Student Registration

Self-paced (Independent Studies and Online)

Purpose: This document walks students through the process of registering for self-paced
classes at Moody Bible Institute. This covers both independent study courses (paper-based
correspondence) and online courses.
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1) The myMOODY Portal

The myMOODY website (my.moody.edu) is your portal, or gateway, to Moody Bible Institute
information. This portal provides specific information according to your role(s) at Moody (i.e.
student, faculty, staff, alumni, or applicant).
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2) The Student Center

Within the Student Center, you can manage your school-related activities such as Academics,
Finances, Personal Information and Admissions.
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3. John Doe does not have any holds, so he can proceed to enroliment by clicking the
Enroll link.
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4. On the next
screen, select
the current term
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H d
in future terms) \ Add Classes e
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CONTINUE
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3) The Shopping Cart

The shopping cart allows you to build a list of classes you would like to take. When your
shopping cart is ready, you can register for the classes all at once. The shopping cart is saved
automatically, so you can log out and resume the registration process at a later time. The
shopping cart is available at any time, so you can start building a tentative schedule before

registration actually opens.

1. Toaddaclassto
your shopping
cart, click the
search button.

[

| my class schedule ||
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aga ||
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edit

]
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drop swap
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1. Select classes to add

To select classes for another term, select the term and click Change., When you are
satisfied with your class selections, proceed to step 2 of 3.

Fall 2011 | Graduate | Moody Bible Institute change term |

DCIosed

.Open
Fall 2011 Shopping Cart

Your enrollment shopping cartis empty.

AWait List

Find Classes

% Class Search

= My Planner

sl

¥ My Fall 2011 Class Schedule
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2. On the search screen, provide details about the type of class you would like to add. Pay
special attention to select the correct campus!
a. Campus (Class Location):

i. Choose Independent Studies to see only self-paced print courses
ii. Choose Online-SP to see only self-paced online courses

D |

| my class schedule ” add ” drop ”

Enroll ]( My Academics

Swap ” edit ” term information

Add Classes
Enter Search Criteria

Campus [Class Location) |

Independent Studi
Main Carmpus
Select at least 2 search © Michigan CEU's

uf search results,
Michigan Campus

North Central Region [
Course Career | Mortheast Region :]
Znline 5
Course Tile Keyword Cnline-sp [example: statisticz)
PCM Sites
Course Subject SouthEast Region ;I
Spokane Campus
Course Number I = enactly ;I | (example: 1136)

nurnbers only
Use additional Search Criteria to narrow wour search results,

3 Additional Search Criteria

Beturn to Add Classes

CLEAR CRITERIA | SEARCH |

b. Course Career: Specify the appropriate program depending on if you are
seeking an undergraduate or graduate degree:/

( Search ]f Plan Tf Enroll / ]f

My Academics ]
| my class schedule || add || drop || SwWap || edit || term information |
Add Classes
Enter Search Criteria
Campus [Clasz Location) I ;I

Moody Bible Institute | | Fall 2011

Class Search Criteria

Course Career

I Undergraduate ;l

Course Title Keyword Continuing Education (exarnple: statistics)
Course Subject | Graduate =
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Class Search Filters: Use the following filters to help you find the class you're looking for. If
you want to search for all online classes, leave these areas blank and hit Search at the bottom.

Course Title Keyword:
best if used with single
keywords, eg: Survey
when looking for survey of
Theology

Course Subject: Choose
the specific subject area of
your class. (Some subjects
may not apply to both the
graduate and
undergraduate schools)

Course Number: four digit

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

Clas= Search Criteria

Course Cares I Undergraduate ;I

Course Tile Keyword | (example: statistics)

Course Subject I ;I

(exarmple: 11368)

Course Mumber |is exactly ;I | nurmbers anly

Use Additional Search Criteria to narrow your fch results,

| p Additional s.;;..-:hW |

CLEAR CRITERIA SEARCH |

number assigned to each class,
eg: 3321 for Survey of Theology

3. Once your criteria are set, click the SEARCH button.

4. Scroll through the
search results to
find the specific
class you would
like to add, then
click its select
class button.

Notice the Open,
Closed, Wait List
icons. Classes are
marked with these
icons to help you
quickly determine
current class
availability.

Multiple sections of

T D T

My Academics 1

| my class schedule || add || drop || swap || edit || term information |

Add Classes

BH=H

Search Results
Wwhen available, click View all Sections to see all sections of the course.

Moody Bible Institute | Fall 2011

Shopping Cart
My Class Scheduls MI 2BRING L3

“four shopping cart is ernpty,
BI 3506 e 8:00AM - 10:50AM

Roorn: TBA

The following clas rratch your search criteria Course Subject: Integration Lab, Course Careern:
Graduate, Show CperNlaszes Only: No, Campus: Online

Feturn to Add Claszes

START & MEW SEARCH |

AWait List

DCIosed

.Open

¥ IL 5500 - Biblical Spiritual Formation Lab 1

First E 1-2 of 2 |E| Last

View All Sections
the same class are i
) Section DL-LAB(1073) Status . select classl
listed under the Session 5 wesk
Same CIaSS tltle. Days & Times Room Instructor Meeting Dates |
TBA Online Classroom Faculty Staff Egii?iggii °
Section JZ-LAB(1074) Status . select classl
Session  § Waek
Days & Times Room Instructor Meeting Dates |
TEA <nline Classroom Faculty Staff ig;ig;ggii °
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5. The next screen
displays the class
details. Leave the
Start Date as today’s
date. Click NEXT to

select this class.

You are now
back at the
Shopping Cart.
This screen
verifies the
addition of your
class to the
Shopping Cart.
From this screen,
you can either
search for more
classes to add or
proceed to Step 2
to complete
registration.

If registration is
open and you are
ready to

( Search ][ Plan ][ Enroll ](

| my clags schedule ” add ” drop ” swap ” edit

My Academics ]

” term information |

Add Classes

m__

1. Select classes to add - Enrollment Preferences

Sumnrmer 2011 | Undergraduate | Moody Bible Institute

BI 1111 - Old Testament Survey

BI1111-01 cture .Dpen Grading Graded
Units 4.00
Session Open Entryf Open Exit
Enter the date yvou intend to start this class,
Career Undergraduate walid range is between 7/7/2011 and

2011,

07/07/2011 E‘J

e

Section | Component Days & Times Roonn Instructor Start/End Date|
Independent : 05/01/2011 -
05 [Moae studies- PRINT | 53130 Mathews 07/31/2011
w ke (& student Center J M - B - = - chPage - (G Tooks - @)

John Doe Campus Info My Page Students
=
Menu [=l| John Doe goto ... - ® I—
I» Campus Info
[> Legacy MBINet Login ( Search ][ Plan ][ Enroll My Academics
~ Academic Self Service ‘ my class schedule ” add H drop H swap H edit H term information ‘

— Student Center
= Add Classes

. B-=H

1. Select classes to add

£\

I Student Resources

[> Student Forms

I» Information Systems

I> Other Campus Senices
I> Chicago Travel

[> MBI Email

ible Institute e

To select classes for ancther term, select the term and click Change. When you are
catisfied with your class selections, proceed to step 2 of 3.

y BI 2210 has been added to your Shopping Cart.

Fall 2008 | Undergraduate | Moody Bible Institute change term
@ccen Eclosed Aowait List

Enter Class Nbr Delete |Class Days/Times |Room Instructor |Units|Status
[ _enter BL2210-01
A A # 4.00
L} [1542) TE TE Staff (]
Find Classes or i1t
A A # 4.00
¥ Class Search ) (15081 TE TE Staff @

£ My Planner

complete the
process, click
PROCEED TO

.
search | “1 |

PROCEED TO STEF 2 OF 3

)
ol =l
(T T G e S~

STEP 2 OF 3. Otherwise, you can log out and return to your shopping cart to complete

registration later.
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7. The next
enrollment step is

Wk (€& student Center

s - = v |k Page + () Tooks ~ (@)~
i L3 #

to confirm the myMOODY
SeIeCtlon Of your Tue, Feb 26, 08 John Doe Campus Info My Page Students
plasses that are o S John Das - I
In your current b S e ogi S T S TR Gy
ShOpplng Cart. If ‘ my class schedule H add ” drop ” swap H edit H term information |
everything looks g Add Classes o
gOOd, CIiCk v Stﬁewumes 2. Confirm classes
FIN I SH I; ﬁﬁ;trlﬁ:;tti':n‘j\:‘;fmelﬂs Click Finish Enrelling to precess yeur request for the classes listed below. Te
EN ROL L I NG [» Other Campus Senices exit without adding these classes, click Cancel.
. \ [ Chicago Travel

Otherwise, you -
can return to the ~ ® 5| A
prev|ous screen : Class : Description Days/Times Room Instructor Units | status|
to make [B:;zzi)n—m ?MTEA TEA Staff a00] @

. B Lidlisas Bl et TNTEA Staff 400 @
adjustments. Survey (Lasmure)

NOTE: Be sure to

CANCE PREV

[~

10 o

[ @[/ Trustedsites

| ® o0 - 4

review the status

of each course before completing registration. It is possible that while they were in your
shopping cart, courses may have closed.

The final enroliment step is to review

myMOODY
the classes that you have selected to B ot
make sure that you were properly Thu, Ju 7,1
registered. Classes that were _ _ <
successful will be marked with a a ¢ Ao gt st Lshacie ] .
goto .. -
green check mark. Classes that
produced an error will be marked with
a red “X'" Add Classes
R CTRE]
3. View results
Yiew the following status repart for enrollment confirmations and errors:
If there is a red “X” then you can use l
the error message listed to determine
the reason' If you are unable to BI 1111 Success: Thiz class has been added to your schedule,
det.ermlr!e thIS’ .you Can Ca:”. the MAKE & PAYMENT MY CLASS SCHEDULE ADD ANOTHER CLASS
registration hotline for additional help
[Py —
9. Your registration is now complete. You may use the tabs across the top of the screen to

review your schedule or to add and drop courses. You may also return to the main
Student Center screen to review your billing information. Should you encounter any
trouble during this registration process, please feel free to contact Moody’s
registration hotline at 312-329-8052 or 1-877-772-9478.
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