some minutes to s
return your options — it is always

best to have as much detail
about a course as is possible. e e

9. Enter the course number and

course career S — for it M
Course Number is exactly v, W
. Course Career Undergraduate T
Note: search will not turn up > .
. Show Open Classes Only
rESUItS WlthOUt course career Open Entry fExit Classes Only

10. Click search




A class open for enrolment will
display a green circle.

Tha following classes m
Career: Undergraduate, S

ur search criteria Course Subject: University College for IL, Course
n Classes Only: Yes

. per n ose ﬂl"':l' st

11. Click on select for the

. eturn to Add Classes D
course unit you want to choose

|l|1:l:ru-|:lnr |He-=‘l:

19/0% 2016 - .
28/01/2017 ﬂ
|]I1'E|:llll:|‘ﬂl' |H-nrh1.g Dates |5-ta| L% |
18/09/2016 - @  select|
In most cases, you will have a I
choice of related classes to go
along With the main CIaSS you Select Tutorial section (Required):
Class | o ction Schedule Room Instructor |Status
have just selected. A main class LL B ‘
is usually the lecture and a 1244 T0is Fridioo: izioo  Tea ©
H Fr 14:00 - 15:00 TBA
related class is usually the pEscim R

Fr 14:00 - 13:00 TBA

seminar or tutorial etc. 5 1150 018 Fr 14100 - 13100  TBA ®

Fr 14:00 - 15:00 TBA

Fr 14:00 - 13:00 TBA
Fr 16:00 - 17:00 TBA

12. Click next after choosing s ol B i s o _—— e
. Fr 16:00 - 17:00 TBA

any relevant related tutorials ri o0 - 7,00 Tos

or seminars e iz TR ®

Fr 16:00 - 17:00 TBA

View All Sections

2016/17 Academic Year | Undergraduate | The University of Manchester

UCIL 22001 - Essential Enterprise Sem 1

13. A summary of the class(es)
selected appears. You are not

Class Preferences

UCIL 22001-LEC Lecture .Dpen Wait List | wait list if class is full

yet enrolled onto the course o o permiseion nbr [
Select Next Career Undergra Grading gndgrgraduate Percentage Grade

Units 10.00

BA(Heons) History

NexT]
Section |Component| Days & Times Room Instructor Start/End Date |
LEC |Lecture Mo 10:00 - 12:00 |TBA James Hickie 15/09/ 2016 - 25/01/2017




You will receive confirmation
that the course has been
added to your Shopping Cart.
You are not yet enrolled onto
the course

You can, if you wish, remove a
course from your selection by
selecting the dustbin icon

If you have further courses to
select, click search again at
this step and this will take you
back to the search criteria
page where you repeat the
above steps.

14. Once you have selected all
of the courses you wish to
enrol on you can proceed by
selecting proceed to Step 2 of
3

Step 2:

15. You are now at Step 2/3.™ |
Confirm you want to enrol on
the selected courses by

1. Select classes to add

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

y UCIL 22001 has been added to your Shopping Cart.

2016/17 Academic Year | Undergraduate | The University of Manchester

.Z|:e|' Dfl:ze: A ait List

Add to Cart: 2016/17 Academic Year Shopping Cart
Delete | Class Days/Times Room Instructor | Units| Status
UCIL 23001- o
LEC Mo 10:00 TBA 10.00 .

T3EE1) 12:00

Find Classes

# Class Search

% search |

Proceen To ST1er 2 OF 3]

complete the enrcllment of
course(s) in Sheppim

Either add mere to your
Shopping Cart by using
Class Search again

OR

ep 2 of 3'

Add Classes

2. Confirm classes

Select Finish Enralling to process your request for the sted. To exit

without adding these classes, select Cancel.

= AT
Class. l Dascription l Days/Times l Room [ In;trudurll..lnitslsl:tus
UCIL 22001-LEC Ezsential Entarprize O - . Ll
{s851) Som 1 (Locturgy | Me 10100 - 12:00 |TBA 3. Hickie  |10.00] @

CA\TE_‘Ja Finiss ENroLLING|
a——

selecting Finish Enrolling =

Step 3:

You are now at step 3/3. This
screen shows you if you have
enrolled on the selected
course(s) successfully. This is
indicated by a green tick or
red cross under Status

You are at Step 1‘ = You have not yet completed enrolling on your course(s) - click 'Finizsh Enralling’

Add Classes

3. View results

View the following status report for enrollment confirmations and errors:

4 X

IClass Message IStatus J
| UCIL 22001-LEC

(se81)

Success: This class has been added to your schedule. | ¢

MY CLASS SCHEDULE ADD ANOTHER CLASS |
LYl et iy sl L radan Sadto Srimient ]

4



If the enrolment has been
unsuccessful, an error
message will appear
explaining why it has failed.
The main errors that you may
seeare:

- Time conflict with an
existing course

- A pre-requisite course
has not been previously
studied

- The course is full

4 X

‘Class 1Message [Status

[ IMCIL 22001-LEC Error: Unable to add this class - requisites have not

T been met. Check the class description for a list of x
y |enroliment requirements. a

This is the end of the “Adding a Course” guidance document.
You can also swap, drop and edit a course selection after enrolment.

Please do not hesitate to contact the Programme Administrator if you encounter any
difficulties during UCIL course unit enrolment.





