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Glossary

Term

Academic Career / Course
Career

Programme
Course / Course Unit

Class

Units

Session
Course Subject
Course Number

Shopping Cart

Academic Advisement

Academic Year — where ‘1131’ means Academic Year 2013/14;
‘1141’ means Academic Year 2014/15; and so on.

Undergraduate (UGRD), Postgraduate Taught (PGDT).

Programme / course of study — e.g. BA (Hons) History.
Individual courses that make up your programme.

Instances of a course in a particular academic year. A course may
consist of more than one class — a main class, e.g. Lecture ('LEC’)
that should be selected initially; and associated classes , e.g.
Seminar (‘SEM’), Laboratory (‘LAB’) etc. You select classes to enroll
on a particular course.

Credit value of a course — e.g. 20 credits.

The period during which the course will run — i.e. Semester 1,
Semester 2, or all year across both semesters.

The subject of the course — e.g. RELT 20001 = Religions & Theology
(see Appendix A for a full list).

The catalogue number of the course — e.g. RELT 20001.

Area where selected courses are held pending the actual enrolling
upon them (like a ‘Basket’ on an internet shop — you enroll on the
course(s) when you finally ‘check out’, at Step 3).

The activity that a School carries out, defining the Optional and
Mandatory Courses that make up a programme of study. These
courses become the requirements that appear in your Advisement
Report.



Login to Student Portal / Student System

1. Once logged into MyManchester, click Student System

MANCHESTER.

25

At

g The University of Manchester Portal

=

= ; - 3

w= Teaching and research Library My services About me
=5

=

Home
Student System = 53 g3 Calend:
Select the Student System link to register as a student or update your contact T
details. 4]
For assistants with registration and payment of fees visit i Crucial Guide Live
2 3
For any queries please complete the 5 online contact form. : BT




Using Student System Self-Service for Course Unit S election
View My Advisement Report

The course requirements for your programme will be displayed by viewing your Advisement
Report . These are made up of:

= Mandatory courses that you will have been automatically enrolled upon by your School.
= Optional courses that you can choose to make up the rest of your requirements.

It is important that you run this report repeatedly throughout the course unit selection
process to help you select the correct courses.

1. Click Student Center.

udent Center
[y

— Change My Password B Aanring
(3 Enraliment

o Pamnine Finansss

2. In Student Center, click My Academics .

Isabelle's Student Center

¥ Academics

Gesiol E%E eadlinas @ LRL @ Gradsbook
Plan -
Enro Ti:_i'_s Week's Schedule
-Ea Class _ Schedule
=
3 Click View my advisement report
[ Search \|[ Plan ][ Enroll ]ir My Academics 1

My Academics

CDG'EINE Progress  View my advisement report ) M_y Program:
bl B Institution - The University of Man

o % ;
What-If Report Create a what-if scenaria " caraar- Urdargraduate

.....

Advisors  \View my advisors

Transfer Credit  Evaluate my transfer credits

View mv transfer credit report




4.

Populate the fields in the drop down menus as shown in the image below. Click go.

|.. Search i|- Plan | | Enroll -|; Ity Acadeniics |

View Degree Progress Heport

Choose an insttution and report type and press go to view your degree progress in your
current academic program. If you wish o view your coursework in & what-1f scenario,
select one of the buttons below.

“this process may take a few minutes to complete. please do ot press any othet
tons oo links while processing is taking place™

Academic Institution '-Thl- |_-|.n-|-|,|-.rs-ztn,,| gf. M;nci-.q;t.nr W
Report Type | UMANEC sdviserent Transcript Sl
Academic Career | UGRD 5 Undergraduate

Farrn { s Acadernie Tear

*

selectterm .

Information For Students

Thiz advisernent tranzeript iz meant for scademic advisement purposes anly and iz not
an official record of the student's achievernent at The University of Manchester,

After a short processing time, your advisement report will appear.
Report Results

Return

0 Atthe time of your request, your marks have not been ratified by the exam board.

The University of Manchester Advisement Transcript

Academic Program History
2.2 Program : BA {Economic and Social Studies) (Hons)
4.1 Mode of Attendance : Full Time

Active in Program  17-08-2006

= ACAKADEMIC ADMISEMENT REPORT - - = =

Report on Undergraduate Career HNo Requirements

BA(Econ & Soc Studies) (Hons) Program No Requirements

BA(Econ) (Hons) Economics Plan

Requirsmencs Mot Sacisfied

BA Econ (Hons) Economics, 3rd Year Requirements
Bequirement Not Satisfied -

Units {required/actual/needed): 120.00/60.00/460.00



= The report will highlight if and where requirements are not met.
* You can see the status of the amount of units (credits) you require:

For example,
Onins= {TequiredSacton) foeeded] oo 120000/ 80049580 .00

In this case, a total of 120 credits are required overall; 60 credits worth of courses are
enrolled upon already; with a further 60 credits still to be chosen.

=  Where requirements are not met, the report will normally show which optional courses can
be taken to make them up, e.g. RELT 20072, AHVS 21001 etc.



Select Courses

Add
1. Click Student Center .

> Self Service :
BT TR S e Browse Catalog
3 Academic Planning

M Frarnbiment

2. Click Enrol .

T Academics

Eﬂﬂ:—:-:-:f!;r-ea @ WURL

Search
Elzn This Week's Schedule
% Class
% jrademics I
(ECON 30002-TUTO
TUT (13710)

My Attendance

The Enroll section of the Student Center is where you can add, swap and drop your

3.
courses. When first in this section, you will be taken, by default, to the add tab.

el == |

add ” drop ” SWap ” edi

e

4, Select the appropriate Academic Year and click CONTINUE.
goto ... - @

Shami Abdullayev

f Search 1( Plan 1( Enroll ]( My Academics \I
| my class schedule || add || drop || SWap || edit || term information |
Add Classes :
B-==
Select Term
Ternty _Car\eer .Instituticn

[:] 201314 Academic Year Undergraduate The University of Manchester

"@ 2014/15 Acadamic Yaaf Undergradusta The Univarsity of Manchestar

s 4] - 2




Ensure that the Class Search radio button is selected and click search. ‘Class’ refers to a
course.

Add Classes =
el

i. Select classes to add ‘
To =elect classes for ancther term, =elect the term and click Change. When you are

zatisfied with your class selections, proceed to step 2 of 3.

2014/15 Academic Year | Undergraduate | The University of Manchester change term

@::a'l B Clo==d .&. Valt LI

Add to Cart: 20t4/15 Academic Year Shopping Cark

Enter Class Nbr

l:l __enter | Your enrollment shopping cart is empty.
Find Classes

_E @ Class Search

= My Plannear

You will be taken to the Search Criteria page.

( Search 1( Plan ]( Enroll " My Academics ]
| my class schedule ” add ” drop ” swap ” edit ” term information |
Add Classes E_Ei_'i_':

Enter Search Criteria
Search for Classes

The University of Manchestar | 2034/15 Academic

Select at least 2 search criteria. Click Search to view your search results.

¥ Class Search

Course Subject

is exactly >

Course Number

Course Career
Show Open Classes Only

E ‘Open Entry { Exit Classes Only

[» aAdditional Search Criteria

Return to Add Classes CLEAR | SEARCHI




7. Firstly, you must select your Course Subject from the drop down menu.

%7 Class Search

Course Subject L

APL :

American Studies r

Ancient History

Archaesology

Architectura

Course Career Art History and Visual Studies
Arts, Histories B Cultures '
Arts, Languages and Cultures
Astronomy

Course Number

m

For example, you wish to enroll on course ECON 20101. ECON is the course subject and
is the code for Economics (for a list of all codes and their corresponding subjects see
Appendix A at the rear).

8. Enter the Course Number in the box directly opposite the ‘is exactly’ field. Although it is
suggested you enter at least 2 search criteria, ALSO enter your Course Career*. Now
click ‘search’.

Add Classes

==
Enter Search Criteria ‘
Search for Classes

The University of Manchester | 2014/15 Academic Year
Select at least 2 search criteria. Click Search to view your search results.
=7 Class Search

Course Subject Economics -

Course Number is exactly - |2CI 101 e

Course Career _.iji;;lrgra_d-u E}:E -

¥ show Open Classes Dnlv"k\

I:‘ Open Entryf Exit Classes Only ahyays s@}[&y&y&
Course Career

[» Additional Search Criteria

Return to Add Classes

* IMPORTANT NOTE: If you DO NOT specify your ‘Course  Career’ the following
message will appear and you will not be able to sea  rch for your class:

There are no Academic Advisement rules defined for your Programme and Plan. (21900,1)

This means that you cannot enroll into your oplional classes via self-senvice. Contact your School for further information.

If this message still appears and YOU HAVE specifie  d your ‘Course Career’, only
then should you contact your School.

10




9a. Choose the course to enroll on by clicking the corresponding select class button

Add Classes

CEERE
Search Resulis

When available, click View All Sections to see all sections of the course.

UL LD ACSOSMIC Tes

My Class Scheduls

1 Shopping Cart
i Shopping Cart

Your shopping cart is empty.
ECON 200591 Tu 14:00 - 15:00
Room: TBA
Tu 14:00 - 15:00
Room: TBA

The following classes match your search criteria Course Subject; Economics, Course Number is
axactly '20101', Ceourse Career: Undergraduate, Show Open Classes Only: Yes

Return to Add Classes

NEW SEARCH MopIFY SEARCH)|

=

ECON 20101 - Economics for Environmental Management

View All Sections

mrct 1 30f35 0 g

Section LEC-LEC[1147)

Status @
Session ist Sem

Days & Times Room Instroctor Meeting Dates |
15/09/2014 -
Tu 14:00 - 16:00 TBA
& 25/01/2015

NOTE: Where there is more than one option for the course to select class , you normally choose
the first option that has ‘LEC’ in the Section. Your School will advise you if this should be
otherwise.

Saction LECI-LEC{13534)

11



9b. In most cases, you will have a choice of related classes to go along with the main class you
have just selected. In the example below, Tutorial 2A has been chosen from the available
list. Click NEXT.

Add Classes = =
==
1. Select classes to add - Related Class Sections ‘
2014/15 Academic Year | Undergraduate | The Unjversity of Manchestar
ECON 20101 - Economics for Environmental Ma
Lecture selacted: Section LEC
Tu 14:00 - 168:00 Reoom: TBA
Tu T - 16:00 Reom: TBA
Tu 14:00 - 16:00 Room: TBA
Tu T - 16:00 Room: TBA
@CIEE” [ Closed By Wsit List
Sefect Tutorial section (Regquired}:
| cl
Habsrs Section Schedule Roonmy Instructor Status
Fr 14:00 - 15:00 TEA
Fr 14:00 - 15:00 TEA
® 1244 TOLA Fr 14:00 - 15:00 TEA ()
Fr 14:00 - 15:00 TEA
Fr 14:{00 - 15:00 TEA
Fr 14:00 - 15:00 TEA
Fr 14:00 - 15:00 TEA _
& 1150 TO1E Fr 14:00 - 15:00 TEA Giip)
Fr 14:00 - 15:00 TEA
Fr 14:00 - 15:00 TEA
Fr 16:00 = 17:00 TBA
§ : Fr 16:00 - 17:00 TBA
| 1148 TOZA Fr 16:00 - 17:00  TBA mgpeEeey i
il "Fr 16400 - 1700 TBA
Fr 16:00 - 17:00 TEA
Fr 16:00 < 17:00 TEA
Fr 16:00 - 17:00 TEA
@ 1245 T0O2B Fr 16:00 - 17:00 TBA ]
Fr 16:00 - 17:00 TEA
Fr 16:00 - 17:00 TEA
View All Sections First m 1-4 of 4 I—TE Last

CANGEL

12



10. A summary of the course appears. You are not yet enrolled on the course . Click NEXT.

Add Classes

1. Select classes to add - Enrollment Preferences

st Ls mwewerne rear | URndergraduate | The Univergity of Manchestar

ECON 20101 - Economics for Envirenmental Ma

Class Preferences

ECON 20101-LEC Lecture @Dpen Wait List [l wait list if dass is full

Permission Nbr |
ECON 20161-T02A  Tutorial @ Open

Grading Undergraduate Percentage
Session ist Semestar Grade Basis
Career Undergraduate ks 18.00
Enroliment Information Program BA{Ecen B Soc Studies){Hons)

® Dro-requisites: ECON10041 or
ECONIOOS81 AND ECOMN100S8L or
ECON10071 or ECON10OO1,

Section | Component Cays & Times Room Instructor Start/End Datei
15/09/2014 -
LEC |Lect Tu 14:00 - 16:00 |TBA
AR a 25/01/2015

In some cases you will need permission from your School to enroll — they will have given
you a permission number to enable you to proceed:

WAL LEISL |} WP dIL IS0 1 LidaD 13

Permizsion Nbr | . —

13



11la. You will receive confirmation that the course has been added to your Shopping Cart (again,
you are not yet enrolled on the course ).

Add Classes

1. Select classes to add

To select classes for another term, select the term and click Change.

satisfied with vour class =elections, proceed to step 2 of 3.
P e

(y ECON 20101 has been added to your Shopping Cart. ]

S -

2014/15 Academic Year | Undergraduate | The University of Man

QC pen ECEC‘:‘E'_
Add toCart: 2814/15 Academic Year Shopping Cart
Enter Class Nbr Delete Class Days/Times Room
D aenter Tu 14:00 -
16:00
Find Classes Tu 14:00 - TEBA
@ Class S=arch |ECON 20101-LEC | 1600 TEA
= % (1147 Tu 14:00 - TBA
& My Flanner 15:00 TEA
- Tu 14:00 -
e ' 16:00
Fr 16:00 -
i17:00
Fr-16:00 -
TBA
= : ECON 1700
if.you wish.to. Fri:00- o0
rameve fiom 20101-T02A 1% TR
b TBEA
hopping Cart. (1148) Fr16:00 - kgl
o 17:00
Fr 16:00 -

14



11b. If you have further courses to select, click search again at this step.

Add to Cart:
Enter Class Nbr Dele
enter I 2
Find Classes
{* Class Search

{ My Planner

11c. This will take you back to the Search Criteria page (repeat steps 8 — 11, pages 10 — 14).

You will notice that when you see the Search Results page (also seen at step 9a, page
11), it will now also show the courses that are currently in your Shopping Cart.

Add Classes

Search Resulis ‘
When available, click View All Sections to see all sections of the course.
paibyaf Maschaetar [ Spien e Yant
My Class Scheduls
Shopping Cart show all
¥ou are not registered for classes in this
term. ECON 20101 Tu 14:00 - 16:00
Room: TBA
Tu 14:00 - 16:00
Room: TBA
Tu 14:00 - 16:00
Roam: TBA
Tu 14:00 - 16:00
Room: TBA %

15



12. Once you have selected all the courses you wish to enroll on you can proceed, by clicking

PROCEED TO STEP 2 OF 3 (as also seen at step 11a, page 13).

(Before proceeding, you can delete any courses from your Shopping Cart at this stage, by

clicking the corresponding delete icon.)

Add Classes

1. Select classes to add

To select classes for another term, select the term and click Change. When you are

catisfied with your class =elections, proceed to step 2 of 3.

w ECON 20101 has been added to yvour Shopping Cart.

2014/15 Academic Year | Undergraduate | The University of Manchester change term

Add to Cart: 014715 Academic Year Shopping Cart

Enter Class Nbr Delete |Class DaysfTimes

m enter Tu 14:00 -

16:00
Find Classes Tu 14:00 -
I:ﬁ:l'{:lass Search E ECON 20101-LEC 116:00
- (1147) Tu 14:00 -
= My Planner 16:00
= Tu 14:00 -
search | 116:00
Fr 1g:00 -
1700
Fr 16:00 -
ECON 17:00

Fr 15:00 -

120101-To2Al7 %
(1148) Fr i6:00 -

17:00
Fr 16:00 -
T17:00

16

Room

TBA
TBA
TBA
TBA

TBA

TBA
TBA
TBA

Units Status

i0.00 @

GR’GGEED T ETER 2 0F ‘@
[




13. You are now at Step 2. Here you are confirming that you want to enroll on the selected
courses. Click FINISH ENROLLING.
Add Classes ; .
2. Confirm classes ‘
Click Finish Enrolling to process your request for the classes listed below. To
exit without adding these classes, dlick Cancel,
5 Academic Year | Undergraduate | The =15 = sSnchestar
Cipan [ Clos=c A Wait List
Class Description Days/Times Room Instructor | Units S“I:atus.l
£ o Tu 14:00 - 16:00 |TBA
ECON 20101-LEC |~ Gl :"I Tu 14:00 - 16:00 [TBA io.00| @
[1147) M"v'(rf";r'e")a Tu 14:00 - 16:00 |TEA ;
FEERS Tu 14:00 - 15:00 [TBA
Fr 16:00 - 17:00 |TBA
Economics for Frig:00 - 17:00 | TBA
EE;:E:;JZD]'DI-TDEA Environmental Fr 16:00 - 17:00 [TBA % @
; Ma {Tutorial) Fr 16:00 - 17:00 |[TBA !
Fr 16:00 - 17:00 |TBA
CAMNCEL PREVIOUS G'.:__'-I’-*E.'T*- HRoLLING]
14. Step 3 shows you if you have enrolled on the selected course(s) successfully.

Add Classes

3. View results

&

View the following status report for enrollment confirmations and errors:

Class

Message

Status |

ECOM 20101

WY CLASS SCHEBULE

Success: This class has been added to your schedule.

L

ADL ANOTHER CLASS |

17



NOTE: If the enrollment has been unsuccessful, an error message will appear explaining why it
has failed. For example...

[Elass {Message Status _|
|Error: Unable to =dd this class - requisites have nat

SOCS 20001 been met. Check the class description for a list of x
enrollment requirements.

The main errors that you may see are as follows:

= Time conflict with an existing course
= A pre-requisite course has not been previously studied
= Acourse is full

If you have any questions regarding these errors, please contact your School / Programme
Administrator.

18



Swap

This function allows you to change the courses you have already enrolled upon in a single process;
instead of dropping a course and then adding a new one.

NOTE: DO NOT SWAP MANDATORY COURSES

1. Click Student Center .

824

s&lf service information

[z Self Service M

ChEEE S Browse Catalog
3 Academic Planning

M Frarnbiment

2. Click Enrol .

Search
Elzn This Week's Schedule
% Class
% jrademics

ECON 30002-TUTO
TUT (13710)
My Attendance

3. Click the swap tab.

[ Search ]|r Plan \"h Enroll W Wy Academics 1

| my class schedule || add || drop ” edit || term information |
s

4. Select the appropriate Academic Year and click CONTINUE.

Swap a Class

Select Term
0
Term Caraer Institution
(71 |2013/14 Academic Year |Undergraduate The University of Manchester
L
@ 2014/15 Academic ‘f'ea‘r) Undergraduate The University of Manchester

19



From the drop down menu, select the course you want to swap.

Swap This Class

Select from your schedule [ ECON 20091t Operational Research 1A -

_1 ECOM 20091: Operational Research IA
Viith This Class | ECON 20101 : Economics: for Environmental Ma

Click search.

Swap a Class

1. Select a class to swap

Select the class you wish to swap then select the class you wish to replace it with.

2014715 Academic Year | Undergraduate | The University of Manchester change term

Swap This Clazs

Select from your schedule ECON 20101: Economics for Envirenmental Ma -

Search for Class Class Search

g

Enter Class Nbr ‘enter

Use the Search Criteria page as in the ‘Add Course’ section (step 8, page 10).

( Search ]f Plan W Enroll W My Academics 1
| my class schedule || add || drop || swap || edit || term information |

Swap a Class

Enter Search Criteria

Search for Clagses

The University of Manchester | 2014715 Acsdemic Year

Select at least 2 search criteria. Click Search to view your search results.

7 Class Search

Course Subject Economics -
Course Number is exactly - 20110
Course Career Undergraduate =

Show Open Classes Only
Open Entry fExit Classes Only

[» Additional Search Criteria

Beturn to Swap a Class

20



8a. Click select class to choose the course you want to enroll on.

Swap a Class

Search Resulis ‘
When available, dick View All Sections to see 3l sections of the course.
The University of Manchester | 2014/ 15 Academic Y=ar
Shopping Cart
My Class Schaduls show all Sl 2

Your shopping cart is empty.
ECOMN 20101 Tu 14:00 - 16:00

Room: TBA
Tu 14:00 - 16:00
Room: TBA
Tu 14:00 - 16:00
Room: TBA
Tu 14:00 - 16:00
Room: TBA

The following classes match your search criteriz Course Subject: Econemics, Course Number is
axactly '20110', Course Career: Undergraduate, Show Open Classes Only: Yes

Reaturn to Swap = Class

NEW SEARCH| MODIFY SEARCH]|
@'3:-_-'- [ closed A Wit List

¥ ECON 20110 - Econometrics

View All Sections

Section SEC-LEC(1Z286] Status

Session Full Yaar g
Days & Times Room Instructor Meeting Dates
15/09/2014 -
Tu 12:00 - 14:00 TEA 0S/06/2015

NOTE: Where there is more than one option for the course to select class , you normally choose
the first option that has ‘LEC’ in the Section . Your School will advise you if this should be
otherwise.

Section LECI-LEC(13534]

21



8b. In some cases, you will have a choice of related classes to go along with the main class
you have just selected. In the example below, Class 2 & Workshop 0 have been chosen
from the available list. Click NEXT.

Swap a Class

1. Select a class to swap - Related Class Section

2014/15 Arsdemic Year | Undergraduats | The University of Manchester

ECON 20110 - Econometrics

Lecture selectad: Section LEC

Tu 12:00 - 14:00 Room: TBA
Tu 12:00 - 14:00 :Room: TH&
Tu 12:00- 14:00 Roem: TBA
Fr09:0C0 - 10:03 Room: TBA
Friz2:00 - 132:00 Room: TBA
Friz:00- 13:00 Rocm: TBA
Fri09:00 - 10:08 Room: TBA
Tu 12:00 - 14:00 :Room: THB&

OG:-Ef'. EC!CE_-:: &'\".':Ei': List

Class

Fl Section Schedule Room Instructor Status

Mo 09:00 - 10:00 TEA
Mo 08:00 - 10:00 TBA
Mo 09:00 - 10:00 TBA
& 1287 CLS1 Mo 09:00 - 10:00 TEA ]
Mo 09:00 - 10:00 TEA
Mo 09:00 - 10:00 TBA
Mo 09:00 - 10:00 TEA
Mo 10:00 - 11:00  TEBA
Mo 10:00 - 11:00  TBA

Mo 10:00 - 11:00  TBA :

1256 CL32 Mo 10:00-11:00 -~ TBA Staff &

i Mo 10:00 -~ 11:00  TBA '
. Mo 10100 - 11:00  TBA

Mo 10:00 - 11:00  TBA

Instructor

View All Sechions First 4 1oF?t | Laskt

CANGEL

22



A summary of the class(es) selected appears. You have not yet swapped courses. Click
NEXT.

Swap a Class

i. Select a class to swap - Enrollment Preference

2014115 Academic Year | Undergraduate | The Unfvarsity of Mancheste

ECON 20000 - Managerial Economics I

Class Preferences

ECON 20000-CLO2 Class @Open Wait List |: Wait list if class is full
Permission Mbr
ECON 20000-LEC Lecture @Ope"
Grading Undergraduate Percentage
Pl ey Full ¥ear Grade Basis
Career Undergraduate Unats 2600
Enrollment Information Program BA(Econ & Soc Studies)(Hons)

L Pre-reguisites: (ECON10041 &
10042) OR (ECONLO0SL &
ECON1082) AND (ECON10061 &
ECON10062) OR (ECONLODOL B
ECON10132) OR (ECONLOOTL B
ECONLOO72)

cancel (| NEgET

| Section | Compeonent | Days & Times I Room I Instructor |5tadfénd Date|
k t t T

In some cases you will need permission from your School to enroll — they will have given
you a permission number to enable you to proceed:

WAL LESL ] WidIL 1150 11 Lida3 1=

Permission Nbr | . r—

23



10. You will receive confirmation of which courses you are about to swap (again, you have not
yet swapped these courses). Click FINISH SWAPPING.

Swap a Class

2. Confirm your selection

Click Finish Swapping to process your swap request. To exit without swapping
these classes, click Cancel.

' You are replacing this class

vE.'-l":!iea @.E ropped &e‘;;‘.ar Listed
Class Description Days/Times Roarn Anstructor | Units Statusl

Eeiar e Tu 14:00 - 16:00 | TBA

ECOM 20101-LEC B e Tu 14:00 - 16:00 |TBA i 10.00 Qf

(11477 Ma (Lectura) Tu 14:00 - 16:00 | TEBA )

Tu 14:00 - 15:00 [TBA
Fri6:00 - 17:00 |TBA
H Economics for Fr 16:00 - 17:00 [TBA

(E;:E:;JEDIDI_TDZA Environmental Fr 16:00 - 17:00 |TBA ¢
Ma (Tutorial) Fr 16:00 - 17:00 |TBA
Fr ig:00 - 17:00 |TBA

T With this class

QC';E-‘I Closed .l'i\""l-:m Lisk
Class Description Days/Times Room Instructor | Units Statusl
Tu 12:00 - 14:00 |TBA
Tuw 12000 - 14:00 | TBA
Tu 12:00 - 14:00 | TEBA
ECON 20110-LEC Econometrics Fr 09:00 - 10:00 [TBA s0.00 @
fiz2g86 {Lecture) Fr 12400 - 12;00 |[TBA £
Fr1z2:00 - 13:00 |TBA
Fr 09:00 - 10:00 |TBA
Tu 12:00 - 14:00 |TBA
Mo 10:00 -
11:00
Mo 10:00 -
11:00
Mo 10:00 - 13
i11:00 ;
- TBA
ECOMN 20110-CL52 Eccnometrics Mo 10:00 -
TBA Staff &
[1738) {(Class) 11:00 L
Mo 10:00 - TBA
11:00 ?
TBA
Mo 10:00 -
11:00
Mo 10:00 -
11:00
ECOM 20110-WSP0 |Econometrics "
TBA Staff
f1305) [Workshap) = @

cancel (| FINISH SWAFFING| B



11. If the swap has been completed successfully, the following confirmation will appear.

Swap a Class
[ HEHE]
3. View resulis ‘

View the results of your swap request. Click Fix Errors to try and correct the problems
listed below or change your swap choices.,

o == S55Es were ® zble = :
Class Message Status !
Swap ECON 20101 .
e T Success: This class has been replaced. -@

NOTE: If the enroliment has been unsuccessful, an error message will appear explaining why it
has failed. For example...

Class !Message Status |
Swap ECON 30112 |Error: You cannot 2dd this cass due to 2 time x
with ECON 20000 ||:0nf|i|:t with class 13840. Select ancther class.

The main errors that you may see are as follows:
= Time conflict with an existing course.
= A pre-requisite course has not been previously studied
= Acourse is full

If you have any questions regarding these errors, please contact your School / Programme
Administrator.
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Drop

There may be times when you have to drop a course. It is, however, important to note that you
must not drop mandatory courses

1. Click Student Center .

824

I Self Senvice

| I3
3 Academic Planaing

™ Earnlimant

2. Click Enrol .

T Academics

e
E@Ceadiines @ URE
Search

Elzn This Week's Schedule
Class

o rademics i
5 (ECON 30002-TUTO
TUT (13710)

My Attendance

3. Click the drop tab.

( Search ]( Plan ]( Enroll ]( My Academics ]

| my class schedule ” ackd || %) || SWap ” edit ” term information |

4. Select the appropriate Academic Year and click CONTINUE.

( Search ]( Plan ]f Enrall ]( My Academics 1
|| term information |

| my class schedule ” add ” drop ” SWap || edit

Drop Classes

Select Term

Term Career Institution

The University of Manchester

]

2013/14 Academic Year |Undergraduate

. lEt}‘lﬂJiS Academic Year | Undergraduate" : The University of Manchester
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Tick the checkbox(es) next to the course(s) you wish to drop (any associated class — that
does not have a checkbox next to it — will be dropped with the primary class that you
select).

Drop Classes

1. Select classes to drop ‘

Select the classes to drop and click Drop Selected Classes.

2014/15 Academic Year | Undergraduate | The University of Manchester change term

g Enrall=d @L roppad Ly Wsit Listed
Selact Class Description Days/Times Roomt Instructor | Units | Status
We 09:00 -
Lo
Th 09:00 -
TE:00 TEA
Managarial We 09:00 - TBEA ‘ ]
S 1000 TEA :
Ec ics I B 2 20.00
(L::tirr';j Th 09:00 - TBA - |
; 1o 00 TEA .
We 09:00 - TBEA
L O
Th 09:00 -
1o 00

Scroll to the bottom of the page and click DROP SELECTED CLASSES.

Monetary Th 16:00 - £7:00 |Place e ey
I;J:E?j Integrat Th 16100 - L7300 |3.205 g:“d"'abr'-'are o
; (Tutorial) University '
Flace

N

(Foror seiece

D CLASSE
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7.

At Step 2, you will see which course(s) are about to be dropped. To proceed, click FINISH
DROPPING.

Drop Classes

2. Confirm your selection ‘

Click Finish Dropping to process yvour drop request. To exit without drapping
these classes, click Cancel.

14,130 Acaden =371 AeETgrag ale e INEers C SACAEste
Class Description Days/Times Room Instructor | Units |Status
We 0900 -
10:00
Th 03:00 - 10:00 wEs
Managerial Wea 09:00 - i)
ECON 20000-LEC R ' TBA
e Economics I 10:00 R 20.00| oF
[Lecture) Th 03:00 - 10:00 L
We 05:00 - TBA
10:00

Th 0%9:00 - 10:00

Th 11:00 - 12:00 |TBA
Th 11000 - 12:00 |TBA
Th 11:00 - 12:00 |TBA

Managerial Th ii:00 - 12:00 |TBA
(EIC;P';_?DUDD S Economics I Th 11:00-12:00 |TBA g
{Class) Th 11:00 - 12:00 |TBA

Th 11:00 - 12:00 |TBA
Th 11:00 - 12:00 |TBA
Th11:00-12:00 |TBA

CANMCEL PRevIcUs | FINSH DROPRING
SRR

If the drop process has been completed successfully, the following confirmation will appear
at Step 3.

Drop Classes

3. View resulis A
View the results of your enrollment request. Click Fix Errors to make changes to your
request.
2014413 A ic e = | The U =T = =5te
w =] 255 migs i x E.-’ = = o op =P
Class Message Status |
R Swuccess: This class has been removad frem your oF
schedule.
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Edit

Where there are multiple choices of associated classes to a course (e.g. tutorials, seminars,
workshops etc.) available to choose from, you can change your choice by editing the class.

1. Click Student Center .

MANCHESIER S

1824

Search: ) o Self Service )
@_ 78 _Mavigatedosmucsslf service information
b Self Senice CEET
s -4 Browse Catalog

3 Academic Planning

M Frarnbiment

2. Click Enrol .

T Academics

Eﬂﬂ:—:-:-:f?.r-ea @ WURL

Search

Elzn This Week's Schedule
% Class
% jrademics

|ECON 30002-TUTO
TUT (13710)

My Attendance

3. Click the edit tab.

( Search -\”r- Plan ][ Enroll ]If My Academics 1
i ” term information |

| my clazs schedule || add ” drop || SWap |

Edit Class Enrollment Options
2 EEHE

Calant T

4. Select the appropriate Academic Year and click CONTINUE.

Edit Class Enrollment Options

Select Term

Term: Carser Institution

7 |2013/14 Academic ¥Year |Undergraduate The University of Manchester

@ 2014/15 Academic Year |Undargraduats Tha University of Manchester

29



From the drop-down menu select the course for the associated class you want to
change and click PROCEED TO STEP 2 OF 3.

Edit Class Enrollment Options

1. Select a class to edit ‘

Select the class to modify and click Proceed to Step 2 of 3 to change your class
preferences.

2014/15 Academic Year | Undergraduate | The University of Manchester change term

Classes you are allowed to edit

Select from your schedule | Econ zo091: Operational Research 14 |_d

GROC’EED T SFEP-Z BF :D

At this point, you will see that your current associated class is selected. Note that you are
not yet at Step 2 of the process.

Edit Class Enrellment Options m—

B =]
1. Select a class to edit - Related Class Section ‘
2014/15 Academic Year | Undargradusts | The Univarsity of Manchester

ECON 20091 - Operational Research IA

Lecture selected: Section LEC
Mo 09:00- 13:00 Rooms TBA
Fr 13:00 - 14:00 Room: TBEA
Mo 09:00°- 13:00 Roems TBA
Fri2:00 --14:00 Room: TEA

Open Closed Wait List
| A

Select Class section {Required):

Class

R Section Schedule Roaom Instructor Status
e o
8| F e o

g e Ee e “o—
CANCEL | PREVIOUS |m
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7. Click the radio button for the option you want to change to and click NEXT.

Edit Class Enrollment Options

1. Select a class to edit - Related Class Section

PRTHITS Arsdemic Yaar | Undergraduate | The Univarsity of Manchaster

ECON 20091 - Operational Research IA
Lecture selectad: Section LEC
Mo 09:00- 10:01) Room: TBA
Fr13:00 - £4£:00 Room: TB&

Mo 09:00- 10:00 Room: TBA
Fr12:00 - £4:00 Room: TBA

‘C';e-‘- [ Closed &.-.'Ew List
Select Class section (Reguired):
c:::rs Section Schedule Room Instructor Status
B8 1145 CLS1 —Tp: :::gg: iggg 1:: Staff @
o ees| i WL i 1t o
© e mm PHmImE - o

View All Sections First !H 1-30f3 Last

CAMCEL | PREVIOUS hié?é )

8. A screen appears showing the newly selected option. Again, note that you are not yet at
Step 2 of the process . Click NEXT.

Edit Class Enrollment Options
=] 'Tl
—=H3]
i. Select a class to edit - Enrollment Preference
2014/15 Academic Year | Undergraduate | The University of Manchester
ECON 20091 - Operational Research TA
Class Preferences
ECON 20091-CLS1 Class 'Bpen Wait List Ij Wait list if class is full
Permission Nbr
ECON 2000e1-LEC Lecture G Open
Grading Undergraduate Percentage
LSession 1st Semester Grade .Ba.??s
Career Undergraduate Units 10.00
Enrollment Information
® ECONZO091 Pre Requisites:
(ECOMLO00L & ECONLIO132) or
(ECON10071 & ECONLOOTZ).
EANCEL PREVIG
Spctiun Component Days & Times Room Instructor
15/08/2014 -
CLs1|cl ) Tu 14:00 - 15:00 |TBA Staff
C = - 25/01/2015
' 15/09/2014 -
Tu 14:00 - 15:00 |TBA Staff :
= 25/01/2015
15/09/2014 -
LEC |Lect Mo 09:00 - 10:00 (TBEA
s i 25/01/2015
T T i || e e 15/09/2014 -
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9. Step 2 shows confirmation of the edit process. If you are happy with this, click FINISH
EDITING.

Edit Class Enrollment Options

2. Confirm your selections

Click Finish Editing to process your edit reguest. To exit without making changes to this
class, click Cancel.

S Academic Year | Undergraduste | The University of Mancheste

4 i Academic Yaz

Class Attribute Original Value New Value
CLSZ3 CLS51
Fr t4:00 - £5:00 Tuw i4000 - 15:00
Class Section Room: TBA Room: TBA

FIRIZH EDITING|

10. If the edit has been completed successfully, the following confirmation will appear. Step 3 is
the final step.

Edit Class Enrollment Options

3. View results

‘View the results of vour enrollment request. Click fix errors to try and correct the
problems listed below.

Qf*‘ Successt Class updated x Unabls to update class

Class Message Status |

ECON 20091 Success: This class has bean updated. @

NOTE: If the update has been unsuccessful, an error message will appear explaining why it has
failed.

The main errors that you may see are as follows:

» Time conflict with an existing course.
» The associated class is already full.

If you have any questions regarding these errors, please contact your School / Programme
Administrator.
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APPENDIX A — Course Subjects & Codes

Subject Area  Description

AHVS Art History and Visual Studies
AMER American Studies

APL APL

ARCH Architecture

ARGY Archaeology

ASTR Astronomy

AUDI Audiology

BIOL Biological Sciences

BMAN Business and Management
BMBA Business Administration
BMEX Business & Management External
CARS Careers

CAWS Cen Adv St of Arab World
CCED Continuing Education

CHEM Chemistry

CHEN Chemical Engineering

CIRA Ctre for Interdis Res in Arts
CLAH Classics and Ancient History
CLAS Classical Studies

COMB Combined Studies

COMP Computing

CSEP Centre for Social Ethics & Pol
DENT Dentistry

DRAM Drama

DTLA Doctoral Training Lancaster
DTLI Doctoral Training Liverpool
EALC East Asian Studies

EART Earth Sciences

EAST East Asian Studies

ECON Economics

EDUC Education

EEEN Electrical and Electronic Eng
ELAN European Languages

ENGL English

EVDV Environment and Development
FEPS Faculty of Eng & Phys Sci
FLSC Faculty of Life Sciences
FMHS Faculty of Med & Human Sci
FOUN Foundation Courses

FREN French

GECO Computing Geography
GEOG Geography

GERM German
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Subject Area  Description

GOVN Government

HCAD Human Comm and Deafness
HCDI Human Comm and Deafness
HIAN Ancient History

HIAR History of Art

HIMO Modern History

HIST History

HSTM History of Sci Tech and Medn
HUMN Faculty of Humanities

ICOM Intercultural Communications
IDPM Inst of Development & Pol Mgt
INFO Informatics

ITAL Italian

LALC Lang Ling and Cultures

LAWS Law

LBRY John Rylands University Librry
LELA Linguistics and English Lang
MACE Mech Aero and Civil Eng
MATH Mathematics

MATS Materials Science

MBSW MBS Worldwide

MCEL Manchester Enterprise Centre
MEDN Medicine

MEST Middle Eastern Studies

MLPX Manchester Leadership
MMUV MMU External

MSEC Enterprise

MUSC Music

NURS Nursing

PHAR Pharmacy

PHIL Philosophy

PHYS Physics

PLAN Planning

POEC Political Economy

POLI Politics

PORT Portuguese

PSYC Psychology

RELT Religions and Theology

RSCH Research Skills

RUSS Russian

SAAE Study Abroad and Exchange
SAHC Arts, Histories & Cultures
SALC Arts, Languages and Cultures
SALT Speech and Language Therapy
SCEN Science and Engineering
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Subject Area  Description

SCIN Sustainable Consumption Ins
SING Bus & Mgt Singapore

SLLC School of Lang Ling & Cultures
SOAN Social Anthropology

SOCH Social Change

SOCS Social Sciences

SOCY Sociology

SOST Social Statistics

SOWK Social Work

SPAN Spanish

SPLA Spanish Port & Latin Amer Stds
STDU Staff Training & Development U
ucoL University College for I.L.
ULAC University Language Centre
ULAR ULAC Arabic

ULBS ULAC British Sign Language
ULCH ULAC Chinese

uLcz ULAC Czech

ULDU ULAC Dutch

ULEL Full-Time English Lang Crse
ULEN ULAC English

ULFR ULAC French

ULGE ULAC German

ULGI Goethe Institut

ULGR ULAC Greek

ULHB ULAC Hebrew

ULIG ULC - Irish Gaelic

ULIS In-Sessional Academic Support
uLIT ULAC Italian

UUA ULAC Japanese

ULKR ULC - Korean

ULME Languages for Medical Students
ULPE ULAC Persian

ULPL ULAC Polish

ULPS Pre-Sessional Courses

ULPT ULAC Portuguese

ULRU ULAC Russian

ULSO ULAC SOLO

ULSP ULAC Spanish

ULTD ULAC Teacher Development
ULTL ULAC Tandem Learning

ULTU ULAC Turkish

ULUH ULAC Hindi

ULUR ULAC Urdu/Hindu

ULUS ULAC Upskilling
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APPENDIX B — Search Guidance

Your School should provide you with all the information regarding the courses that you are able to
take. It is important that you use all resources available to you; e.g. handbooks, School Intranets
etc.

If you are choosing courses from more than one School, make sure you have all the information
you need (e.g. the different course subjects involved — see Appendix A).

Once you have the necessary information to hand, you can use the Search page in different ways.

* You do not necessarily have to specify a Course Number at all — leave this blank and this
will return all courses for the Subject Area that you can take. NOTE: this can take some
minutes to return your options — it is always best to have as much detail about a course as
is possible.

= At Course Number you do not have to use the ‘is exactly’. By clicking the drop-down

menu, there are other expressions you can use to search ranges of numbers. You also
have a choice of ‘contains’, ‘greater than or equal to’ and ‘less than or equal to’.

Add Classes

Enter Search Criteria

Class Search Criteria
Course Subject IArt History and Visual Studies _;I

Course Number Egreater than or aqual to ;I | +

Course Career

| greater than or aqual to
is exactly
less than or equal to

=  ALWAYS enter the ‘Course Career’

= Having entered some search criteria, you can refine your search further by clicking
Additional Search Criteria

Select at least 2 search criteria. Click Search to view your search results.

Search Criteria

Course Subject | Art Histary and Visual Studies =]
Course Number I greater than or 2qual to __vJ 20000
Course Career I Undergraduate o

¥ Show Open Classes Only
r Show Open Entry/Exit Classes Only

Use Additional Search Criteria to narrow your search results.

—

Qﬂdditiu"al Search Criteria )
= et —
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» This allows you to enter much more detail to your search. For example, Course Keyword
may be very useful. Obviously, you can combine as much or as little search detail as you
want.

-Search forClazsses

he Unlversity af Manchester | 2014715 Academic Yaar

Select at least 2 search criteria. Click Search to view your search results.

7 Class Search

Course Subject Drama IS
Course Number is exactly -
Course Career -

Show Open Classes Only
Iil Open Entry/Exit Classes Only

% Additional Search Criteria

Meeting Start Time  greater than or equal to - |
Meeting End Time less than or equal to - |
Days of Week include only these days d
[ Mon [ Tues [7] wed [7] Thurs [7] Fri [7] Sat [7] Sun
Instructor Last begins with  « |
Name
Class Nbr el
Course Keyword IDefenestratiunl I T8
Minimum Units greater than or equal to - |
Maximum Units less than or equal to - |
Course Component oo
Session -
Mode of Instruction -
Campus i
Location i
Beturn to Add Classes CLEAR | SEARCHl
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APPENDIX C — Short Guide to Adding Courses

1. Log in to Campus Solutions, through your student portal at

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

2. Once you are logged in, click on Student Centre

Saarch
3. Select Enroll plan
\Ii =demics
4. Ensure you are in the add tab ]f Plan W Enroll M
8 add || drop || swap || edi

5. Select the appropriate Academic Year

Term c
| |

| @ |2l3]_3,-"]_4A|:E|demi|:Year |u

T e e
@_\ |z014/15 Pi.cademic"(eilD u

6. Ensure that the Class Search radio button is selected, and click search

¥ Class Se= H:h*

& My Plannear

7. Select a Course Subject e.g. Economics, Sociology, Politics etc. from the
drop-down menu

Course Subject —3» f

Course Number CAPL
American Studies

Course Carasr | Ancient History

8. The course number is the 5 numbers that appear in the course code e.g.
ECON10441 or SOCY30011
Then click SEARCH

9. You will need to select the LECTURE component (unless otherwise
advised) — normally defined by a ‘LEC’ in the Section — by clicking on select
class

Course Number iz exactly m 10441
SEARCH
Section LECT-LEC(1705] Status .
Session  1st Semester M'

10. You will be prompted to add a tutorial/workshop/seminar etc. There may
be more classes to choose from than initially appear on screen - if there are,
you should click View all Sections

First [ 1-3 of 7 O Lase

View All Sections

11. Click the radio button to the left of the option you wish to add. Then click
NEXT

elec orial section (Reg

Class
Nbr

Section 51

5} 1707 TUT1 Tu 14:C

) 1708 TUT2 Tu 15:C

MEXT |

12. The next screen will show what you have chosen. You are not enrolled
yet, click NEXT

MEXT |

13. The next screen will confirm your selection, now you can either add more
classes, or to finish, click PROCEED TO STEP 2 OF 3

PROGEED

{1
=
m

[}

P2 OF 3 |

14. To end the enrolling process click FINISH ENROLLING ((you can come
back later and add more if you wish). YOU ARE NOT ENROLLED until you
click this button

FINISH ENROLLING |

15. You will now be notified if the enrolment was a success. If you receive an

error message, it could be for a number of reasons;

. A class requires special consent from the discipline area who owns the
course. You must contact the relevant school office to get consent.

. A class (lecture or tutorial) is already full. If this is the case you will have
seen a blue square symbol when selecting the class, and also get an
error message when you try to finish enrolling.

. There is a time conflict
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