
How to Sign In: 

 
  

Type in your password. The 
first time you log in your 
password is your birthdate 
in (MMDDYY). You will 
then be prompted to change 
your password.  

Click on Log In & 
follow the steps 

Type in your user ID. 
Your user ID is your 
firstname.lastname 

*All lowercase* 

 



 
 

Click on Student 

Click Search, Plan 
& Register 

Your 6 digit DOB 
(MMDDYY) 

Your new password must 
be 6 to 9 characters in 
length and include both 
letters and numbers. 



How to Register:  

 
 

Click on Academics and 
Districtwide Course List to get 
to Advanced Search. “Similar to 
Search Class Schedule via Web 

 



OR Search by subject:                                                               

 
 
Plan & Schedule:  
  

Select View Available Sections. 

You may use Filter Results to 
narrow down your search.  



 

 

  

Scroll through the available sections and find the best fit for your schedule 

Once you have selected a section, a window will open with course 
information on the section you selected. 

If you would like to schedule this course, select Add Section. If 
not, select Close and repeat the previous steps until you have 
selected the course you want to schedule.  



 

  

Selecting Add Section in the previous step only 
adds the course as a planned course. In order to 
complete the Registration Process, you must 
select Plan and Schedule from the Student 
Planning drop down at the top of the screen.  

The course you previously planned should 
appear. If you are satisfied with this course, 
select Register.   

If you have more than one course planned and 
you would like to schedule them all at one 
time, select Register ALL Scheduled Courses.  

Registered courses will appear in green.   



Registering Using Add Authorization:  

After the Course has started, this popup will appear 
“Please See Instructor For Add Authorization.”    

 

In order to complete the Registration Process 
Using Add Authorization, you must select Plan 
and Schedule under Student Planning & 
Registration.  

If you type something into the text box. It will give you an 
error message. The Add Authorization is not a code, but 
access to be into the desired section that is only given by 
the instructor.     

 

The course you previously planned 
should appear. If you are satisfied 
with this course, select Register.   

 



 
 
 

Registered courses will appear in green.   

Once the Add Deadline has passed. You will get an error message 
saying “Late Add Petition Needed – A&R.” This error message 
means you have to petition to register for the desired class,      
please see A&R at Building 10 or call (619) 644 – 7186.  

If you do not have an add authorization, here is 
example email to send to your instructors for 
an add authorization.  

 

Once you have been given Add Authorization 
by the instructor, under the section it will read, 
“Authorized for Add.” Click Register for the 
desired class.  

 



How to drop a section:   

If you decide to drop a course prior to the 
semester start date, select Drop. 

Click Update to proceed with Drop 

After you Drop the course in Self-
Service, it is placed back as a planned 
course. To remove it from planned, 
click the X. 



 How to pay your fees: 

 

 

 

 

  

Click on the down 
arrow and choose a 
Payment Method 

Click on the Proceed to 
Payment button 


