How to Register using
Student Planning



Log into MyKSC

MyKSC > Student Services gives access to Self Service.

Student Planning is the tool in Self-Service used for registration,
searching for classes, checking your progress toward your degree
and creating a plan that will help your complete your degree on

timel



How do | get to MyKSC??7??

www.keene.edu

A-ZIndex MyKSC Login Directories

‘.0 Log In @

NCClLiC

STATE COLLEGE

MyKSC Home Campus Life M Login KSC Directory

Keene State College - Authentication Service

You have requeste
Log into MyKSC with your KSC NetlID

This authentication serv
verified. For students, u
| and password you use \

KSC MetlD:

Canvas
MyKSC
Residential |
Health Servi
Interlibrary |
and others

Password:

|:| Warn me before logging me into other sites.

LOGIM | clear
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http://www.keene.edu/

I’'m here, now what do | do?

ampus Life MyCruiser Student Services Office 365 Login Mor

Self-Service From here you can:

Financial Ald e Check on your financial aid

Student Planning giemes==Plan, register, and add and drop or withdraw from classes,
] email your advisor, review progress for degree
Grades h )
Check your grades

Graduation Application gl Apply for graduation

Contact Information

e Confirm and/or update your address, phone and email
Emergency Contact
SRR Enter and confirm an emergency contact
Program Evaluation

Official Transcripts and
Enrollment Verifications

/ Request an official transcript
Request an Official Transcript

E |||| H r H - H r
Enrollment Verifications _#_...Request an enrollment verification or a good student certificate

Billing & Payment

QuikPAY _.F——l—-"- Pay’ your hill
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Self-Service

Keene

STATE COLLEGE

Hello, [N Velcome to Colleague Self-S..

Choose a category to get started.

Financial Aid Student Planning
Here you can access financial aid data, forms, Here you can search for courses, plan your
efc. terms, and schedule & register your course
sections.
g Grades & Graduation Overview
Here you can view your grades by term. Here you can view and submit a graduation
application.
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Academics v

Student Planning Overview

Student Planning ~

Steps to Ge

There are many o
earn your degree.

Planning Overview

My Progress

Plan & Schedule

Course Catalog

Test Summary

Unofficial Transcript

—

Student planning has many tools you can use.

My progress - shows how your courses fitin your degree requirements
a great starting point to look for classes

"Degree Shopping” - if you are undeclared or thinking about changing your major, see what courses
you need for a potential major

Plan and Schedule - plan your courses or actual sections for next term or the next 4 years, then when
you are able to register, just click the button!

Course Catalog -Search the course catalog for courses you need. You can filter your options by
several different details

Test Summary - Did you take the Praxis? Math test?

View/Print an unofficial transcript
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Where do | start?

For registration - you can start different ways.

My Progress

Academics ~ Student Planning + My Progress
You can search for classes
My Progress sl Bl G

BS Sustainable Product Design and Innovation ‘ -F ‘ View a New Program ‘ Load Sample Course Plan ‘

(1 of 1 programs) - ' '
At a Glance
Cumulative GPA: 2.847 (2.000 required)
Institution GPA: 2.847(2.000 rngred) i Program Completion must be verified by the Registrar.
Degree: Bachelor of Science
Majors: Sustainable Prod Des & Innovat
Minors: Safety & Occ Health App Sci Progress
Departments: Sustain Prod Design & Architec _
Catalog: 2014

Total Credits (149 of 120)

The Sustainable Product Design and Innovation major at
Keene State College is a pre-professional four-year program  Tota| Credits from this School (149 of 30)
offering a cross-disciplinary curriculum 1 25 30

More...

Program Notes
Show Program Notes
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My Progress

atUl-Zad

Froduct Lesign I

2bFA

B. Management Core

Group 1: Take MGT 101, 140, and 215,
Group 2: Take MGT 331 or MGT 446.

Color is very important in Student PlanningGreen Good,

Complete al of the following items. 0 of 2 Completed. Hide Details

1. Take courses MGT-101, MGT-140, MGT-215.

0 of 3 Courses Completed. Hide Details

Red Do something

Status /_@ade Term Crech

O nProgress  MGT401 Introduction to Manageme Click the search button and you 20165P 4

@ Pogess G Quent Dcision ki will be given a lst of courses for iESP !
MGT2% et St Buhgs U reqrement 0fGFA !

2. Complete 1 course. Choose from the courses MGT-331, MGT-446. ( of 1 Courses Completed

Status Course \)Grade Tem Credi

o Not Stated ~ MGT-331 Principles of Marketing

o NotStated ~ MGT-446 Compettive Manufactunng Mgt
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| clicked the Search button

Keene }, Riley Martin e Sign out " Help 1

STATE COLLEGE

Academics ~ Student Planning + Course Catalog

Search for Courses and Course Sections (2 seareh for courses.
¢ Back to My Progress

Filter Results The following results match requirement: Take ART 250, ART 253 and ART 258,
Filters Applied: None

~  SUBJECTS
(At ART-250 Graphic Design | (4 Credits)
~ LOCATIONS

ntroduction to graphic design as a problem solving activity that communicates visually. Creative brainstorming techniques, design
(7] Continuing Education (2) iples, time based media and Semiotic theory are introduced. Group and individual critiques help students identify focus and
— g or graphic design. Prereq: ART 151 and two of the following: ART 101 or IAART 100, IAART 110 or ART 125 or IAART 120.

|:| Keene State College (2)

(] summer Session (2) Requisites:

There is so much you can do from here
Filter courses by term, days, subjects.... How you filter determines what
Locations: | you see for course options.

¥ TERMS

(] rall2017(1)
(] spring 2017 (1)

|:| Spring 2018 (1) Offered: All, Every Year
You can add sections or
© DA OFWEER for future terms
courses )
() Tuesday (1) ART-253 Digital Imaging (4 Credits)

(] Thursday (1)

A studio investigation of critical theory and visual literacy as it relates to photography and new media if§ the twenty-first century. Topics
“  TIME OF DAY include a working knowledge of Adobe Photoshop, image manipulation and preparing digital images fdf print, web and other digital

media. A digital camera is required. Prereq: ART 250 or IAART 105 or permission of instructor.

Select time range... v Check Prequisites
Requisites:  TAKE ART-250 OR IAART 105. - Must be completed prior to taking this course. d

¥ INSTRUCTORS
- Locations: Keene State College. Continuing Education, Summer Session
|| Hoyt,R(1)

Offered: All, Every Year

~  ACADEMIC LEVELS Find out when the course is offered.

(] undergraduate (2)

“  COURSE LEVELS 2 \ﬂewAvaiIfb@Ncﬁ:ﬁ&iﬁR@-Eg% Office v23.7.17




Other ways to search for courses

Academics v Student Planning &) Planning OVerview \i..0 other ways to search for classes - Go to the course

catalog or enter words that might be in the course title
or description.

Steps to Ge| Elanning Overview

There are many o Fourses and earn \adFdegree. Here are 2 steps to get you started:

M}! Progress

Plan & Schedule

Plan your Degree & Register for Classes
ourse Catalog

b 0 See your academic progress in your
=
S,

Next, take a look at your plan to see what you've accomplished and
register your remaining classes toward your degree.

Test Summary
Go to Plan & Schedule

Unofficial Transcript
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Course catalog will show a list of subjects.

Click on a subject and a list of courses is shown.

You can add filters to the list to find courses or sections that meet your needs.
Notice the different labels — View Sections and Add course to plan.

These are different actions.

Fier Resuits ! (.
Academics + Student Planning + Course Catalog F"“'ISAPP"“-[ Amerian Stues © ‘

Search for Courses and Course Sections VB
(9 merican Stucies (10 AMST-199 Experimental (4 Credits)
Search for a course subject:[ P Type a subject... P ——
No description available.
American Studies | Contining Education )

Keane State College (10) Requites: - Nore

Anthropology

| [NoRoom Assignment 3 _ N
Applied Music [' summer Sesson (3 Locations:  Keens State Callege, Continuing Edt

v TERMS

- AMST-298 Independent Study (1 to 8 Credits)
* View Avallable Sections [nnr AMST-350 _Spmg 20170

An oppartunity for a qualified student to explore wor

faculty member. Consent required of the instructor w
* DAYS OF WEEK

AMST-363 Writing i an Endangered World {4 Credits

This course traces environmentalism as a social movement in relation to the development of environmental writing, Students will
EAN Registrar's Office v2 3.7.17



The “Search for Courses” box.

anning v

nd Course Sections

Course Catalog

| typed "Applied" in the search box and

courses with that word were shown.

Filters Applied: None

MUA-101 Applied Music (1 to 2 Credits)

Individual instruction consisting of twelve 50-minute lessons (for 2 cra
or in voice. Music Education or Bachelor of Arts in Music major on

s) or twelve 25-minute lessons (for 1 credit) on an instrument

Requisites:  MNone
Locations: Keene State College, Continuingj

Offered: All, Every Year

* View Available Sectiga® for MUA-101

MUA-102 Applied Music (1 to 2 Credits)

Individual instruction consisting of twelve ERIW iﬂ

ute lessons .2 creditsior twelve 25-minute lessons (for 1 credition an instrument
eg|setrar S 6?F|ce vi?.?.l




Remember when | clicked the Search button?

You can filter courses many different ways to find what you need.

Filter Results

*  SUBJECTS

(] IH History (15)

(7] 1A Music (6)

[ ] 1A Film (5)

[ ] IH Film Studies (5)

[ ] IH Holoc & Genocide Studies (5)
Show All Subjects

*  LOCATIONS

[ ] Continuing Education (121)
Keene State College (145)

[ ] No Room Assignment (3)

| No Room Assignment - CE (1)
| Summer Session (62)

¥  TERMS

[ ] spring 2018 (45)
[ ] Fall2017 (38)
[ ] spring 2017 (37)

*  DAYS OF WEEK

[ ] Monday (43)

[ ] Tuesday (35)

[ ] wednesday (43)
[ ] Thursday (36)

[ ] Friday (13)

“  TIME OF DAY

Select time range...

Early Morning (Midnight - 8am)
Morning (8am - Midday)
Afternocon (Midday - 4pm)
Evening (4pm - 8pmy)

Might (Epm - Midnight)

A=A
| Antonucci, M (1)
| Baker, L (1)
| Barker, P (1)
Show All Instructors

*  ACADEMIC LEVELS

[ ] undergraduate (145)
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* INSTRUCTORS
*  ACADEMIC LEVELS
* COURSE LEVELS

¥ COURSE TYPES
*  TOPICS

“ INSTRUCTION TYPE

[ ] Not Online (79)
[ ] online (17)



| clicked on “View Available Sections”. | selected the section | wanted and clicked “Add
section to schedule”. This is NOT registering for a course — but we are getting closer.

~ View Available Sections for MGT-331

Fall 2016
Snoes il Add Section to Schedule
Seats Times Locations Instructors
29 TiTh 10:00 AM - 11:45 AM Keene State College, Blake House 101 Blossom, D
8/29/2016 - 12M6/20186 Lecture-based Learning
Principles of Marketing 02 Add Section to Schedule
Seats Times Locations Instructors
31 TiTh 4:00 PM - 5:45 PM Keene State College, Blake House 101 TBD
8/29/2016 - 12M6/2016 Lecture-based Learning

Section Details

|

MGT-331-01: Principles of Marketing
Fall 2016
Instructors Blossom, D (dsb1008@keene edu)
Meeting Information TuTh 10:00 AM - 11:45 AM
B8/29/2016 - 12/16/2016
Keene State College, Blake House 101 (Lecture-based Learning)
Dates B/2QI2016 - 12/16/2016 =
Seats Available 29 of 32 Total
Credits a
Grading Graded
Requisites Take MGT-140 AND EITHER MGT-213 OR MGT-215 AND JUNIOR STANDING - Must be

completed prior to taking this course.

Study of marketing behawvior of the firm as it supplies goods and services to consumers and industrial users. Optimal "marketing mix",
oyrcxcnet desion nroddocet line oolicies brandinno oricinog oromofion consoumer behavior and channels of distriboation Prereo” MST

Add Section to Schedule
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After | added the section to my schedule, | went to “plan and schedule” and the
semester for registration, selected calendar view, and the section | selected is on my
schedule. | can see when my registration time is, how the section fits in my schedule,
how other sections of this course fit my schedule, and the button to press when | am
ready to register for classes.

Home My Progress Plan & Schedule Course Catalog Test Summary Unofficial Transcript
-~

Plan your Degree and Schedule your courses

Schedule ‘ Timeline ‘ Advising |

Fall 2016 (= (&)

Your registration period for Fall 2016 begins on 4/5/2016 at 3:30 PM Refresh

¥ Filter Sections » 7 Sawve to iCal é Print /

MGT-215: Acct for Sustainable ] e LI g LUEL
Business g
> View other sections

10am MGT-331-01

MGT-331-01: Principles of Marketing

Take MGT-140 AND EMHER MGT-213 OF{ T1am
MGT-215 AND JUNIOR STANDING - Must be
completed prior to taking this course.

Planned

Credits: 4

Grading: Graded
Instructor: Blossom, D
B/ZB2016 to 12M16/2016
Seats Available: 29

*  Meeting Informati

Ileysler /

£ \ﬂew other sections

3pm

________________________

i MGT- ""1 -02: F'rlnc:u::le-% of Marketing 4 -
i Seats Awailab ' Spm

i, Instruct _EI:

i Time: TTh 4:00 PM - 5:45 PM

1 Dates: 82002016 - ‘1.: M6/2016

+ Location: Keene State College Blake House 101

flectuwshasedleaminm —— °P"EAN Registrar's Office|v2 3.7.17
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When | click register — Remember the colors?

Green “Good”, , Red “Take Action”
Same colors for registration!

BIO-110-03; Molecules & Cells

n Planned

20N, &
Grading: Graded
Instructor: Strong, S
B29/2016 to 121672016
Seats Available: 0

¥ Meeting Information
[_o This section is full ]
Waitlist

* View other sections
. J BIO-110-03 | BIO-110-03 |

BIO-110-04: Molecules & Cells

¥4 Registered, but not started

Credits: 4

Grading: Graded
Instructor: Whittemore, S
22016 to 12162016

*» Meeting Information

Ll This =ection ie ful

Drop

» View other sections EAN Registrar's Office v2 3.7.17




Notifications

Notifications can be found in the upper right corner of the screen.
Holds preventing registration will be shown. You need to take action —
provide required information or talk with a specific office. You will not
be allowed to register until these holds are removed.

Action is Red

zabeth Nieckoski 6 Sign out ? Help
[ Student has a financial Hold - Please X
. contact Student Accounts.
[ Enter and confirm emergency contact X
. information.
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? Help

Find answers to questions not covered in this document

Plan & Schedule Help

» How can | search for course sections?
» How can | add course sections to my schedule?

How can | view and filter available sections for courses on my course
. . 2
Unofficial Transcript plan?

» How can | view and filter my planned course sections?

* How can | remove planned courses from my course plan?

You may remove a planned course or planned section from a current or future term
on your plan by using one of the following methods:
« To remove individual courses, select the Schedule or the Timeline view from
the Plan & Schedule tab. Select the x next to the course or section names
to remove the item from the plan.

—_— o To remove all the planned courses, select the Schedule or the Timeline
16 at 3:30 PM| Refres view from the Plan & Schedule tab. Next select Remove Planned
Courses. The Remove Planned Courses dialog box is displayed. From there
you will need to verify that you want to remove the planned courses as
indicated.
You may not remove a course or section from the plan once you have
Mon regisiered for a section of it in that term or if the course has been marked
as protected.

-

How can | load a sample course plan?

How can | add the necessary requisite courses and course sections to my
plan?

-

-

How can | submit my schedule to my advisor for approval?

How can | register if my schedule contains available sections for more
than one course?

-

How can | register when some sections on my schedule are available
and others are not?

-

-

How can | register folr a section that has a requisite?
EAN Registrar's Office v2 3.7.17
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Notes

Using notes students and faculty can share information
and have a record maintained in Student Planning

Course Plan | Timeline Progress Course Catalog | Motes Plan Archive | TestScores L

Compose a Note View Note History

We met on 3/6/17 and discussed a number

. : : No advising notes have been entered.
of options for internships.

Save Note
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This is a quick overview of how
registration works using student
planning.

If you have additional questions, send me an email

(enieckoski@keene.edu) or come to Academic Advising or the
Registrar’s office.



