WEBADVISOR FOR STUDENTS
GRADUATE REGISTRATION INSTRUCTION SHEET

GENERAL USAGE:

1 Log into inside.loyola.edu with your user ID and Passworaccess the WebAdvisor menu for the
registration process. You can also use direct WebAdvidatg://www.loyola.edu/webadvisor
1 WebAdvisor operates effectively with PCs running Internet Explorei 8.0 or Firefox 2.4 3.0.x.
Macs running Firfox 3.0.xand up,or Safari 5.0.2 and up, will rec&i\best results.
1 Examples in these instructions are from the Inside Loyola site and depict previous dates and terms
1 Prior to registration direct questions to the following offices

0 Advising: contact the appropriate Program Director or advisor.

o Outstandig financial obligations: contact Student Administrative Services,;64T72333 or

5047

o Outstanding admissions documents: contact Graduate Admissions, extension 5020

o Registration information: contact the Records Office, extension 2659 or 2263

UNDER THEWEBADVISOR MENU, CLICK WEBADVISORA REGISTRATIONA GRADUATE REGISTRATION

E-Mail - Partly Cloudy

’A" You have no unread messages.

WLOY live from Florida Oct. 27, 28

Yahoo! Weather

Living-Learning coffee hreaks continue Oct. 25

"Finish Line: Achieving with a Learning Difference" Oct. 26
ELMBA info session Oct. 26

Biennial faculty art exhibit on display now; faculty talk Oct. 26
Living-Learning hrown bag lunch series begins Oct. 26

Campus Sustainability Day Oct. 26

Oct. 26

"Clothes for a Cause" annual clothing drive ends Oct. 31

SharePoint for Inside Loyola team site ownerfadministrators traini$
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WebAdvisor

£ Main Menu

2 Registration

0

Register for Sections
(Undergraduates Only)

Graduate Registration: Opens
11/14/11. Select preferred sections

Project Mexico f Encounter El Salvador auction seeks donations now.

Verify your Demographic Datou will see these
screens every time you go into the Registration
menu.

Note If this is the first time you are verifying

your demographic data, yoantiresocial security
number will appearDo not share your password
Subsequently, after verifying the accuracy of your

Reg AppointmentiPermission
(Undergraduates Only)

Make changes to data as necessary. Please note that the changes marked with a plus sign (+) will take 1-2
husiness days to take effect.

SEN: After verifying the firsttime, the SSN verification screen will not appear again. SSN appears on this
screen with only the last 4 digits. If you think your SSN might he inaccurate, contact the Records Office.

Please Note: Leave "Citizenship" field blank if you are an American citizen.

Ifyou wish to make changes that are not permitted without a call to the Records Office, please leave the
demographic data as is, complete your registration first, and then contact the Records Office.

Prefix ;7Mr,-Mr. [v] +First Name |Huckieberry

+Middle Name

+Last Name |Finn +Suffix | Jr. - Jr. [v]

+Previous Last Name Used

SSN,only the last few digitsvill appear on the Screenss: a— v [v] it ate /105

+Citizenship [AUSTRALIA : +VISA Type

Religion [ - Net Given [+] marital Status [N - Not Given 712]

+Current Employer Loyola College in Maryland

+Job Title

+Current Employer Address


https://www.loyola.edu/webadvisor
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‘4501 North Charles Street

+Current Employer City, State, Zip: |Battimore, MD 21210

Ethnicity and race on record:

Are you of Hispanic or Latino origin? No  What is yourrace? Native Hawaiian or Other Pacific Islander

Please note the ethnicity and race fields.

Review all demographic data carefully

Update your ethnicity and race below:
Are you of Hispanic or Latino origin?

O Yes
® Mo

What is your race? Choose as many as apphy.

D American Indian or Alaskan Native

and adjust as needed.

[ Asian
[ Black or Aftican Ametican
[0 WNative Hawaiian or Other Pacific Islander
White
Include information in Directory? {For more information click here.)

{No response is considered a "Yes")

O Yes
® No

Acadademic Program on record MS.CSSEN MS, Computer Science, Software Engineering

+fAcademic Program [ |l]

+Anticipated Gr. ionDate  |MAY2011 - May 2011 [v]

Click SUBMIT to continue.

Next, carefullyverify home address information to ensure ttusrent and accurate.

& user Account
2 Financial Information
& Financial Aid

@ Registration

& Academic Profile

& personal Profile

® Faculty Information
& Financial Information
& Budgeting

@ Employee Profile

& search For Sections

Address/Personal e-mail Change X

Review the home address, telephone number(s), and e-mail address information
below {Loyola sends all official student or employee e-mail only to the @loyola.edu e-
mail address). Make changes to the data as necessary, and click "Submit"

Note: International students must provide a foreign home address and a local United
States address. Only the foreign address will appear below, and it should be left
unchanged unless it requires correction. To have a local address updated, please
contact the International Student Adviser in the Office of International Programs (410-
617-5245) to complete the AR-11 form.

Changes will be updated in your record within three business days by Human
Resources for employees or by Records Office for students.

Please leave country blank if U.S.
Students: Loyola sends all official e-mail communication to your @loyola.edu account
Employees: Loyola assigned e-mail accounts must be used for all Loyola business

purposes. Personal e-mail addresses may only be used to contact employees during
an emergency when Loyola's e-mail system may be unavailable.

Address Information For
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International studentsnust provide a foreign home addremsd a local United States address. Only the
foreign address will appear below, and it should be left unchanged unless it requires correction. To have a
local address updated, please contact the International Student Advis6d{@4920) to complete the

AR-11 form.

Street Address/Apartment

9 Mark Twvain Blvd.
City |Battimore State |MD - Maryland [v] zIp (21210
County BL BALTIMORE COUNTY [¥]
Country 71 |
Phone Number Ext Type
410-555-5554| Home v
410-555-5555 CEL Cell Phone [v/]
[v]
v]

Personal E-Mail
Address

Click SUBMIT to continue. Effective Start [12:310 Effective End /

Preferred Sections:
Courses can be added to a preferred sections tistthis feature is opefhe same steps are followed as during
registration, except for actually registering for the course. witilbe prevented from registerirfgr the courses,
until registration is operJse this feature to eliminate searching for courses once registration opens

VERY IMPORTANT: The Preferred Sections list is a wish list ataks not guarantegou a space ithe class.
You are not registered until you choose an action and complete the registration process

Choose one of the below registration methods to begin searching for courses to add to your preferred sections list.
Directions for how to register alsollmw.

I. Express Registration:

Graduate Registration Links %

)

User Account

Financial Information

Financial Aid

. . Express registration
Registration Use this option if you know the exact subject, course number, and section of the sections for which you wish to

add to your preferred list and then register. (Example FR 101 01)

DIRGIRO]

+

Academic Profile

+

Personal Profile Search and register for sections
Use this option if you would like to look for sections, add them to your preferred list of sections and then register
for them

*

Faculty Information

+

Budgeting
Register for previously selected sections
Use this option if you have already placed sections on your preferred list and would like to now register.

+

Employee Profile

+)

Budgeting
Drop sections

Use this option if you would like to drop a section. (Other choices also allow you to drop a section while you
register for another.)

+

Search For Sections

[official Time |
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1. After completing the demographic pagester your course(s), by selecting the Subject, entering the
course and section numbers, and selectingdot he ter
not use periods in the ASection #0 column. Enter

2. Scroll down and cliclBUBMIT.

Express Reqistration %

To drop any classes, scroll to the bottom of this page and click "Drop a Class".
NOTE:

Graduate students: Only use numbers in Course Number column.
Undergraduate students: You may need a D after the Course Number for diversity sections.
All: Do not use periods in Section Number column.

Enter data horizontally, from left to right.

Subject Course Number Section Number Term

| GB - Graduate Business [L] 500 51
| [
| [x]

E!

Drop a Class \
3.Read any instructions or explanation on the next screen.

Graduate Register and Drop Sections X

IMPORTANT: YOU MUST READ BELOW and CHOOSE AN ACTION to be
PROPERLY REGISTERED!

This shows your selected courses, UNLESS the courses chosen are past the point
when you are able to use WebAdvisor to register for them (deadline has passed or the
course start date isn't at least 15 days away - SUMMER RULE ONLY).

To complete your registration, choose an action in the drop-down box to register for
the selected course(s) and/or click to the left of any course(s) you wish to drop (cannot
drop current term courses). Scroll to the bottom of the screen and click "Submit"

NOTE: NO courses are processed if there are any problems registering you for ANY
course. After choosing an action and clicking "Submit", resolve any issues by choosing
another action: dropping or removing a course from the preferred list and then adding.

If you have finished choosing your sections, to complete the payment process, go to
Students Menu and click Account Statement.

Name I

Preferred Sections

Courses will remain on the below screen until registration opens. Once youhgstpoint before
registration opens/ou can sign out or go back to the WebAdvisor menu. To register for these courses
saved on your preferred sections list, choose thetratjon optionRegister for previously selected
coursesas explained further below

4.SelectRG i Registerfrom the dropdownmenu rererred sections

Section

1 . . A Meeting Available/ 5
Other Cholces Action Term #iat::eand Location ififormation Faculty Capacity Credits CEUs
RM i Remove fromiist ey
T I i 07/14/2011
RP i Regiger Pass/Fail \ Nl
AU T Audit . coSUst o i
[RG - Register [l 33 mer Fndamentals Cg‘;ﬂ?‘f 0G30PM - Suff 3613 [0
Bys Grad Center
Columbia
Campus,

Room TBA
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5. Under Current Registrationspymaysee courses currently registered/decbin (if any). Scroll to the
bottom and click SUBMIT to complete registration.

Current Registrations

Pass/ Section Name

Drop Term Audit and Title Location  Meeting Information Faculty Credits CEUs
06/01/2011-
Check GB*611*51 07/13/2011 Lecture
i 7 W, ;
0 box to ; Summer Global ! Columbia M:J.nday, ..edvnesday Staff 200
drop this 11 Economic Campus  06:30PM - 09:30PHM,
course Analysis Grad Center Columbia
Campus, Room TBA
07/19/2011-
Check 08/25/2011 Lecture
0 box to Summer GB*765*41 Baltimore Tuesday, Thursday Michenzi, 3.00
drop this 11 Auditing Campus  06:15PM - 09:30PM, Dr Alfred ’
course Sellinger Hall, Room

004

Gon <@

Account Statement

6. View your registration results to verify the classes you selected appear, and were processed.

The following request(s) have been processed:

Pass/

Term Status Fail/ Sectlc_nn Name Location Meetlng. Faculty Credits CEUs
.. and Title Information
Audit
06/01/2011-
07/14/2011 Lecture
Monday
Registered GB*500751 . Wednesday
131“””'””” for this Fundamentals 82:}{‘1"”&8'3 06:30PM - Staff  2.00
section of Math for Bus P 08:30PM, Grad

Center Columbia
Campus, Room
TBA

7. The courses you just registered for will appear above your current schedule. Click OK to exit the

registration screens ampdoceed with billing

Here are all of the sections for which you are currently registered:

Pass/ .
Term Faill Section Name and

Location Meeting Informatien Faculty

Credits CEUs

Audit  THle
09/08/2011-
) 12/22/2011 Lecture Yu-
Fall 11 .Pr:;‘ga‘“ Group EZ'}::”S;E Thursday 0430PM - Crowley,  3.00
Py P 06:40PM, Maryland ~ DrA

Hall, Room 343
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8. Always checlRegistrationA My Class Schedule to ensure you properly registeneddiorses.

My Class Schedule %

Term

Loyola Bookstore | Course Descriptions Link

Term

Summer 11

Total Registered Credits 800

Course Name and . . Pass Start
Title Status Meeting Information Creds CEUs Aud Date
GB*500751 06/01/2011-07/14/2011 Lecture Monday,
Fundamentals of New Wednesday 06:30PM - 08:30PM, Grad 2.00 02/14/11
Math for Bus Center Columbia Campus, Room TBA
BL*111*01 07/19/2011-08/25/2011 Lecture Tuesday.
Environmental New Thursday 01:00PM - 04:15PM, Donnelly 3.00 07/18/11
Biology Science, Room 175

07/19/2011-08/25/2011 Lecture Tuesday
GB*T65*41 Auditing New  Thursday 06:15PM - 09:30PM, Sellinger 3.00 07/18/11

Hall, Room 004

Loyola Bookstare

Il. Search and Register for Secions (alternative tdExpressRegistratiof:

) (B (B (B

\

BEE®E®E®E®J

User Account
Financial Information
Financial Aid
Registration
Academic Profile
Personal Profile
Faculty Information
Budgeting

Employee Profile
Budgeting

Search For Sections

Graduate Registration Links X

Express registration
Use this option if you know the exact subject, course number, and section of the sections for which you
wish to add to your preferred list and then register. (Example FR 101 01)

Search and register for sections

Use this option i you would like to look for sections, add them to your preferred list of sections and then
register for them.

Reqgister for previously selected sections
Use this option if you have already placed sections on your preferred list and would like to now register.

Drop sections
Use this option if you would like to drop a section. {Other choices also allow you to drop a section while
you register for another)
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1. After completing the demographic pagesad any instructions arsdlect the ternfrequired)from the
dropdown box. Readny instruction®n the screebefore proceeding.

Search/Reqgister for Sections %

*+ User Account

* Financial Information

* Financial Aid

% Registration UNDERGRADUATE STUDENTS PLEASE NOTE: Search by Subjectand

+ Academic Profile Course Levels rather than Subject and Course Number because of

¥ personal Profile undergraduate diversity course numbering. For example, if you search for PY
5 : 101, you will miss PY 101D. But if you search for PY 100-Level, the PY 101D
- | BTy el course will appear in the search. In addition, choose Course Types when

' Financial Information searching for diversity, global studies, interdisciplinary minor, service-

* Budgeting learning, or summer session courses.

; E_mployee profle Choose Course Types when searching for summer session |, Il or alternate
et o e courses. When registering for summer courses, you may web register for

* Search For Sections sections up to 15 days prior to the course’s start date.

2. Narrow the results of your search by completiagrany other fields as you wish, but must include one
additional search field, such as the Subjgou have the ability to exclude closed courses from your
search resultdJse Course Type for summer registration if you want to select courses in a particular
session.

3. Click SUBMIT to continue.

Term* | 115U - Summer 11 v &

Subject Course Level  Course Number Section

6B - Graduate Business [w] [500-500 evel[w] ‘ _
| ] | v]

| 2 B

| o] | B

[ il | ]

~

Exclude Closed Courses [] Course Type " \;\

) A—

4. Scroll through the options asdlect the box to the left of the courses you wish to register for. If a
section is fullland you have not excluded closed coursest he cour se status wil
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5. Click SUBMIT to continue.

N\

Saction Meetin Available/
Select Term Status Name and Location | 9 Faculty 2 Credits CEUs
Title nformation Capacity
06/01/2011-
07/14/2011
Lecture
e Monday
Summer St?nggr?wjr:tals Columbia ednescay
O Open 06:30PM -  Staff 35/35 2.00
1 of Math for Campus 08-30PM L
Bus Sl
Grad Center
Columbia
Campus,
Room TBA

My Schedule

6. Read anynstructions or explanation.

Graduate Register and Drop Sections X%

IMPORTANT: YOU MUST READ BELOW and CHOOSE AN ACTION to be
PROPERLY REGISTERED!

This shows your selected courses, UNLESS the courses chosen are past the point
when you are able to use WebAdvisor to register for them (deadline has passed or the
course start date isn't at least 15 days away - SUMMER RULE ONLY).

To complete your registration, choose an action in the drop-down box to register for
the selected course(s) and/or click to the left of any course(s) you wish to drop (cannot
drop current term courses). Scroll to the bottom of the screen and click "Submit".

NOTE: NO courses are processed if there are any problems registering you for ANY
course. After choosing an action and clicking "Submit", resolve any issues by choosing
another action: dropping or removing a course from the preferred list and then adding.

If you have finished choosing your sections, to complete the payment process, go to
Students Menu and click Account Statement.

Name

Preferred Sections

Courses will remain on the below screen until registration opens. Once you get to this point before

registration opens, you can sign out or go back to the WebAdvisor menu. To register for these courses

saved on your preferred sections list, choose thstraion optionRegister for previously selected
coursesas explained further below

7.SelectRG 1 Registerfrom the dropdownmenu

Other choices:

RM i Remove from List
RP 1 Register Pass/Fall

AU T Audit

Preferred Sections

Section

Meeting Available/

Action Term Name and Location iiformmation aculty Capaci Credits CEUs
Title pacity
06/01/2011-
07/14/2011
Lecture
x Monday
T Summer Efl:gaoﬁeﬁ:ta\s Columbia Wednesday
RG - Register (il 34 of Math for Campus 32 zgm Staff ~ 35/35 2.00
B Grad Center
Columbia
Campus

Room TBA
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8. Under Current Registrations, you may see courses currently registered/enrolled in §cesli/jo the

bottom and click SUBMIT to complete registration.

Current Registrations

Pass/ Section Name

Drop Term Audit and Title Location  Meeting Information Faculty Credits CEUs
06/01/2011-
Check GB*611*51 07/13/2011 Lecture
; W, ,
0 box to p Summer Global : Columbia M:J.nday, ..ed»nesday Staff 200
drop this 11 Economic Campus 06:30PM - 09:30PM,
course Analysis Grad Center Columbia
Campus, Room TBA
07/19/2011-
Check 08/25/2011 Lecture
0 box to Summer GB*765*41 Baltimore Tuesday, Thursday Michenzi, 300
drop this 11 Auditing Campus  06:15PM - 09:30PM, Dr Alfred ’
course Sellinger Hall, Room
004

Account Statement

9. View your registration results to verify the classes you selected appear, amtogessed.

The following request(s) have been processed:

Pass/

Term Status Fail/ Sectlc_m Name Location Meetlng. Faculty Credits CEUs
.. and Title Information
Audit
06/01/2011-
07/14/2011 Lecture
Monday,
Registered GB*500*51 . Wednesday
EMME for this Fundamentals SOl 0g:30pH - Staff 200
section of Math for Bus P 08:30PM, Grad

Center Columbia
Campus, Room
TBA

10. The courses you just registered for will appear above your current sckiditl@K to exit the
registration screens ampdoceed with billing

Here are all of the sections for which you are currently registered:

Pass/ Section Name and
Term Fail/ ) Location Meeting Information Faculty Credits CEUs
.. Title
Audit
09/08/2011-
. 12/22/2011 Lecture Yu-
Fall 11 ?:'518‘41 Group ga”‘mf’re Thursday 0430PM - Crowley,  3.00
erapy ampuS  0g-40PM, Maryland ~ DrA

Hall, Room 343
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11. Always checlRegistrationd My Class Schedule to ensure you properly registered for courses.

My Class Schedule *

Loyola Bookstore | Course Descriptions Link
Term
Summer 11

Total Registered Credits 8.00

Course Name and . . Pass Start
Title Status Meeting Information Creds CEUs Aud Date
GB*500*51 06/01/2011-07/14/2011 Lecture Monday,

Fundamentals of New Wednesday 06:30PM - 08:30PM, Grad 2.00 02/14/11
Math for Bus Center Columbia Campus, Room TBA

BL*111*01 07/19/2011-08/25/2011 Lecture Tuesday,

Environmental New Thursday 01:00PM - 04:15PM, Donnelly 3.00 07/18/11
Biology Science, Room 175

07/19/2011-08/25/2011 Lecture Tuesday,

GB*T65%41 Auditing New Thursday 06:15PM - 09:30PM, Sellinger 3.00 07/18/11
Hall, Room 004

Loyola Bookstore

lll. Register for Previously Selected Seicins:

Choosehis option if you have already placed courses on your prefseaibndist with either of the
two abovemethods Express Registration or Search and Regiptést to registration, and would now
like toregister or removethem from your list.Preferred Sections listdoes not guaranteea space in
the course

Graduate Registration Links X
# User Account
# Financial Information
2 Financial Aid P—
58 Express registration
% Registration Use this option if you know the exact suhject, course number, and section of the sections for which you
& Academic Profile wish to add to your preferred list and then register. (Example FR 101 01)
* Personal Profile Search and register for sections
2 . Use this option if you would like to look for sections, add them to your preferred list of sections and then
3
E Faculty Information register for them.
% Budgeting
@ Register for previously selected sections
>~ Emptyes Prome Use Thrs optoTT Ty mave alieady placed sections on yaur preferred list and would like to now register.
% Budgeting
& search For Sections Drop sections

Use this option if you would like to drop a section. (Other choices also allow you to drop a section while

you register for another.)

You must complete the registrationprocess See instructions abovigom stefs 41 7 in Express
Registration osteps # 10 in Search and Registen how to complete the registration process
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Drop sections:

Graduate Reagistration Links %
2 User Account
& Financial Information
2 Financial Aid —
Express registration
% Registration Use this option if you know the exact suhject, course number, and section of the sections for which you
wish to add to your preferred list and then register. (Example FR 101 01
& Academic Profile YLD g ( 2 )
& personal Profile Search and register for sections
- Use this option if you would like to look for sections, add them to your preferred list of sections and then
o
I Faculty Information register for them.
-+ Budgeting
@ Employee Profile Reqgister for previously selected sections
Use this option ifyou have already placed sections on your preferred list and would like to now register.
% Budgeting
& Search For Sections

Use this option if you would like to drop a section. {Other choices also allow you to drop a section while

you register for another.)

1. Read any instructions or explanation.
Graduate Register and Drop Sections X

IMPORTANT: YOU MUST READ BELOW and CHOOSE AN ACTION to be
PROPERLY REGISTERED!

This shows your selected courses, UNLESS the courses chosen are past the point
when you are able to use WebAdvisor to register for them (deadline has passed or
the course start date isn't at least 15 days away - SUMMER RULE ONLY).

To complete your registration, choose an action in the drop-down box to register for
the selected course(s) and/or click to the left of any course(s) you wish to drop
(cannot drop current term courses). Scroll to the bottom of the screen and click
"Submit".

NOTE: NO courses are processed if there are any problems registering you for ANY
course. After choosing an action and clicking "Submit”, resolve any issues by
choosing another action: dropping or removing a course from the preferred list and
then adding.

If you have finished choosing your sections, to complete the payment process, go to
Students Menu and click Account Statement.

2. Check the boxrext to the course you gh to remove under Curreneffistratiors. You will only be
permitted tadrop Summer2012coursesClick SUBMIT to continue

Current Registrations

Pass/ Section Name = Meeting g
Drop Term Audit and Title Location information Faculty Credits CEUs
Check 07/19/2011-
Sgon AT 08/25/2011 Lecture
@ dro Summer Efvirn tal Baltimore Tuesday, Thursday Roche, Dr 200
thisp 1 Bm" mental  Campus  01:00PM - 04:15PM, Bernadette
Y Donnelly Science
oAy Room 175
06/01/2011-
Chick 07/14/2011 Lecture
baikte Summer Sspigl Columbia u?ddna;sdav
o f',:i"s" 11 Fundamentals  Campus ~ 06:30PM - 08:30PM, S 200
Grad Center
connm Columbia Campus.
Room TBA
07/19/2011-
Check
bo::o 08/25/2011 Lecture
O dro Summer GB*765*41 Baltimore Tuesday, Thursday Michenzi 200
thisp Auditing Campus  06:15PM - 09:30PM, Dr Alfred 7

Sellinger Hall, Room
course 004

Account Statement
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ERROR MESSAGES
1

It means one of the following:

a) The number was incorrectgntered in Express Registrati(gection numbers are 2 digits, not 3)

b) The section is truly not offered in the term selected (c&aakch for Sections

¢) The session registration is over (check the registration dates) or the section begins less than 15
days from the day you are trying to register (ch8elarch for Sectiongor the start date of this
section)

d) Youmay haveentered two subjects in Express Registration (GB*GB500*61 is inaccurate) or you
mayhave a period in your section number (GB*500*.6ih&ccurate)

e) No courses in thselectedubject are offered in the term you selected

f)  The system enters the asteriaksshown irexampled. Do not add your own asterisks.

Remove the course from your list if there is no resoluf@snin the case of a time conflieid continue

to register for those courses that have no error messages. Click SUBMIT to continue. It will take you to
review your registration results and you will see courses that were removed and courses thahhave bee
successfully registered.

2:

If you receive this error message below it is because you have not followed the registration steps properly.
At the bottom of each screen, click SUBMIT or OK. DO NOT use the left side menu options to open

new screns whilein the registration process. The syst@ithbecome slow and you may not complete

the registration process properly. Click OK to close the error message and then the X in the right corner of
each individual tab inside the WebAdvisor menu.



