MAJOR SEMINARY

%‘;y SACRED HEART

COR

STUDENT WEB PORTAL

Training Manual

REVISED: June 28, 2016

Page 1 of 25




TABLE OF CONTENTS

Table of Contents

Chapter 1: Getting Started

Chapter 2: Settings

Chapter 3: Course Schedule

Chapter 4: Unofficial Transcript

Chapter 5: Student Schedule

Chapter 6: Course Registration

Chapter 7: Grade Report

Chapter 8: Student Holds & Advisor Inquiry

Chapter 9: Changing Password

Page 2 of 25

11

13

20

22

23

25

25



CHAPTER 1: GETTING STARTED

1. Open your Internet browser. Go to HTTP://WWW.SHMS.EDU.

ABOUT ACADEMICS LIBRARY

@ SACRED HEART
MAJOR SEMINARY

FACULTY / STAFF ALUMNI / FRIENDS

EVENTS GIVING COURSE SCHEDULE

STUDENTS FUTURE STUDENTS VISITORS

2. Click on COR under “Students.”

7= SHM Production 3.58.7 - Windows Internes Luplorer

LATEST NEWS

Q v 8 Ntps ) eopomorn. thee o346 Fusbor de 8 4 X
Fia L Vew Facrkes Tk b
@ ot - [R5t

§ O Brehodation 38y

o

SACRED HEART

MAJOR SEMINARY

Student/Faculty Online Services

Usemame
shessnninnnee
PISTND

3. Enter your USERNAME (student ID) and PASSWORD (student ID).

4. Click SUBMIT.
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http://www.shms.edu/

CHAPTER 2: SETTINGS

= Program Menu - SHM-Production 3.58.7 59 - Windows Internet Explorer

@.\_) | &1 httpsifiemponer.shms.edur4431 jempomer(fusebas. cm

S]] =
File Edit Wiew Favorites Tools  Help
@convert - [ select
* & I@Prugram Meni - SHM-Froduction 3.58.7 59 ]_l 9 v Bl - = vk Page - 0k Tods - o

70 AN

) SACRED HEART

/
)ﬁ MAJOR SEMINARY

Laogged in as John Meldrum | LOGOUT

WE Lco M E John Meldrum

Currently Set

D_ MEM

> Term: 20102
> Dept
> Crse:

Advisors

This is alist of your Advisors.

= 2r. Mary Lou Putrow QP
>
=

Advisor Query..

> Sect

Class Schedule i

Click on a day to displayhide class schedule.
Mo Holds to Display. Monday

Tuesday

Wednesday

> Mo Classes

Thursday
Friday

Saturday
Sunday A

Done & Internet 0w -

5. Click CURRENTLY SET.
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= Global Variables - SHM-Production 3.58.7 59 - Windows Internet Explorer

(<12

+ | https: flempower shms. du:443L fempaner fusebos. cFmFuseaction=WEBCOQN3last_page=index

v &[4[ x |2
File Edit Wiew Favoribes  Tools  Help
@convert - [ select
* I@G\obal Variables - SHI-Production 3.56.7 53 ]_l B - B - & - [hrage - Grocs -
Z71 XN

ﬁ } SACRED HEART
% MAJOR SEMINARY

Laogged in as John Meldrum | LOGOUT

Global Variables

Clear Settings
Global ID

Hr.John D. Meldrum
Term

Term |1 2009-10 v

Section

Tererimem /
Course E

Return to Previous Page ]

& Internet &

Your settings should automatically enter the current term. If you wish to see a
different term, click on the drop down list and select the TERM of choice.

7. Click on RETURN TO PREVIOUS PAGE.

NOTE: It may take a few seconds for the drop down list to populate. You may also access
CURRENTLY SET by clicking on the SETTINGS AND TOQOLS tab,
followed by GLOBAL VARIABLES.
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CHAPTER 3: COURSE SCHEDULE

= Program Menu - SHM-Production 3.58.7 59 - Windows Internet Explorer

G\:: | hps:ffempower shims. edui431 jemponer fusebo.cfim v 8 |[%][x]] |[2]-

Fie Edt View Favorites Tools  Help
@convert - [ select

— = . »
T} e I@Prugram IMenu - SHM-Production 3.58.7 53 ] l @ - B o gPage T 3} Todls ~
77 S

ﬁ } SACRED HEART
% MAJOR SEMINARY

Home Laogged in as John Meldrum | LOGOUT

Student Records m

Srhedule Infurmal\y Grades and Attendance Search Functions
Coutse Schedule Grade Repott Student Holds Inguiry
Unofficial Transcript Wiho |s My Advisor?
Student Schedule

Course Registration

Currently Set. This is alist of your Advisors.
= User: Mr. John D. Meldrum = 2r. Mary Lou Putrow QP
> Term: 20102 >

> Dept =

> Crse: Advisor Query..

> Sect

Class Schedule i

HOIdS Click on a day to displayhide class schedule.
Mo Holds to Display. Monday

Tuesday

Wednesday

Thursday

> Mo Classes

Friday
Saturday
Sunday
Done & Internet #100%

/2 2 Internet Ex... - | Cf

8. Wave cursor over STUDENT RECORDS tab and a selection of menus will
appear.

9. Click COURSE SCHEDULE.

NOTE: Make certain the term you wish to view the schedule for
is listed in your settings before clicking on COURSE SCHEDULE.
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S Query Course Schedule - SHM-Production 3.58.7 59 - Windows Internet Explorer

(<18

File

Edit

@convert - [ select

+ | https: fjempawer shms.edu:443Lfempaner fusebox. cFm7Fuseaction=WEBSRQOB v & |[%][x |2~
View Favorites Tools  Help
- . »
w o I@Query Caurse Schedule - SHY-Froduction 3.56.7 59 ] l 9 v Bl - = vk Page - 0k Tods -
71 NN

ﬁ } SACRED HEAR
% MAJOR SEMINARY

Laogged in as John Meldrum | LOGOUT

Query Course Schedule

Results filtered with:
User: Mr. John D. Meldrum Term: 20102 Dept: Crse: Sect:
Change filter parameters.

Location Session

o =

Instructor
v

won [ Tue [0 wed 0 Thud Frild sat[d sun

Starts After (24HH:MM) Ends Before (24HH:MIM) /

Your query returned no results. Please make sure to set necessary values in Global Variables. You can do this by accessing the Currently Set module on the homepage or
through the menu option General/Global Variables.

& Internet

10. Click SEARCH.

NOTE: If you wish, you may use the filter fields to sort the schedule
by instructor, days, and times (must be military time).
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| - Query Course Schedule - SHM-Production 3.58.7 59 - Windows Internet Explorer

@convert - [ select

@.\_j + | https: fjempawer shms.edu:443Lfempaner fusebox. cFm7Fuseaction=WEBSRQOB v &[4[ x
Fle Edit View Favortes Tooks  Help

— = . »
T} *‘\% I@Query Course Schedule - SHM-Production 3.58.7 59 ] l ﬁ - D = gPage - & Todls +

70 AN

()

Results filtered with:

D SACRED HEART
% MAJOR SEMINARY

Laogged in as John Meldrum | LOGOUT

Query Course Schedule

User: Mr. John D. Meldrum Term: 20102 Dept: Crse: Sect:

Change filter parameters.

Location

Session

Instructor
v

Days

won [ Tue [0 wed 0 Thud Frild sat[d sun

Starts After (24HH:MM)

Term Loc  Dept

20102 SHWMS AT
20102 SHMS AT

@ 20102 sHUS AT

20102 SHWMS  BL
20102 SHMS  BL
20102 SHMS  BL
20102 SHWMS BL
20102 SHMES CLA
20102 SHWMS CLA

Ends Before (24HH:MIM)

Crse Sect Description Cr Bldg Room Start Days Time Instructor  Off Avail

570 O Homiletics | 2 SHMS TBA 0112i2010 T 13:15M5:15 Williams 25 14 DETAIL
620 01 Lead Public Prayer 2 SHMS TBA 01/14/2010 R 18:30/20:30 Finn 25 17 DETAIL
890 01 Leadership 3 SHMS TBA 01M2i2010 TR  09:00M0:25 Team 25 0 DETAIL
502 01 Greek Language Il 2 SHMS TBA 011172010 [0} 18:30/20:40 Jorgenson 25 19 DETAIL
552 01 Hebrew Language || 2 SHWS TBA  01M8/2010 s 00:00/00:00 Tishler 25 23 DETALL
702 01 Greek Exegesis Il 2 SHMS TBA 01M6/2010 S 00:00/00:00 Jorgenson 25 23 DETAIL
a0z 01 Rdgs Eccles Greek |l 2 SHMS TBA 0116/2010 s 00:00/00:00 Jorgenson 25 21 DETAIL
1|2 0 Rhetaric 3 SHMS TBA 01122010 T 18:20/21:20 Case 25 20 DETAIL
154 01 3 T

Critical Research SHWMS TBA  01M2/2010 13:30M6:30 Case 25 19 DETAIL

"
b

& Internet

a. Schedule Information

i
ii.
iii.
iv.
V.
Vi.
vii.
viii.
ix.
X.
Xi.

Xii.
Xiii.

Xiv.

Xvi.

0 = Class Closed

Term = Lists the term that you put in your settings

Loc = Lists the location of the class

Dept = Department

Crse = Course Number

Sect = Section Number

Description = Course Title

Cr = Number of credits

Bldg = Building in which course is held

Room = Course classroom assignment

Days = Days of course

M = Monday

T = Tuesday

W = Wednesday

R = Thursday

F = Friday

. S (without course times) = By arrangement
7. S (with course times) = Saturday

Time = Times of course (listed in military time)

Instructor = Instructor’s last name
1. Team = Two instructors are teaching the course together
2. Advisor = Contact your advisor following registration regarding the

course

oA

3. Thesis Director = Collaborate with your thesis director
Off = Number of seats offered
Avail = Number of available of seats
Details = Course details, including course description and prereqs
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CHAPTER 4: UNOFFICIAL TRANSCRIPT

= Program Menu - SHM-Production 3.58.7 59 - Windows Internet Explorer

@.\_) | &1 httpsifiemponer.shms.edur4431 jempomer(fusebas. cm

v 8| o
File Edit Wiew Favorites Tools  Help
@convert - [ select
* & I@Prugram Menu - SHM-Production 3.56,7 53 ]_] M v B) o v hPage - ChTods -

70 AN

ﬁ } SACRED HEAR
% MAJOR SEMINARY

Home

Student Records m

Schedule Information Grades and Attendance
Coutse Schedule Grade Repott
Unofficial Transcript

Student Schedule

Course Registration

Laogged in as John Meldrum | LOGOUT

Search Functions
Student Holds Inguiry
Wiho |s My Advisor?

Currently Set. This is alist of your Advisors.

> User: Mr. John D. Meldrum
> Term: 20102
> Dept

= 2r. Mary Lou Putrow QP
>
=

> Crse: Advisor Query..
> Sect

Class Schedule i

Click on a day to displayhide class schedule.
Mo Holds to Display. Monday
Tuesday

Wednesday
Thursday
> Mo Classes

Friday
Saturday

Sunday

Done & Internet H100%
—

11. Wave cursor over STUDENT RECORDS tab and a selection of menus will
appear.

12. Click UNOFFICIAL TRANSCRIPT.
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{2 Student Complete Schedule - SHM-Production 3.58.7 59 - Windows Internet Explorer I;IIEIFXI

@.\_) [ ] httpsifiemponer.shms 4431 femponer/fusebex cFmtfuseaction=WEBSRQD4 v &[4[ x |2~

Fie Edt View Favorites Tools  Help
@convert - [ select

= . »
* & I@Student Compiete Scheduls - SHIM-Production 3.58.7 59 ] l 9 v Bl - = vk Page - 0k Tods -

70 AN

) SACRED HEART

/
); MAJOR SEMINARY

Laogged in as John Meldrum | LOGOUT

Student Complete Schedule

Results filtered with:
User: Mr. John D. Meldrum Term: 20102 Dept: Crse: Sect:

Change filter parameters. /

SiFrintable Version
Name
Meldrum, Mr. John D,

Mailing Address Campus Mail Box

Phone Numbers

HONME:
SCHL:
(Degree) /
{Undergraduate Classes)
{Graduate Classes) /
(Waiting List)
Done & Internet F100% -

+4 start o e »

13. Click PRINTABLE VERSION. A printer friendly version of your unofficial
transcript will display for you to print.

NOTE: If you do not wish to print your grades and would like to view them on screen, you may click

on the green menu options of UNDERGRADUATE CLASSES and/or GRADUATE
CLASSES and a list of terms will appear.

Click on each term to show,/hide term coursework and grades.
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CHAPTER 5: STUDENT SCHEDULE

| - Program Menu - SHM-Production 3.58.7 59 - Windows Internet Explorer

@.\_) [ ] httpsifiempower.shms.edur4431 jermpomer(fusebas. cm v &[4[ x |2~

Fie Edt View Favorites Tools  Help
@convert - [ select

— - § »
* & I@Prugram Menu - SHM-Production 3.56,7 53 ] l fi - B - e - [hPage - G Tools -

/

70 AN

} SACRED HEART
% MAJOR SEMINARY

Home Laogged in as John Meldrum | LOGOUT

Student Records m

Schedule Information Grades and Attendance Search Functions
Coutse Schedule Grade Repott Student Holds Inguiry
Unofficial Transcrip Wiho |s My Advisor?
Student Schedule

Course Registration

Currently Set. This is alist of your Advisors.
= User: Mr. John D. Meldrum = 2r. Mary Lou Putrow QP
> Term: 20102 >

> Dept =

> Crse: Advisor Query..

> Sect

Class Schedule i

Click on a day to displayhide class schedule.

Holds

Mo Holds to Display. Monday
Tuesday
Wednesday
Thursday

> Mo Classes

Friday
Saturday
Sunday

Done Internet 00%

/2 2 Internet Ex... - | Cf

14. Wave cursor over STUDENT RECORDS tab and a selection of menus will
appear.

15. Click STUDENT SCHEDULE.

NOTE: Make certain the term you wish to view the schedule for
is listed in your settings before clicking on STUDENT SCHEDULE.
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= Student Schedule - SHM-Production 3.58.7 59 - Windows Internet Explorer

@7.— ' ‘& https: ) fempower.shms.edu: 4431 fempower/fusebax cfmefuseaction=WEBSRQ15 V‘ QJ *2||% | | P~

=

File Edit Wiew Favorites Tools  Help
@ convert ~ [ Select

w e [Estudent Schedule - SHM-Praduction 3,58.7 59 I I o B e ik Page - (0% Todks - o

41/‘\\\
”‘ } SACRED HEART
\ % MAJOR SEMINARY

Home Logged in as John Meldrum | LOGOUT

T "I E T
Student Schedule

Results filtered with:
User: Mr. John D. Meldrum Term: 20102 Dept. Crse: Sech:
Change filter parameters
Student Schedule - Term 11 2009-10 Siprintable Version
Meldrum, Mr. John D.

Registered Courses
DeptCrse Sec Title CrHrs Beqin End Instr Bldg Room Start End Days Location

55 /25D 03 DR:Pauline Lit 3 01M7H0 04/30H0 Staff Sacred Heart Major Seminary TBA  12:00am 12:00am S Sacred Heart Major Seminary
ST 6350 02 Trinity/Christology 3 0111210 04/20M0 C-Hathaway Sacred Heart Major Seminary TBA  08:30pm 02:30pm T Sacred Heart Major Seminary

@ Inkernet

‘s start

16. The class schedule will display for the term you have selected in your settings.

17. Click PRINTABLE VERSION. A printer friendly version of your schedule will
display for you to print.
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CHAPTER 6: COURSE REGISTRATION

| - Program Menu - SHM-Production 3.58.7 59 - Windows Internet Explorer

@.\_) [ ] httpsifiempower.shms.edur4431 jermpomer(fusebas. cm v &[4[ x |2~

Fie Edt View Favorites Tools  Help
@convert - [ select

— - § »
* & I@Prugram Menu - SHM-Production 3.56,7 53 ] l fi - B - e - [hPage - G Tools -

/

70 AN

} SACRED HEART
% MAJOR SEMINARY

Home Laogged in as John Meldrum | LOGOUT

Student Records m

Schedule Information Grades and Attendance Search Functions
Coutse Schedule Grade Repott Student Holds Inguiry
Unofficial Transcript Wiho |s My Advisor?
Student Schedule

Course Registration

Currently Set. This is alist of your Advisors.
= User: Mr. John D. Meldrum = 2r. Mary Lou Putrow QP
> Term: 20102 >

> Dept =

> Crse: Advisor Query..

> Sect

Class Schedule i

Click on a day to displayhide class schedule.

Holds

Mo Holds to Display. Monday
Tuesday
Wednesday
Thursday

> Mo Classes

Friday
Saturday
Sunday

Done Internet 00%

/2 2 Internet Ex... - | Cf

18. After inputting course information in currently set, wave cursor over STUDENT
RECORDS tab and a selection of menus will appear.

19. Click COURSE REGISTRATION.

VERY IMPORTANT: COURSE REGISTRATION will not be available outside of scheduled

registration periods. Registration dates will be listed on the login page.
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(= Registration - SHM-Production 3.58.7 59 - Windows Internet Explorer

@‘(} - [& shis. edu:4431,
Fle Edt View Favorites

@ convert ~ [ Select

Tools  Help

W & ‘chqistratiun»5HM-Productiun3,53.7 59 ‘ ‘

= S »
2 - B - M - [rPage v G Tooks -

% N

(<%') N SACRED HEART

\\\ 7) I%\A]COR SEMINARY
N/

Logged in as John Meldrum | LOGOUT

Registration
Results filtered with:

User: lr. John D. Meldrum Term: 20103 Dept: Crse: Sect:
Change filter parameters.

V(Se?ect A Term) v

€ Internet
‘4 start ‘e d Training Man. .

20. Select the term you wish to register for in the SELECT A TERM drop down list.
21. Click REGISTER.

c Registration - SHM-Production 3.58.7 59 - Windows Internet Explorer

@@v & hiepsiffempamer stms edur4431 fempomer fusebor. chmFuseacti DENEEN

File Edt View Favortes Tooks Help

@jconvert - [ select

W & [9Reg\stratmnVEHM—Pmdu[tlun 3,58.759 [_1 P B) v hRage v (FTook -
/,f/i\\
7

}\ SACRED HEART

MAJOR SEMINARY

Home

Logged in as John Meldrum | LOGOUT

Registration

Credit Hrs | Undergrad | Graduate
Earned | 12 26
Required | 0 0
Registerad
Elected
/ Successful Registration

Dept Course Description Credits

Time Instructor
Mo Enroliments

Section

Credits:

Pending Registration -- see reasons below

Dept Course Section Type Description Credits Days Time Instructor

No Pending Registration — Click Add Courses button to add courses from Course Catalog
Done

@ Internet

22. Click ADD COURSES. This will bring up the course schedule for the term in
which you wish to register.
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{2 Registration - SHM-Production 3.58.7 59 - Windows Internet Explorer

v |E shms. edu:4431, useact ~l ﬂ\ Realled }7 L

I o=h

File Edit View Favorites Tools Help

@ convert ~ [ Select

P 7 = S »
w e | @ Registration - SHHM-Production 3.56.7 59 | ‘ M- B - # - [Erpage v £ Tooks -

SN

SACRED HEAR

g ) MAJOR SEMINARY
B/

Logged in as John Meldrum | LOGOUT

Registration

Location Department
(Select A Location) v I (Select A D
Session Area of Study

t A Session) ¥ ﬂS n Area of Study) v
Course Instructor h

| [ (select An Instructor) v |

Days B
Mon [ Tue [ wed D Thu Fild sat[d sun ]
Starts After (24HH:MM) Ends Before (24HH:MM)

@ Internet #,100%

23. Click SEARCH to list all courses for the term in which you wish to register. If
desired, you may filter the schedule by department, course, instructor, days, and
times (military time).

(= Registration - SHM-Production 3.58.7 59 - Windows Internet Explorer,

@(] + | 2] httpsi fempover shms.ecu:4431 fampower fusebox. cm?fusssction=WEBSRGSO0R sqlist# ~[ 8 [[+][x |[2]-

File Edt View Favorkes Tools Help
@ Convert -+ []Select

W e [@Reg\stratmn - SHV-Praduction 3.58.7 59

4 } SACRED HEART
% MAJOR SEMINARY

[71 B - B - @ - [rage - hTaos -

77 NN

Home Logaed in as John Meldrum | LOGOUT

RegistratioR/

set CIr Type Dept Crse Sect Description Cr  Bldg Room Start Days Time Instructor  Avail

Credit AT 550 Church Law for PM SHMS TBA 051012010 MW 18:30/20:30 Ferguson
Credit EV 530 Conversion/Reconcil SHMS TBA 05/10/2010 mw 16:00/18:00 Rennie
Credit EV. 640 Catechetical Ldrshp SHMS TBA 051072010 MTWRF  02:00/12:00 Putrow
SHMS 051072010 MTWRF 13:0015:45 Putrow
720 Parish Placement | PARISH  TBA 051512010 00:00/00:00 Bignall
dit FE Parish Placement Il PARISH 05152010 00:00/00:00 Bignall
Credit HS Eastern Churches SHMS )4 0510/2010 18:30/20:30 Jorgensan
Credit L3 Sacra Life Of Church SHMS 0511172010 18:30/20:30 Gawronski
Credit MNS Lit Prayer of Church SHMS 051112010 16:30/20:30 Staff
Credit  MNS Diac Liturgical Prac SHMS 051072010 MW 18:00/21:00 DeHondt
Credit MNS Catechetical Admin SHMS 05/15/2010 08:30/12:30 Lajiness J
Credit MT Mat Law/Contemn Meral SHIS L 03M10/2010 16:00118:00 Latkovic
Credit PHL Philosaphical Fdns | SHMS 05/10/2010 W 18:30/21:30 Salas, V
Credit PM Dynam Parish Leader SHIIS 4 03112010 18:00/20:00 Humitz Detail v

€ Internet

O
[m]
O

OoOO0o0oRO=E

24. Check the box for the course(s) you wish to register for in the term you selected.
If you would like to see the course description, click DETAIL.

25. When you have selected all of your courses, click REGISTER.
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(= Registration - SHM-Production 3.58.7 59 - Windows Internet Explorer

@‘;} ~ (& shms.edui4431, useac V&[4[ ] [s000- (2]
File Edit View Favorites Tools Help
@& Convert - [ Select

A [
W 4| @ Registration - SHH-Production 3.56.7 59

SACRED HEART
MAJOR SEMINARY

Logged in as John Meldrum | LOGOUT

Registration
You have 1 Successful Registration and

1 Pending Registration.
Click See Detail button to see the result.

Done € Internet #100% ~

%4 start » | O Revised TrainingMan... /7 Regist

& 2 B g4sPM

26. If you have no registration problems, you will see the message “You have #
Successful Registration(s).” The # here refers to the total number of classes you
put a check box in front of on the registration screen.

27. If you have any registration problems, you will see “# Pending Registration(s).”
The # here refers to the total number of classes that have a problem attached to
it.

28. Click SEE DETAIL.
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c Registration - SHM-Production 3.58.7 59 - Windows Internet Explorer

@;v & hiepsiffempamer stms edur4431 fempomer fusebor. chmFuseacti >3] [4][x] | |[2]-

Fle Edt iew Favortes Tools Help
@jconvert - [ select
w [gRegwstratmnVEHM—Pmdu[tmnﬁ53.759
e
Home Logged in as John Meldrum | LOGOUT

[_1 - B - o - [rrage - GhToos -

Registration

Credit Hrs | Undergrad | Graduate
Earned [ 19 26
Required | 0 0
Registered 2
Elected 2

Successful Registration

Add Courses Print Schedule

Dept  Course Section Description Credits Days Time Instructor
CROP HS 625 01 Eastern Churches 2 MW 06:30/08:30 Jargenson

Credits 2

Pending Registration -%ons below
Reprocess Pending

Dept  Course Section Type Description Credits Days  Time Instructor
2

DELETE FE 720 o1 CR Parish Placement | 8 12:00M12:00 Eignall
Comments: Reason: 11.Div. Only 0217/2010

Seminarians Only 02/17/2010
Prefered order: —Select One— ¥
Submit Prefered Order

Credits: 2

@ Internet 00 -

/= Reqistration - SHV-Pr.

29. All classes in which you successfully registered for will be listed under “Successful
Registration.”

30. All problem registrations are listed under “Pending Registration.” Please note
that you are NOT registered for any classes listed under this section.

31. If you have registration problems, look to the “Description” field under “Pending
Registration” to ascertain where the error occurred. In the above screenshot, 1

have attempted to register for a closed M.Div. (Seminarian) class.

See the next page (page 18) for a full list (with descriptions) of possible
registration errors.
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Description of Possible Registration Errors

A. Closed Course
By policy of the Dean of Studies, most classes have a cap of 25 seats (exception includes
smaller enrollments in individual music courses). If all 25 seats in a course are filled, you
will receive the closed course error. Please delete this closed class from your registration
and find another course in which to register.

You may choose to be waitlisted for a course. To do so, click WAITLISTED in front of
the closed course listed under “Pending Registration.” You will be notified via email if a
spot in your desired class becomes available.

NOTE: Exceptions for admission into a closed class is only granted from the Dean of
Studies, NOT the instructor! Registration is on a first come, first serve basis; the key is to

register early.

B. Instructor Consent Required

If an error requires instructor consent, contact that course instructor and ask them for
permission to register for the course. If permission is granted, ask the instructor to please
forward an email to the Office of the Registrar. Office staff will then push through this
course registration; no further web action is needed. Student follow-up is strongly encouraged.

C. Not in Required Major
A select number of courses require that a student be admitted into a certain major. The

error will list the major that is required. No permission will be granted for any student to
take these courses unless they fit the listed major criterion.

D. Prerequisite Met with Incomplete

If you received an incomplete in the fall term for a class that is a prerequisite for a course
you wish to register for in the winter term, you will receive this error. You must wait until
a final grade is issued before you can re-process your registration by clicking REPROCESS
PENDING. A seat will be reserved for you in the course you wish to register, but it is your
responsibility to log into COR to reprocess your pending registration.

E. Prerequisites Not Met
Prerequisites are set because an advanced course builds upon the foundation provided in
that course(s). If you do not meet the course prerequisites for the course you wish to
. . . “ . . ”» .
register for, you will receive a “prerequisites not met” error. By policy of the Dean of
Studies, under no circumstances will permission be given to a student to register for a

course in which prerequisites have not been met, even if the instructor grants permission.

F. Seminarians Only
A select number of courses are closed to solely seminarians. No permission will be granted

for any student to take these courses unless they fit this criterion.

G. Time Conflict
Two or more courses were registered that take place on the same day and time. Please
select the class that you wish to take and delete the other selection. Following this step, re-

process your registration by clicking REPROCESS PENDING.

NOTE: Students cannot register for directed readings online. The appropriate forms may be obtained at the
Office of the Registrar. Also, students interested in auditing a class cannot register for it online; a form must
be submitted to the Office of the Registrar.

If you have any questions regarding a registration problem, or believe you received the problem in error,

please contact the Office of the Registrar at (313) 883-8512.
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c Registration - SHM-Production 3.58.7 59 - Windows Internet Explorer

@:, + |i2] hetps:empomer.shims.edus4431 fempomer ffuseber chnPfuseact A & [[r][] | J[2]-

File Edt View Favorkes Tools Help

@jconvert - [ select

— ~ »
* & [eRegwstratmnVEHM—Pmdu[tluni 58.7 59 [ } X - B - o= v [2hPage + & Toos -

&

Registration

Credit Hrs | Undergrad | Graduate
Earned [ 19 26
Required | 0 0
Registered 2
’ Elected 2 ’
Successful Registration
Add Courses Print Schedule
Dept Course Section Type Description Credits Days Time Instructor
CROP HS 625 01 CR Eastern Churches 2 MW 06:30/08:30 Jorgenson
Credits 2
’ Pending Registration -- see reasons below
Reprocess Pending
Dept Course  Section  Type Description Credits  Days Time Instructor
DELETE FE 720 01 CR Farish Flacement| 2 s 12:00/12:00 Bignall Detail
Comments: ’ Reason: W.Div. Gnly 02/1712010
Seminarians Only 02/1712010

Prefered order:
Credits: 2

Submit Prefered Order

(£

@ Internet & 100%

32. To delete a problem course from “Pending Registration,” click DELETE.

33. If you have multiple courses in which you are waitlisted, you may select the order
in which you wish to be registered. To do so, order your preference using the
PREFERED ORDER drop down list. When finished, click SUBMIT
PREFERED ORDER. You will be notified by email if you received a spot in

your desired course.

34. To add an additional course during the add/drop period, click ADD COURSES
and repeat steps 23-25. Please note that a $20 add fee per term applies.

35. To drop a class during the add/drop period, click DROP in front of the course
you wish to drop under “Successful Registration.” Please note that a $20 drop fee
per term applies.

NOTE: Following the add/drop period, you must withdraw through an email to
Registrar@shms.edu, or by submitting a paper Change of Registration form to the
Office of the Registrar.

36. To have a printer friendly version of your student schedule, click PRINT
SCHEDULE.
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CHAPTER 7: GRADE REPORT
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Home

Student Records m

Schedule Information Grades and Anew Search Functions
Coutse Schedule Grade Repott Student Holds Inguiry
Unofficial Transcript Wiho |s My Advisor?
Student Schedule

Course Registration

Laogged in as John Meldrum | LOGOUT

Currently Set. This is alist of your Advisors.
= User: Mr. John D. Meldrum = 2r. Mary Lou Putrow QP
> Term: 20102 >

> Dept =

> Crse: Advisor Query..

> Sect

Class Schedule i

HOIdS Click on a day to displayhide class schedule.
Mo Holds to Display. Monday
Tuesday

Wednesday
Thursday
> Mo Classes

Friday
Saturday
Sunday

/2 2 Inkernekt Ex...

37. Wave cursor over STUDENT RECORDS tab and a selection of menus will
appear.

38. Click GRADE REPORT.

NOTE: Make certain the term you wish to view your report card for
is listed in your settings before clicking on GRADE REPORT.
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Laogged in as John Meldrum | LOGOUT

Grade Report

Results filtered with:
User: Mr. John D. Meldrum Term: 20102 Dept: Crse: Sect:

Change filter parameters.

Grade Report - Term Il 200910 ‘E‘Printalzle Version
Meldrum, Mr. John D. ' '

Graduate Courses

Dept Crse Sec Title Instr Sess CrHrs Interim Type Final Att Ern Pts GPA

S8 625D 03 DR:Pauline Lit Williamsen 1 3

8T 650 02 Trinity/Christalogy C-Hathaway 1 3

Term Totals 0.00 000 000 000 =
A

Done Internet H100% -

‘4 Start el - 7 | Bl mbo

39. If a grade is blank (as demonstrated above), the instructor has not yet submitted a
grade for the course. If it is one week past midterms or finals and the instructor
has not yet submitted grades, you may wish to contact him/her. There is one
exception to the one week rule, and that is the end of fall term; instructors
generally have until the first week of the New Year to submit their grades,
depending on when Christmas falls.

NOTE: Midterm grades (listed as “Interim” on the web) are only submitted for
undergraduate students.

40. To have a printer friendly version of your grade report, click PRINTABLE
VERSION. This printable grade report is sufficient for submission to employers
for reimbursement, if applicable.
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CHAPTER 8: STUDENT HOLDS & ADVISOR INQUIRY
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Schedule Information Grades and Attendance Search Functions

Coutse Schedule Grade Repott Student Holds Inguiry
Unofficial Transcript Wiho |s My Advisor?
Student Schedule

Course Registration

Laogged in as John Meldrum | LOGOUT

Currently Set. This is alist of your Advisors.
= User: Mr. John D. Meldrum = 2r. Mary Lou Putrow QP
> Term: 20102 >

> Dept =

> Crse: Advisor Query..

> Sect

Class Schedule i

HOIdS Click on a day to displayhide class schedule.
Mo Holds to Display. Monday
Tuesday

Wednesday
Thursday
> Mo Classes

Friday
Saturday
Sunday

Done & Internet & 1
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41. All holds placed on your student account would be listed on your welcome page
under “Holds.” You may also access the list of holds by clicking on the tab
STUDENT RECORDS, and then clicking STUDENT HOLDS INQUIRY.

42. Your advisor is also listed on your welcome page under “Advisors.” You may also
access who your advisor is by clicking on the tab STUDENT RECORDS, and
then clicking WHO IS MY ADVISOR.
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CHAPTER 9: CHANGING PASSWORD
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Home

QTG ETiE sertings & Tools

Personal Infarma

Change Pasgword
Glohal Variahles

Currently Set

= User: Wr. John D. Meldrum
= Term: 20102

> Dept:

> Crse

> Sect

Legged in as John Meldrum | LOGOUT

This is a list of your Advisors

> Sr.Mary Lou Putrow OP
=
=

Advisor Query,

Ma Holds to Display

Class Schedule Bl

Click on a day to display/hide class schedule.
Monday

Tuesday

Wednesday

Thursday

> No Classes

Friday
Saturday
Sunday

Done

/2 2 Interret.., - | 0§

e Inkernet
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43. Click on SETTINGS & TOOLS tab.

44. Select CHANGE PASSWORD.
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45. Type in your current password in CURRENT PASSWORD.

46. Type your desired password in NEW PASSWORD.
47. Confirm your new password in CONFIRM NEW PASSWORD.

48. Click SUBMIT. You will receive confirmation that your password has been
changed.
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CHAPTER 10: LOG OUT
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Currently Set Advisors

Currently Set: This is a list of your Advisors.
> User: Wr. John ©. Meldrum > 5r. Mary Lou Putrow OP
> Term: 20102 >

> Dept >

> Crse: Advisor Query.

> Sect

Class Schedule CIH

Click on a day to displayhide class scheduls.
Mo Holds to Display. Monday

Tuesday

Wednesday

Thursday

= Mo Classes
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Friday
Saturday
Sunday
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i4 start Ce

49. When you are finished with all web module work, click LOG OUT in the top right

corner of the screen to log you out.

CHAPTER 12: WEB SUPPORT

If you have any questions or problems that are not outlined in this training manual, please

contact the staff in the Office of the Registrar at (313) 883-9020 (M-F, 8:30am-4:30pm).

Dr. David Twellman, Registrar
Twellman.David@shms.edu

Maureen K. Karby, Assistant Registrar
Karby.Maureen@shms.edu

Juanita Van Dyke, Administrative Assistant/Online Course Coordinator

Vandyke.Juanita@shms.edu
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