
 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

This Help Guide is designed to assist you in using Registration and Student Planning and 
the My Progress options in Self-Service. 
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Still have questions? Contact the Records & Registration office at records@walshcollege.edu. 
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Walsh Course Types 

 
What does V, VB, VH, and VS mean? 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Online (V section) course: in an online course, the student and instructor are separated by 

distance and connected via Walsh’s chosen Course Management System (CMS) for delivery of 
the course content and course interaction. Walsh online courses are largely asynchronous, 
meaning student and teacher do not need to be online at the same time, and work can be 
completed at different times, barring any specific synchronous activities that will be explained in 
the course syllabus. Students located in any geographic location may complete their studies 
online and will not be required to come to the location for any of the course components. 
However, a student may be required to take exams at an approved proctored location. 

 

Blended (VB section) course: a blended course is a course that will meet in the classroom 

and online weekly. Some of the course content and/or interaction is delivered via Walsh’s 

chosen Course Management System (CMS). Students must come to one of theWalsh 

community college partner or offsite (non-Troy campus) locations to complete a VB course. 
 

Virtual Hybrid (VH Section) course: in a hybrid course, the course is held in the traditional 
classroom or can be accessed remotely in real time via the College’s chosen video 
conferencing software. Additionally, some of the course content will be delivered online via the 
College’s chosen Course Management System (CMS). Students will be notified of the balance 
of real time (classroom or remote access) and online instruction in their syllabus. Students 
choosing to access the class remotely will not be required to come to campus for any of the 
course components. However, students may be required to take exams on campus or at an 
approved proctored location. 

 

Virtual Synchronous (VS section): in a virtual synchronous course, the course is not held in 

the traditional classroom. A portion of the course requires the simultaneous participation of 
students and faculty in real time via the College’s chosen video conferencing software. The 
remainder of the course content will be delivered online via the College’s chosen Course 
Management System (CMS). Students will be notified of the proportion of real time and online 
instruction in their syllabus. Students will not be required to come to campus for any of the 
course components. However, students may be required to take exams on campus or at an 
approved proctored location. 

 
 2



 

Viewing Program Requirements Using My Progress (formerly Program Plan) 
 
 

1. Students can view the courses, program requirements, and their progress toward 
completing their degree by going to My Progress in Self-Service for Students. My Progress 
is a degree audit that details the requirements in each program. This will be used by the 
records office to determine whether degree requirements have been met for graduation. 

 
 
 
 
 
 
 
 

 
2. My Progress lists the following information: 

 
1. At a Glance items including cumulative GPA, degree, major and catalog year. 

2. Graphs showing progress toward completing the program and credits applied to 
the program. 

3. Specific requirements that need to be completed in the program. 
4. The status of each course in the program (Not Started, Planned, Completed). 
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What is the Difference between a Planned Section and a Planned Course? 
 
 

When planning courses, you are able to add just the course to your plan or you can add a 
specific section of a course to your plan. 

 

1. A planned section is a course that has been added to your plan for a particular 

semester that has specific meeting dates/times.  You can register for a planned section. 
To register, please see the section titled Registering for Planned Sections. 

 
2. A planned course is a course that has been added to your plan for a particular 

semester.  You cannot register for a planned course.  To view sections of available 
courses, please see the section titled Choosing a Section of a Planned Course. 
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Searching for Sections-Main Menu 
 

1. Use the Search for Courses option in the top right to look for available classes. 
 
 
 
 

 
2. Type in the course you are looking for, for example ACC 510. 

 
 
 
 
 
 
 

3. All courses with that subject will display. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Once you have selected the course you need, click View Available Sections. 
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5. When you find the section you wish to enroll in, click Add Section to Schedule. 
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6. Detailed information will be displayed.  Choose Add Section to add this course and section 
to your schedule. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. Once the section is added, you will see a confirmation that will appear briefly in the top right 
corner of the screen that will look like this: 

 
 
 
 
 
 
 
 

 
8. Continue these steps to add more classes to yourschedule. 

 
 

9. Be sure to Register after adding courses to your schedule. See the section titled Registering for 

Planned Classesfor additional help. 
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Searching for Sections-My Progress 
 
 

1. To search for sections of required courses directly from “My Progress”, click on Search at 
the top of each section. This will enable you to view a list of the courses within that specific 
requirement. 

 
 
 
 
 
 
 
 

2. Click View Available Sections. 
 
 
 
 
 
 
 
 
 
 
 

3. When you find the section you wish to enroll in, click Add Section to Schedule. 
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4. Detailed information will be displayed.  Choose Add Section to add this course and section 
to your plan. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Once the section is added, you will see a confirmation that will appear briefly in the top right 
corner of the screen that will look like this: 

 
 
 
 
 
 
 
 
 

 
6. Continue these steps to add more classes to yourschedule. 

 
 

 
7. Be sure to Register after adding courses to your schedule. See the section titled Registering for 

Planned Classesforadditional help. 
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Choosing a Section of a Planned Course 
 

From the Plan your Degree and Schedule your Courses page: 
 

1. Go to Schedule tab 
 

2. Click on View other sections 
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All sections of the course will display for the term in which the course is planned. 
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Click on the section that you want to register in: 
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When the Section Details popup displays, click on Add Section. 
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The chosen section will now display in your schedule tab.  Click Register. 
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Registering for Planned Classes 
 

From the Plan your Degree and Schedule your Courses page, you have two options for 
registering for courses that are on your plan. 

 

1. Click the Register Now button at the top of the page, or 
 

2. Click on Register under each course. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Planned course sections will show on your calendar if being held on campus or at the bottom 
of the page if online. 
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Planned classes will also be shown as ‘Planned’ on the My Progress page. 
 
 
 
 
 
 
 
 

Your schedule can be viewed over multiple semesters by clicking Timeline on the Plan your Degree 

and Schedule your courses page. 
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Dropping a Course 
 
 

1. From the Plan your Degree and Schedule your Courses page. 
 

2. Be sure you are in the schedule tab. 

 
3. Be sure the correct semester is displayed. You can click on the arrows to move 

between semesters. 
 

4. Click the blue drop button within the course you need to drop.  If you do not see a Drop button 

available, the drop period may have ended.  Please refer to the academic calendar for specific 

dates. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
A Register and Drop Sections popup box will appear. 

 
1. Select a Reason. 

 
2. Click Update. 
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Your schedule will now look like this: 
 

1. Course shows as Planned. 
 

2. Clicking the ‘x’ will remove the course from your plan. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

A Confirm Remove Course popup will appear: 

 
1.  Click Remove. 

 
 
 
 
 
 
 
 
 

Your schedule will then update to show the courses are no longer registered or planned. 
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Waitlisted Courses 
 

If the section of a course you wish to register for is full, a red alert message will display 
indicating that the waitlist option is available.  The waitlist allows you to add yourself to a list 
and in the event a seat becomes available, you will be notified so that you can register. 
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To add yourself to the waitlist, Click on Add Section. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on Back to Plan & Schedule: 
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On the Schedule tab, you will see the course listed for the term in which it was added to your 
plan.  Click on Waitlist. 
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The status will then change to Waitlisted on your schedule. 
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To remove yourself from the waitlist, Click on Drop Waitlist. 
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The status will change back to Planned. 
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What is a Prerequisite? 
 

Some courses have a prerequisite. Prerequisites are courses that are required to be 
completed prior to or concurrent with other courses. 

 

 
If a class has a prerequisite, it will be shown in yellow just above the course description. This 
is for informational purposes and will not prevent you from registering for a course. 
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It will also display like this on the schedule tab before you Register. This is for informational 
purposes and will not prevent you from registering for a course. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

26



 
 

What is a Prerequisite Error Message? 
 

 

A prerequisite error message is in an alert to notify you that there are other courses that you 
need to complete before you are able to register for a course. 

 
This error message will appear in yellow in the top right corner of your screen if you try to 
Register for a course and do not meet the prerequisites.  It will look like this: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To fix this error, you will need to register for the prerequisite course first. Registering for the 
prerequisite course first will enable you to continue registering for other courses. 

 

If you have met the prerequisite and are still receiving an error, please contact your academic 
advisor for assistance. 
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Signing the Financial Responsibility Agreement 
 
 

The Financial Responsibility Agreement must be signed every three months in order to 

perform any registration process including adding and dropping classes. The Register function 

will be grayed out and unavailable until the agreement has been signed. 
 

When the agreement has expired a red alert will display in the top right corner of your screen. 

There are two ways you can sign the agreement. 

1. Click on the red alert to be taken to the financial agreement to sign OR 

 
2. Click on Financial Information from the Self-Service Menu 

a. Click on User Options 

b. Click on Required Agreements as shown here: 
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The form will then display on your Required Agreements page: 
 
 
 
 
 
 
 
 
 

 
The status will change to Accepted once it has been signed. 
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Helpful Tips 
 

1. My Progress (formerly Program Plan) is a degree audit that details the requirements in 
each program. 

 
 

2. Be sure to Click Register after adding courses to your schedule. More information can 

be found in the Registering for Planned Classes section of this Help Guide. 

 
 

3. On the Search for Courses and Course Sections page, there are multiple filters on the left 
side of the page that can help refine your search results. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Clicking on the Home icon will take you back to the main menu of Self-Service. 
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5. There is a Help feature in the top left corner of each page to help you with that page. 
 
 
 
 
 
 
 
 
 
 
 

 
6. On the Search for Courses and Course Sections page, click on Back to Plan & Schedule in 

the top left to return to the main page. 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. You can search for courses from My Progress by using the search for courses box in 
the top left corner of the page. 

 
 
 
 
 

 
8. You can register for classes from the Self-Service home page. 
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