Registration Portal Quick Access Guide

Logging In

To access the Registration Portal, log in to http://my.sinclair.edu. Click Add/Drop Classes from the Registration

tile. You will automatically be logged in and can immediately begin registering for courses.

On login, you may be prompted to view your MAP. Click Yes to view your MAP, or No to continue. Clicking Yes
will return detailed information for your MAP. To register from courses directly from your MAP, select them with

the check boxes and click the magnifying glass icon.
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Searching for Courses

To search for available courses, use the search bar at the top. Search criteria may include the course topic,
location, etc. For example, for MAT 1445, perform a search for “math”. A more detailed keyword search will
return narrower results. You can also view all courses by clicking the Search Courses button. Use the arrow
buttons to scroll through the results. Check “Only show open courses” to limit results. Use the search filter to
apply more granular results.
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Searching for Programs

To search for a program, click View Programs and select a career path from the dropdown. Here, you can view
program information in detail, along with the program curriculum. To view the courses from the curriculum,
select them with the checkboxes and click the magnifying glass icon.
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The calendar grid shows which days of the week the course(s) meet. Use it to compare what you are currently
taking, what is in your cart, and any conflicts there may be.
OF=

[A Current courses
Sun Mon Tue Wed Thu Fri Sat

Term: Spring Semester

6:00A
7:00A
8:00A
9:00A
10:004
11:00A
1:00P
2:00P
3:00P
4:00P
5:00P
6:00P
7:00P
8:00P
9:00P
10:00P

11:00P

Online:

Color Key:

Click the print icon in the upper right to get a printable view of your schedule. Click Print to send to your printer
for a hard copy.



Spring Term 2017 Weekly Schedule

:30 AST 1111 {100) AST 1111 {100)
1:00 pm Bidg. 4225 Bldg. 4225

130
10:00 pm
:30

AST 1111 100 12:30 PM-01:45PM TTH
Traditional course - In-person, normally paced course.



Adding/Removing from Cart

To add a course to your cart, click the green Add class button. This will put the course into your shopping cart
only. You are not yet registered for the course until you go to the shopping cart and click “Register Now”. Click
the red Remove Class button to remove it.

O EEmR a e

[oQ search Courses AST1111 The Solar System Fey
R—— 1, e et T ! ’ T g s
fg View Programs ' v " Wes T
" see
A_J Shopping Cart @  Aveilable Sections Foaa
Found 3 sections. it Mo coen ae
0 [imme
My Bookset 730pm
i 1:4%pm L P00
My Academic Pran ® T
My Schedule 3004
Drop Coursies o
- -
= i
e
= - =
-
L — 0w
L - | weer
Important Dates #
10.00mm pon Seete 30 o
October 31,2016 1555
Sormg Aegrom Begns i {0 s | i
w
o m e oty [ ] cover (=) (5] [

To save items in your shopping cart for the next time you log in, be sure to click Update Cart. Courses are not
automatically saved to your cart.

My Shopping Cart Q

Please click "Register Now" when you are ready to checkout. Or, you can choose to save the results for later by clicking *Update Cart."

Register Now Update Cart
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Upon successful registration, you should see a successful confirmation message. If you do not, there could be
several causes, including a prerequisite requirement, hold on your account, etc. If you believe you’'ve
encountered an error, please contact the Help Desk at 937-512-HELP.



A Success!

Your registration was proccessed successfully,
You should receive an email confirmation shartly

To print a hard copy of the registration form, click the printer icon in the upper right.

*REGISTRATION FORM**

If you cannot register online, please turn in this form to the registration office at the Dayton
Campus or any Regional Center.
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View Schedule

To view a grid of your schedule, click My Schedule.
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Dropping Course(s)

To drop course(s), click Drop Courses. Select the course(s) with the check box and click the red Drop Course(s)

button.
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You will see the following confirmation. If you do not, please contact the Help Desk at 937-512-HELP.

A Successt

Your Geregisteation wes proccessad successiuly
You should recsve an emal confiration shortly



Using the Schedule Builder

The Registration Portal now allows you to build multiple schedules to see what best fits your life. Simply select
the course(s) you plan to take, add them to your schedule, and the Schedule Builder will automatically generate
all of the available schedule options. The Schedule Builder is limited to the desktop view at this time. It is
unavailable on mobile devices.

The Schedule Builder includes three easy steps. Click Schedule Builder to begin. You can choose by Course,
Program, or from your MAP (My Academic Plan).

gEgsaR%TIRNL Search for courses by keyword (ex: Math, ENG1101, Dayton) n

Q Search Courses Build your schedule in 3 easy steps
@® Schedule Builder

Step 1: Select the appropriate tab to search for courses for your Auto Schedule

g4 View Programs

« Select courses by using the dropdowns below
« Click the green “right arrow" to add a course

‘! Shopping Cart « Repeat for each course

You must add at least one course to continue.

Courses Programs My Academic Plan
Division: | Select a division Department: Select a department
Term: Fall Semester Location: All Locations
Format: All Sections Term Type: All Term Types Credits: 0 to 15 m

»

[ | ACC-1100  Small Business Accounting

+| | ACC-1210 Introduction to Financial Accounting
Introduction to Managerial Accounting
Computerized Accounting Systems
Intermediate Accounting |

Intermediate Accounting Il

[ | ACC-2211  Cost Accounting
[ Acc-2212  Managerial Accounting & Finance
[ | ACC-2321  Federal Taxation

ACC-2435  Auditing

H &#

ACC-2510 Advanced Accounting

| AFR-1100  African-American Studies
E | ALH-1001  Introduction to Simulation in Healthcare
July 4,2019 I | ALH-1101  Introduction to Healthcare Delivery
Independence Day Holiday Al Basic Healthcare Practices & Medical Scribe
Campuses Closed Overview of Holistic Health
Principles of Electrocardiography
Clinical Phlebotomy
Clinical Phlebotomy Practice

Nurse Aide Training
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4

Acute Care Nurse Aide

The default tab will be course. Select at least one course from the drop down menu to generate a schedule. To
add a course to the schedule, click the green arrow to the right of the course. Repeat this process for every
course you would like to add to your schedule. Click Reset to start over.



Courses Programs

Division:
Term:
Format:
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Select a division

Fall Semester

All Sections
Mathematics in Health Sciences
Algebra & Data Analysis for Teachers
Geometry & Measurement for Teachers
Quantitative Reasoning
Introductory Statistics
Mathematics for Business Analysis
College Algebra
Numerical Concepts & Algebra for Teachers
Analytic Geometry & Trigonometry
Precalculus
Calculus for Business & Economics
Business Statistics |
Business Statistics |l
Calculus for the Life Sciences

Caleulus & Analvtic Geametry |

My Academic Plan
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To search by program, click the Programs tab. Choose a career and program from the drop down menus.

Career: | Creative Arts
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Program: Interior Design (AAS)
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To search based off of your academic plan (MAP), click the My Academic Plan tab. Change terms by selecting a
term from the “MAP Term” drop down menu.

Courses

MAP Term: 2016 Fall

ENG-1101
MAT-1460
[ | Acc1210
[ |Bis-1120

ENGLISH COMPOSITION |
FINITE MATH BUS ANALYSIS
FINANCIAL ACCOUNTING

INTRO TO SOFTWARE APPS

Programs My Academic Plan

00O

>



As you select courses by clicking the green arrow, the “My Courses” area will populate. Courses can be dragged
up or down to order by preference. Top courses will take precedence. Click the red arrow to remove unwanted
courses. When done, click Next to build the schedules.

Drag courses up or down to order by preference
ACC-1210 Introduction to Financial Accounting
EDU-1103  Educational Technology
MAT-0460  Booster for Mathematics for Business Analysis
MAT-1580  Precalculus
MAT-2280  Calculus & Analytic Geometry Il

Use the Availability grid to select available time slots. Choose specific time periods from the drop down, or check
“Weekdays Only” to exclude weekends.



T

< Sun Mon Tue Wed Thu Fri Sat

06:00 AM -

07:00 AM

08:00 AM

09:00 AM

10:00 AM

11:00 AM

12:00 PM

01:00 PM

02:00 PM

03:00 PM
04:00 PM
05:00 PM
06:00 PM
07:00 PM
08:00 PM
09:00 PM

10:00 PM

Then click Build My Schedules to build schedules.

Build My Schedules

If possible, the Schedule Builder will generate all available options based on the courses you have chosen. There
may be several schedule options. Click the lock icon to “lock in” a specific preferred course.

Generated schedules are ordered based off of preferences. Click Save to Cart to add the course for later
registration, or click Register Now! to immediately register.



Build your schedule in 3 easy step:

‘Step 3: Buil

1
Success! We were able to create 709 schedules for you. My Schy Builder

« Click any row to view the result on the Schedule Grid.
« Click the +to view the details
 You can then Register Now! or click the "Save to Cart” button to place these course sections in your Shopping Cart and continue adding other courses. S Moo L] e Vha it e

Step 1: Courses Step 2: Availabili

Term: | Fall Semester Current courses

If you would like to refine your results, click one of the Step buttons above.
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Logging Out

When you are complete with your course registration, click the Log Out button and close your browser window.





