Webster

UNIVERSITY Online Registration Tutorial

1. You will first need to log in to your Connections account. You can do this by clicking on the Yellow
Connections Login link at the top of the Webster University Homepage:
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2. Once there, you will enter your Connections username and password (see screen shot below). If you
do not know what your username and password are, you need to contact the Help Desk at
support@webster.edu for assistance. Be sure to include your Student ID number in all

correspondence.

Webster

UNIVERSITY Connections

SEEIRR HEEa55 LoD Welcome to Webster University Connections!

User Name: I This secure site provides students, faculty and staff with world-class Intranet and Internet services, Thi:
Ceemrh | manage and share your appointments, collaborate in groups and courses, access e-services and library

What's Inside?

B E-mail: send and receive e-mail, and create your oun personsl address book,

Connections Account Setup Instructions
Calendar: Access and manage your personal, course and schoal calendars,

Create New Account

Groups: Create, manage and join group homepages for dubs, affiliations and interests,

I've Forg My U or

My C i A t Setti
VIS RIS E-Services: Access your course schedule, grades, billing, and update your address and phone number,

o B B @

Library: Search library catalogs, Passports online databases, and access the e-resarves system,

Make this my homepage.

and much more...

Click here for instrudtions on how to make your brawser load
thiz page on startup.

Copyright @ Sun@ard 1398 - 2007,
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Once you log in, you will need to locate the gray Student tab. This tab is located at the top left hand
side of your screen. Click on it, and then click on the Student Academic Services channel as indicated

below:

Webster &

UNIVERSITY Connections

Welcome |

Content/Layout B
“You are currently logged in.

My Connections Tutori: SR Btaff | Sample

H & & ¢ 0§ 9

E-Mail Calendar Groups Library | Logout Help

October 22, 2009

My Courses BIEE Student Academic Services

Click here to access Student Services (grades, advising,

Access your online and web- schedule)

enhanced courses:

Quick Start Guide
Online Learning Canter

‘When you click on a link above you will be asked to enter
vour username and password agam. Use your

Comnections username and password to access these
services.

Academic Resources OE
Academic Advising

Academic Resource Center

Online Programs

Writing Center

Eden-Webster Library

Media Center

Academic Computing Services

Institute for Excellence in Teaching and Learning
2005-2007 Graduate Catalog

20035-2007 Undergraduate Catalog

2004-2005 Academic Calendar (U.5. Domestic Campuses)

2005-2006 Academic Calendar (U.5. Domestic Campuses)
Bookstores

Billing (=i [E2]
statements and
payments

Click here to view and
pavy vour bil.

The Galaxy SEE

The Galaxy
Websters Student Voice
Listen to us live online!

The Journal BE
Online
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4. After you login a second time using the pop-up box which appears, you will see your main Student

screen:

Webster "

UNIVERSITY Connections

back to

! Student Tab

Student Academic Services

H © & ¢

E-Mail Calendar Groups Library

» ¢

Logout  Help

Student Information

Webster

UNIVERSITY

=, Student Info:
-~ Main
[ Biographical

Welcome to the Student Web Information System

] Student Schedule
- Grades

[ Grade Report Request
] Academic Record
[ Degree Audit

{1 Financial Aid

[ Registration

[ GPA Prajection

] Statement/Pay Online
[ Parking Tags

@ Course Schedules Online

New

each term will result in a reduction or total loss of student aid.

data.
[ Feedback
i Print
Program Session Year
GRAD sP 2010

Set Options |

Please visit the folllowing site for more information about our Single Sign On intiative: http://www.webster.edu/technology/sso.shtml.

You can now print your grades, degree audit, etc. after running them by clicking on the printer icon in the left frame.

Once you have entered this Web location, the location is open to anyone using this machine until you close the browser. If you are
accessing this site from a public area, be sure to close the browser before leaving the machine.

Your Financial Aid award has been based upon a specific number of credit hours each term. Failure to register for enough credit hours

Please use the FEEDBACK link in the frame to your left to give us suggestions about these web applications and/or to report inaccurate
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5. To determine what courses you need for the next available session, you will use:

a. The degree plan that was provided by your academic advisor at the beginning of your
program (this lists all of your course requirements and will indicate any waivers, substitutions
or transfer credit that you discussed at the beginning of your program)

b. In conjunction with the Degree Audit located in your Academic Services Channel (screen shot
below)

c. Andthe Webster University Graduate Studies Catalog (for information on course

descriptions, to select electives, to review pre-requisite information).

Yebster University
Degree Audit

ID Number: Program: GRAD

tlass: Graduate Major: Business Administr
Enrollment Location: WEBG Webster Groves, MO Service Location: ONLM Cnline Courses
Advisor: Guccione, Elizabeth 5. Planned Grad Date: MAT 2013

Date: Wed Dec 2 2009 Time: 17:24

THIS DESREE AUDIT IS PROVIDED FOR ADVISEMENT; IT IS NOT AN OFFICIAL RECORD. FIMNAL RESPONSIBILITY FOR COMPLETION OF REQUIREMENTS IS5 HELD BY vl PLEASE
REPORT ADDITIONS OR CORRECTIONS TO YOUR ADVISOR,

EHrs

GRA Res GRA Hours Res Hrs
Required 3.000 3.000 36.0 27.0
Completed 3.840 3.840 6.0 6.0
Required 0,0 of last 0.0 in residency,
Completed 0.0 of last 0.0 in residency,

A MAKIMUM OF THREE CREDIT HOURS OF SEMINAR (S500) COURSES MAY BE TAKEN AS ELECTIVES TO FULFILL REQUIREMENTS,

Hours to complete: Sequences to complete: 1
REQUIRED MAJOR COURSES
*A Required = 0 - 0 courses, 27.0 - 27.0 hours

Completed to date = Z courses, 6.0 hours

i MRET 3000 Marketing MRET S000 s1i09 WEBG 3.0 A
* MMGT 5520 Organizational Behavior MMGT 5520 gz209 WEBG 2.0 A
*h FINC 5000 Finance
iy FIMC 5880 Advanced Corporate Finance
e BUSM 5760 Applied Business Statistics
iy BUSH &070 Management Accounting
*i BUSH 6110 ©perations and Project
e BUSM 6120 Managerial Ecanarics
Hh BUSH 6200 Strategy and Competition
ELECTIVE COURSES Hours to complete: E Seguences to complete; 1
ELECTIVES

*f Required = 0 - 0 courses, 9.0 - 9.0 hours
Completed to date = 0 courses, 0.0 hours
dokok Gk

skt Sk

EETEr Ty

EEED (O Business Law BUSH 5630 5110 WEST 2.0 MiA
skt Sk

Res GPA Hours Res Hrs
Required 0.00 0.00 36 27

PR T ana ana - -
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6. Once you have determined which courses you wish to sign up for, you will click on the Registration
link located toward the bottom of the left hand menu:

Webster

UNIVERSITY Connections
o s = & ¢ 9 ¢

E-Mail Calendar Groups Library | Logout Help

W

Student Academic Services

Webster Student Information

UNIVERSITY

gémdem Info: Welcome to the Student Web Information System
Main

[ Biographical

[ Student Scheduls

[ Grades Please visit the folllowing site for more information about our Single Sign On intiative: http://www.webster.edu/technology/sso.shtml.
[ Grade Report Request
[ Academic Record New

You can now print your grades, degree audit, ete. after running them by clicking on the printer icon in the left frame.
3 Degree Audit

{21 Financial Aid Once you have entered this Web location, the location is open to anyone using this machine until you close the browser. If you are
{ accessing this site from a public area, be sure to close the browser before leaving the machine.
L« Registration
Tojection i i i i i

Your Financial Aid award has been based upon a specific number of credit hours each term. Failure to register for enough credit hours

[ statement/Pay Online each term will result in & reduction or total loss of student aid. |
[ Parking Tags . . - i
Pc Schedules Onli Please use the FEEDBACK link in the frame to your left to aive us suagestions about these web applications and/or to report inaccurate
ourse >Chedules Unline data.
B Feadback
= Print Current Option Settings
Program  Session Year
GRAD SP 2010

Set Options
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7. If you receive this message:

3 https:/ /webinfo.webster.edu/cgi-bin,/faculty /frame.cgi - Microsoft Internet Explorer — |5 |i|
File Edit VWiew Favorites Tools  Help | ;f:
@Back > B \ﬂ @ ._l\l ‘ /.jSearch “5'\'(‘ Favarites Q‘} ‘ 2~ L_f ol - _J - ﬁ %

Address I@ https:{ fwebinfo.webster, edufcgi-bin/f aculty,frame, cai j G0 | Links **
Y_’ - évl j| Search web [« | &7 5~ @v @| =JMail - @My Yahaol - nnswers -

M r Registration Entry

UNIVERSITY

B Faculty/Staff Info: _ .
D Mai{] You do not have clearance to register. You must first see your advisor,

-4 Student Advising

D I ain
j Acadernic Record Current Option Settings

Blﬂgraphlﬁa! Program Session Year
Degree Audit UNDG F Z006

B

-0

-] GPA Projecti

% Gradesmjec on Set Options I
B
B

Registration Clearant
Registration

[ Student Schedule
Change Password
Class Lists

4

@ Course Catalog o
B
g

Faculty Schedule

-] Grade Entry

[0 Assess and Grade EF

1| | »

=e_ |l ) s — T e —

You might have your Current Option Settings dialed to the wrong term and year. To fix this you will
need to click on the Set Options button:

Set Options

Pick the program, session and year.
Prograrn Session Year

Graduate Program Fall Semester
Undergraduate Program Spring Semester I—
Summer Session 2009

o o

Submit Options |
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You will then need to set your program appropriately (Graduate or Undergraduate), your session
(Fall, Spring or Summer, depending on what term you are registering for) and the year of your
registration. BE ADVISED — the Spring session requires you to set the year ahead, for example if | am
currently enrolled in Fall 2010 and | am attempting to register for the next term which is Spring |
2011, then | must set the year to 2011 under the Current Option Settings.

8. You may also receive a message indicating that you have a hold on your account. Messages that
include holds will have a number for you to call to get more information. Common holds include lack
of official transcripts or holds surrounding payment. Your account must be clear of holds in order to
register.

9. |If your Current Option Settings are set correctly then your first step under Registration will be to
enter your Payment Method. You can find a detailed list of payment methods here. Select the
appropriate method from the drop down box.

Registration Entry

Payment Option 1:

Payment Option 2: None

DB Direct Billing to Employer
ER Employer Reimbursement
FA All forms of Financial Aid
PD Paid 2 weeks before class starts
TA Tuition Assistance/Military
| TM (TM)Tuition Monthly Payment Plan
the pre TR Tuition Remission/Exchange

e ce VA Veteran's Administration
VR Vocation Rehabilitation

Payment Option 3:

Course Number: | =2 . sectiom [ _2| Add I
Ready for entry. |

No courses currently registered.

Current Option Settings
' Program Session = Year
GRAD SP 2010
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10. Next, you will enter the course number of the class you wish to register for in the box provided.
(Ex. If I need to register for HRMG 5000 Human Resources Management, | will enter HRMG 5000.)

Registration Entry

PAYMENT OPTIONS

Please indicate your payment method. ¥ou may choose up to three options from the list. NOTE: ¥You will be unable to
register without choosing at least one payment option. You only have to do this once per semester.

Payment Option 1: |FA &1l forms of Financial Aid j
Payment Option 2: | j
Payment Option 3: | j

REGISTRATION

Ta ADD: Enter course and section number, then click Add.

Example: Course Number: COSC 1000 Section; 01

To look up & course, enter the prefix of the course (a.g. MATH, COSC), then click the ? button.

To look up a section, leave the section box blank and click the ? button next to it.

To DROP or WITHDRAW: Mark course to drop, then click Drop.

& Drop will be performed if the Drop/Withdraw button is selected within the appropriate dates for dropping a course.
A withdrawal will be performed if this is selected during the appropriate dates for withdrawing.

When finished, close browser or click other option to perform other activities.

Course Number: |HRMG| 7 | Section: 7 | Acld |

No co s currently registered.

Current Option Settings

Program Session Year
GRAD 5P 2010

Set Options |

BE ADVISED that the box containing a ‘?’ next to the course will allow you to pull a list of courses based
on the suffix as shown below:

Available Courses for SP 2010

Select | Course Title Select | Course Title

(e HRMG 5000 Managing Human Resources (e HRMG 5010 Staffing, Yolunteers, and
> HRMG 5660 Issues in Human Resources e HRMG 5700 Employment Law
HRMG 5800 Staffing and Selection (& HRMG 5920 Compensation

C

HRMG 5930 Labor-Management Relations

Cancel |

HRMG 6000 Integrated Studies in Human

Click the circle next to the course you wish to enroll in and then click the Select button at the top of the
column.
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11. Your next step will be to select a Section of the course. You can pull a listing of all available sections
offered throughout all Webster University campuses by click on the ?’ box next to Section:

Registration Entry

SP - 2010
PAYMENT OPTIONS

Payment Option 1: | Fa

Payment Option 2: |

Payment Option 3: |

Course Number: |HRMG 5800 ? | Section: | ? |

&dd

||Er1ter the desired section and click Add‘||

No courses currently registered.

Current Option Settings
Program Session Year
GRAD SP 2010

Set Options |
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The section list will take a few moments to generate, but will look like the screenshot below:

Section Schedule

Select | Section TextBooks

Instructor Reg/Limit Status Hours Regrnts Campus Building Room Dates Days Beg End
o o7 Books | STAFF 21/25 Open 3 WEST  WEST 01/03/2011 - 03/04/2011 -M----- 5:30p 9:50p
(@ 29 Books | Harris, Mi 7/20 COpen 3 HILL HILL 01/03/2011 - 03/04/2011 -M----- 5:30p 9:50p
(8 40 Books | &rmatas, 5 2/25 Cpen 3 DENY DEMY 01/03/2011 - 03/04/2011 -M----- 5:30p 9:50p
o 44 Books | Oliver, He 1/25 Open 3 EDWD  EDWD 01/03/2011 - 05/13/2011 ---W--- 6:00p 10:00p
(@ 449 Books | Potter, Da 5/10 Open 3 LEJE LEIE 01/03/2011 - 03/04/2011 ----R-- 5:30p 9:30p
(8 51 Books | Buselt, Jo 0/16 Open 3 MAFE 412 23 03/14/2011 - 05/13/2011 ---W--- 5:30p 9:30p
(@ 54 Books | Karns, Don 4 /25 Qpen 3 GREM  GREN 03/14/2011 - 05/13/2011 ----R-- 5:45p 10:00p
(@ 54 Books | Woodfaulk, 7720 Open 3 COLM COLM 01/03/2011 - 03/04/2011 ----- F- S:45p 9:45p
(8 SE Books | Woodfaulk, 4 /20 Cpen 3 COoLM COLM 03/14/2011 - 05/13/2011 ----- F- 5:i45p S:i45p
o 74 Books | Ladnier, P 2425 Open 3 QCLA QCLA 01/03/2011 - 03/04/2011 --T---- 5:30p 9:30p
(@ =18 Books | Maobley, Co 13 /16 Open 3 BOLL BOLL 03/12/2011 - 05/135/2011 ---w'--- 5:30p 9:30p
(e CH Books | Raobinsan, 6/16 Open 3 CHAR  CHAR 01/03/2011 - 03/04/2011 ---W--- 5:45p 10:00p
o Fa Books | STAFF 2425 Open 3 FTSL FTSL 01/03/2011 - 03/04/2011 ---W--- 6:00p 10:00p
(@ FG Books | Erwin, Kat 0/18 Open 3 FTLY FTLY 01/03/2011 - 03/04/2011 --T---- 5:30p 9:30p
(& FK Books | Myers, Syl 12 /20 Open 3 FTIkK FTIK 03/14/2011 - 05/13/2011 ----R-- 5:45p S:45p
o 51 Books | STAFF 1/25 Open 3 WING WIMG 01/03/2011 - 03/04/2011 ----R-- 5:30p 9:30p
[ HT Books | Woodard, T 2 /25 Open 3 HMNTR HMTR 03/14/2011 - 05/12/2011 --T---- &:00p 10:00p

SECTIONS - Sections are assigned a number that corresponds to the specific section, textbook,
instructor, registration limit, status, hours, requirements, campus location, dates, day and time for
each class.

TEXTBOOK — Clicking on this link will link you to the online bookstore for textbook information.
INSTRUCTOR — This is the instructor assigned to a particular section of a course. If the column says
Staff, this indicates an instructor has not been assigned yet. Instructor assignments may change
depending on instructor availability and department assignments.

REG/LIMIT — This column will show you how many seats are remaining out the total amount available
in the class. (Ex. If there are 25 seats available in the class, but 4 people have registered this column
will read 21/25.)

CAMPUS - If you are taking classes on campus, you will want to look for your campus location in the

“Campus” column.
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LOCATION — This is the building that the course meets in. For online courses this will be ONLN.

DATES — This column will tell you if the course is being offered term 1 or term 2. Pay close attention
to these when registering.

DAY - This is the day of the week the class will meet on.

M = Monday

T= Tuesday

W = Wednesday
R = Thursday

F = Friday

S = Saturday

TIME — Most evening classes at Webster University meet from 5:30-9:30pm, however, some site
locations will run classes from 6:00-10:00pm or 5:45-10:00pm. You can check your class time in the
Beg = beginning and End = ending columns.

SPECIAL NOTE REGARDING ONLINE CLASSES

Select ISection TextBooks Instructor Reg/Limit Status Hours Regmts Campus Building Room Dates Days Beqg End
e MNA Books I Franks, I 7/25 Open 3 NAVL NANL 03/14/2011 - 05/15/2011 -M----- B:00p 10:00p
@ Ol Books I ahr, Thoma 17 /16 Closed 3 WEBS  OMLL 01/03/2011 - 03/04/2011 TBA
@ OB Books I Ervin, Kat 17 /16 Closed 3 WEBG  OMNLL 01/03/2011 - 03/04/2011 TBA
e oc Books I STAFF 15 /16 Open 3 WEBG  OMNL1 01/03/2011 - 03/04/2011 TBA
@ s]n} Books I STAFF 3/16 COpen 3 WEBS  OMLL 01/03/2011 - 03/04/2011 TBA
@ Q6 Books I ahr, Thorma 16 /16 Claosed 3 WEBG  OMNLL 03/14/2011 - 05/13/2011 TBA
[ QB Books I STAFF 7416 Open 3 WEBS  OMNLL 03/14/2011 - 05/13/2011 TBEA
@ Qc Books I Erwvin, Kat 5/16 Open 3 WEBS  OMLL 03/14/2011 - 05/13/2011 TBA
@ QD Books I STAFF 2/16 0Open 3 WEBG  OMNLL 03/14/2011 - 05/13/2011 TBA
[ RZ Books I atwood, Je 8425 Open 3 SORL SORL 01/03/2011 - 03/04/2011 ---w--- 5:30p 9:30p

Online sections will be noted by their Campus code of WEBG, Building code of ONL1 and their time
listing of TBA. Online courses within the School of Business list their sections as “OA — OZ” for the first
term (Fall I, Spring | and Summer) and “QA — QZ” for the second term (Fall I, Spring 1l).

Once you determine which section you wish to enroll in, click the circle next to it and click the Select
button at the top of the column.
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12. After you do this you will need to click the Add button next to the course on the right hand side.

Registration Entry

SP - 2010
P

Payment Option 1:
Payment Option 2: [

|
e
Payment Option 3: [ =

Course Number: [HRMG sB00 E

[click Add to add the selected course.
No courses currently registered.

13. Once a course has been added, it will appear on a schedule on the same page as shown below

Registration Entry

SP - 2010

PAYMENT OPTIONS

Payment Option 1:

[FA E|
Payment Option 2: | ﬂ
Payment Option 3: | ﬂ

Course Number:

[FrMesa00 | L2 |
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BE ADVISED — Notes will sometimes appear in the blue bar above the schedule. In the example below this
student is attempting to register for a course they have already completed:

You have repeated this course previously. The course HRMG S800 has been

\'Drobﬁm:hd:am_! Course sec  Trm Title

- HRMG 5800 S1 Staffing and Selec

14. After you are done registering you can double check that everything went through in the system by
reviewing your Student Schedule for the Session and Year that you completed your registration for.
You do this by clicking on Student Schedule located on the pages left hand menu.

15. If you are a St. Louis area or online student and you run into a technical difficulty and are unable to
register yourself online, you may register by contacting Academic Advising at
onlineadvising@webster.edu or 1.800.982.3847. You will need the following information

a. NAME

b. STUDENTID

c. ADDRESS

d. PHONE

e. PAYMENT METHOD

f. COURSE AND SECTION (term if the course is online)

16. If you are attending courses at a Webster University extended campus, simply contact your campus
with the following information:

a. NAME

b. STUDENTID

c. ADDRESS

d. PHONE

e. PAYMENT METHOD

f. COURSE AND SECTION (term if the course is online)

You can find contact information for your campus by accessing the Worldwide Campus map:
http://www.webster.edu/worldwide/

17. If you do not know what course you need to register for you should make an appointment with your
Academic Advisor. If you do not know who this is contact your campus location. Online students may
contact the Webster Groves campus in St. Louis or a site location that is near them:
http://www.webster.edu/worldwide/.
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18. Students should be aware of the Academic Calendar and the Drop and Withdrawal policies of the

University. Online students should reference the Online Advising Memo. If you have not already

done so you should familiarize yourself with this information.
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