
How to register for course sections in Colleague Self-Service 
 

Log into Colleague Self-Service from the portal 

 

Click onto “Student Planning” tile 

 

There are two parts to planning your degree:  1. Plan your courses onto you Timeline; 2. Add your sections to your 

Schedule. 

Step 1:  Click on “Go to My Progress” to see your degree audit 



 

View Degree Audit 

 

Click on courses or search for subjects to find courses 

 

Takes you to the Course Catalog; you can filter using the menus to the left to find the courses that fit your program best.   

When you find the course that you want to plan, click on the “Add Course to Plan” button and then select the term in 

which you would like to take this course and click “Add Course to Plan”. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Here is what the courses will look like on the Timeline: 

 

Go back to “My Progress” and continue planning all of your required courses onto your Timeline. 

 

 

 

 

 

 

 

 

 



Step 2:  Go back to Student Planning and Click on “Go to Plan & Schedule” 

 

Click the “View Other Sections” button to view sections on the Calendar. 

Once you have all of your semester sections planned, click on the “Advising” header 

 

You can enter a note here to send to your advisor or just click the “Request Review” button to send your requested 

schedule to your advisor. 

 

Your Advisor must approve each course in order for you to be able to register for it.  You will receive an email letting you 

know that you advisor has reviewed your schedule.  Once the advisor review is complete and your courses have been 

approved, you can register at your scheduled registration day/time.  See the Registrar’s Office website for registration 

days/times. 



 

You will also see the “Approved” green thumbs up next to courses that are approved on your Schedule.  You can either 

click the “Register Now” button to register for all approved courses, or you can click on the “Register” button below 

each approved course.   

 


