SCHEDULE BUILDER:::

Advisor Mode Tutorial: How to use Advisor Mode to create a student’s schedule plan in the most
efficient way possible!

Advisor Mode adds a new feature to the Advisors menu on the Faculty Tab in Self-Service Banner. This
allows users already configured as Advisors to select a student (in SSB) and sign on to Schedule Builder

as” the selected student. The Advisor can then add courses to the student’s plan, generate potential
schedules, and “lock in” courses.

Note: The Advisor Mode feature allows an advisor to pre-populate the students’ course schedule. The Advisor Mode feature

will not allow an advisor to register a student for courses and does not display the E Send to Shopping Cart button option.

Part One: Logging In and Accessing Schedule Builder
To begin, go to GoldLink: https://goldlink.etsu.edu/

Login by entering your ETSU email address and password.

EAST TENNESSEE STATE UNIVERSITY

Login to GoldLink

On the Advisors Page, click + to open Advisor Registration Tools.
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Under the options in Banner Links, click Schedule Builder-Advisor Mode.
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Part Two: Selecting Your Search Criteria

Select Term
Select the Term that you will be using to build for your student’s class schedule; click Submit.

GOLDLIiInk

Self Service

Personal Information Student SFETSNEZETES Employee WebTailor A ration Fi 1 Aid i rative Staff

Search | || Go |

Select Term

ETSU Undergraduate and Graduate
Quillen COM: College of Medicine
Gatton COP: College of Pharmacy

Select a Term: [Summer 2018 ~

Select Student and Advisee ID Selection
Enter the Student or Advisee’s ID (E#) or search by Student and Advisee Query; click Submit.

GOLDLINnk

Self Service

Personal Information Student T EVECEE TR Employee WebTailor ini ation i ial Aid inistrative Staff

Search Go

Student and Advisee ID Selection

¥ You may enter:
1. The ID of the Student or Advisee you want to process, or

2. Partial names, a student search type, or a combination of both. Then select Submit.

Student or Advisee ID: 00000000

OR

Student and Advisee Query
Last Name: Buccaneer
First Name: Bucky

Search Type: * students
Advisees
Both
Al

Submit Reset

Please Verify the Student or Advisee’s Information; click Submit.
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Search[ ]I Go |

Student Verification

¥ please select Submit if the person you chose is correct. If this is incorrect, choose the ID Selection link to try again.

Bucky E. Buccaneer is the name of the student or advisee that you selected.



Wait a few seconds to be automatically redirected to Schedule Builder.
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Schedule Builder Redirect

You will be automatically redirected to the Schedule Builder in O seconds.

Schedule Builder

RELEASE: 8.0.3.1

@ 2018 Ellucian Company L.P. and its affiliates.

Select Campus
Select the Campus by checking the box beside the campus selections; click v' Save and Continue.
NOTE: The Campus checked will ONLY allow courses offered at that campus to display in schedule options.

Schedule Builder Text Only @ Help & Sign out

EAST TENNESSEE STATE UNIVERSITY

Select Campus

Select All Campuses

AVL Centre at Millennium Park

Crispin Ultd Tri-Cities Equ C
ETSU at Kingsport - Allandale

(-
-
-
(=] Dobyns-Bennett High School
(-
— ETSU at Sevier County
-1

ETSU Eastman Valleybrook Camp

1 ETSU. Main

« Save And Continue

Select Additional Search Criteria:
The Home Screen displays Additional Search Criteria that you can filter by clicking the Change button.

Schedule Builder Text Only @Help @ Signout

EAST TENNESSEE STATE UNIVERSITY

Course Status Open & Full Change Term Summer 2018 Change

Sessions All Sessions Selected Change Campuses All Campuses Selected Change

Instructional Methods All Instructional Methods Change Levels All Levels Selected Change
Selected

Additional Search Criteria Definitions:

Course Status: (Open Classes Only or Open & Full) Term: (Spring/Winter, Summer, Fall)
Sessions: (All Sessions Selected or Individual Session) Campuses: (Campuses)
Instructional Methods: (In Person or Web) Levels: (Academic Level)




Part Three: Building Your Student’s Schedule

To build the student’s schedule; click one of the following options:

NOTE: The Student’s ID (E#) will display below Additional Search Criteria.

A. + Add Course

or

B. click here (ACTIVE Degree Works Plan)*This Option will ONLY display with an ACTIVE Degree Works Plan*
NOTE: If you do not have an ACTIVE Degree Works Plan created, then you will have to create one.

Please visit Degree Works Video Tutorials: http://www.etsu.edu/reg/degreeworks/tutorials.aspx

+ Add Course
Select the + Add Course Button

Schedule Builder

EAST TENNESSEE STATE UNIVERSITY

Course status open & Full Chonge Term Summer 2018 Chonge
sessions All Sessions Selected Change campuses All Campuses Selected crerge
Instructional Methods All Instructional Methods Chanse Levels Al Levels Selected Chanse

1+ Eoooooooo Y

Courses Breaks

€ Add times during the day you do not wish to take classes.

€ Add the courses you wish to take for the upcor,

€Y Your degree plan shows 2 courses for Sum.t.c
click here to load them into your course list.

Sckddules

o]
A. + Add Course
B. click here

*For this tutorial we will continue building the schedule clicking the + Add Course button.*

+ Add Course
Click the + Add Course Button.

@ Help &= Sign out

Schedule Builder Text Only

EAST TENNESSEE STATE UNIVERSITY

Course Status Oopen & Full Change Term Summer 2018 Chonge
sessions All Sessions Selected Change campuses All Campuses Selected Change
Instructional Methods All Instructional Methods Change Levels All Levels Selected Chonge

Selected

ID: EO0000000

Courses

€P Add the courses you wish to take for the upcoming term. ¥ Adaumes during the day you do not wish to take classes

€Y Your degree plan shows 2 courses for Summer 2018.
click here to load them into your course list

Schedules

< Generate Schedules


http://www.etsu.edu/reg/degreeworks/tutorials.aspx

The Add Course Screen will display with the Tab options that you can filter to build the schedule.

Schedule Builder Text Only

Add Course
By Degree Works Search by Course Search By
Dysubjsct Plan Number Instructor

Subject t = -

Course ele -

Back -+ Add Course

Tab Definitions:

By Subject: (Course Subject) *Most Commonly Used*
By Course Number: (Course Number)

By Instructor: (Instructor Name)

@ Help & Sign out

Courses

€ choose a Course and click Add Course

By Degree Works Plan: (ACTIVE Degree Works Plan)*This Tab will ONLY display with an ACTIVE Degree Works
Plan.* NOTE: If you do not have an ACTIVE Degree Works Plan created, then you will have to create one.
Please visit Degree Works Video Tutorials: http://www.etsu.edu/reg/degreeworks/tutorials.aspx

*For this tutorial we will continue building the schedule by clicking the By Subject Tab option.*

Building with the By Subject Tab
Click the By Subject Tab

NOTE: If a Subject or Course is not displaying, it might not be offered during a particular term.

Schedule Builder Text Only

Add Course
Plan Number Instructor

Subject elect S e v

Course

Click the Subject from the Subject dropdown box.

Schedule Builder Text Only

Add Course

- By Degree Works Search by Course Search By
By Subject Plan Number Instructor

Subject | English (ENGL)

Course |
Accounting (ACCT)

Biology (BIOL)

Community & Behavioral Health (COBH)

| English (ENGL)
ETSU (ETSU)
Health Sciences (HSCI)

History (HIST) v

® Help & Sign out

Courses

o Choose a Course and click Add Course

@ Help @ Sign out

Courses

) Choose a Course and click Add Course


http://www.etsu.edu/reg/degreeworks/tutorials.aspx

Click the Course Number from the Course dropdown box.

Schedule Builder Text Only [ ® Sign out

Add Course

By Subject By Degree Works Search by Course Search By COUI’SES
Plan Number Instructor
o Choose a Course and click Add Course
Subject English (ENGL) v
Course Select Course N
Q

1010 Crit Read/Expos Writing

2120 American Literature 11

The course description will display for the course selected.

Schedule Builder Text Only @ Help & Sign out

Add Course

. By Degree Works Search by Course Search B
By Subject e Y, e Courses
Plan Number Instructor

e Choose a Course and click Add Course
Subject English (ENGL) -

Course 1010 Crit Read/Expos Writing -

Back

English 1010 - Crit Read/Expos Writing

Writing paragraphs and essays based on close readings of various texts, with an
emphasis on clear, grammatically correct expository prose. Students must take this
course during the first eligible semester at the university. Students must earn a grade
of “C” or above to pass this course.

Click the + Add Course button, which will move the course you have added under Courses. Continue
selecting additional courses to build your schedule.

Schedule Builder

Only

[ «” Added ENGL 1010 - Crit Read/Expos Writing

By Degree Works Search by Course Search By
Subject
Pian Number Instructor Courses

o ENGL 1010

Subject English (ENGL) - Crit Read/Expos Writing

Course 1010 Crit Read/Expos Writing .

English 1010 - Crit Read/Expos Writing

Writing paragraphs and essays based on close readings of variocus texts. with an
emphasis on clear. grammatically correct expository prose. Students must take this
course during the first eligible semester at the university. Students must earn a grade
of "C” or above to pass this course



Once you have finished adding courses, click the < Back button taking you back to the Home Screen.
Schedule Builder

Add Course

By Subject

Text Only

By Degree Works

Plan
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The courses you have added for the student will display under Courses on the Home Screen.

Schedule Builder

Course Status

Sessions

Text Only

Open & Full

All Sessions Selected

Instructional Methods All Instructional Methods
Selected

Courses
V1
= CScCi 1100
Using Information Tech
ENGL 1010 )
Crit Read/Expos Writing
HIST 2?10
U.S.To 1877
HSCI 2010
Anatomy/Physiology |
[ Prerequisites |
HSCI 2011
= Anat Phys Lab |
Schedules

= Generate Schedules

a- Options
Q Options

Q Options

Q Options

'a- Options

EAST TENNESSEE

Change
Change

Change

@ Help & Sign out
STATE UNIVERSITY
Term Summer 2018 Change
Campuses All Campuses Selected Change
Levels All Levels Selected Change

ID: E00000000

Breaks

@ 0 06 00

® ® ® ® ® 0

o Add times during the day you do not wish to take classes.



Part Four: Generatin h 1

Click the E Generate Schedules button. The schedules that are generated will take into account all
search criteria. Within seconds, Schedule Builder will provide you with every single schedule option
based off search criteria selected!

Schedule Builder Text Only P a% Sign out

EAST TENNESSEE STATE UNIVERSITY

Course Status Open & Full Change Term Ssummer 2018 Change

Sessions All Sessions Selected Change campuses All Campuses Selected Chanse

Instructional Methods All Instructional Methods Change Levels All Levels Selected Change
Selected
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Part Five: Viewing Generated Schedules

To view the generated schedules, click the View button under Schedules.

Schedule Builder Text Only @ Help e

EAST TENNESSEE STATE UNIVERSITY

Course Status Open & Full Change Term Summer 2018 Change
Sessions All Sessions Selected Change Campuses All Campuses Selected Change
Instructional Methods All Instructional Methods Change Levels All Levels Selected Change

Selected
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The student’s potential schedule that you selected to View, will display a week at a glance.
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Back Print

B4 Email
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Shuffle Schedule 1 of 25
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Back Print
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=3 Emall
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Shuffle Schedule 1 of 2

Day(s) & Location(s)

© = STIED csc 1100 01 OS/TA/20NS -~ GEIGI 720N S BAAE B B mi S Guris '~ ADTO 104 a
© a 51131 ENGL 1010 0on 05/15/2018 - 08/09/2018 TTh 9:a5am - 11:05am - A014 302 3
o o 1154 HisT 2010 oot ©5/15/2018 - 05/31/2018 TTh 8:15am - 9:35am - A021 118 s
[ Precequisices ]
o a HsCl 2010 o100 ©05/14/2018 - 06/01/2018 MWE 10:25am - 11:20am - A019 232 a
[ Precequinicas I
© =2 Hsci 2011 o100 05/14/2018 - 0s/28/2018 M 11:30am - 12:25pm - A019 234 o
Week 2 (0O5/21/2018 - O5/27/2018)
Wweek 1 2 s a s 7 = s 10 11 1z 1=
csci 1100
ENGL 1010
HIST 2010
Hscl 2010
HSCI 2011
Monday Tuesday Wednesday Thursday Friday
o csci-1100 a|e HIST-2010 ale csci-1100 a e HIST-2010 ale csci-1100 =
Ac10 104 A021 118 Ac10 104 Ac21 118 A010 104
Desjardins, Mathew Ryan Carter. Daryl A Desjardins. Mathew Ryan Carter. Daryl A Desjardins. Mathew Ryan
o ENGL-1010 =Y o ENGL-1010 =
Ao14 302 Ao14 302
> Hsci-2010 = Holarb saanic S o Hsci-2010 = Bloltehd e o Hsci-2010 =

Part Six: Locking In Schedule

In the potential schedule view, as an advisor you can “lock in” a specific course by clicking on the

Unlocked a icon. The Locked = icon will now display on the course you have “locked in”.

The locked courses will display on the potential schedule you are building for the student.
NOTE: Locking a course does NOT save a seat or register a student for the course, it locks in a course for a potential schedule.

= Sign out

Back Print

EA Email

ID: E00000000

€» You are viewing a potential schedule only and you must still register.

Shuffle Schedule 1 of 25

(>

CRN # Subject Course Section Dates Day(s) & Location(s)
© o 51169 csci 1100 001 05/14/2018 - 06/01/2018 MWF 8:15am - 9:10am - A0O10 104 3
© o 51131 ENGL 1010 001 05/15/2018 - 05/31/2018 TTh 9:45am - 11:05am - AO14 302 3
o 5 51154 HIST 2010 001 05/15/2018 - 05/31/2018 TTh 8:15Sam - 9:35am - A0O21 118 3
| Prerequisites |
o o 51170 HSCI 2010 o010 05/14/2018 - 06/01/2018 MWF 10:25am - 11:20am - AO19 232 a
 Corequi
o 5 51171 HSsCl 2011 o010 05/14/2018 - 05/28/2018 M 11:30am - 12:25pm - A019 234 o
Monday Tuesday Wednesday Thursday Friday
s o csci-1100 ale HIST-2010 ale csci-1100 ale HIST-2010 ale csci-1100 a2
8 A010 104 A021 118 AO10 104 A021 118 AO10 104
:' Desjardins. Mathew Ryan Carter. Daryl A Desjardins, Mathew Ryan Carter. Daryl A Desjardins. Mathew Ryan
s
s
54 S ENGL-1010 =2 o ENGL-1010 =2
‘_‘;‘ A014 302 AO014 302
3 5 HScCi-2010 a il EE TN A 5 ) HSCI-2010 a e ) HSCI-2010 a
AO019 232 A019 232 AO019 232
Brown, Patrick | Brown, Patrick J Brown. Patrick J
HSCI-2011 =2

AO019 234
Brown, Patrick J




Advisors are now at the FINAL step!

NOTE: Advisors only have an option to pre-populate the students’ course schedule and do not have the E Send to
Shopping Cart button option. A student can adjust any pre-populated schedule plan that an advisor has built.

After you have “locked in” course suggestions for the student, click Sign out.

Schedule Builder

Back Print B4 Email Shuffle Schedule 1 of 25 e

ID: E00000000

€Y You are viewing a potential schedule only and you must still register
Subject Course Day(s) & Locatiorn(s) Credits
[ i ) ol 51169 csci 1100 001 05/14/2018 - 06/01/2018 MWF 8:15am - 9:10am - A0O10 104 3
o 5 51131 ENGL 1010 o001 05/15/2018 - 05/31/2018 TTh 9:45am - 11:05am - A0O14 302 3
© O 51154 HIST 2010 001 05/15/2018 - 05/31/2018 TTh 8:15am - 9:35am - A0O21 118 3
[ Prerequisites |
o B 51170 HSsCl 2010 o010 05/14/2018 - 0O6/01/2018 MWF 10:25am - 11:20am - A019 232 -1
[ Prerequisices Rt
o B 51171 HSCI 2011 010 05/14/2018 - 05/28/2018 M 11:30am - 12:25pm - A0O19 234 o
[=) Monday Tuesday wednesday Thursday Friday
Bam,
=1 @& c€sci-1100 aleo HIST-2010 alo c©sci-1100 a|lo HIST-2010 aleo c©sci-1100 F=
830 A010 104 AO021 118 AO010 104 A021 118 AO010 104
:“‘ Desjardins, Mathew Ryan Carter, Daryl A Desjardins, Mathew Ryan Carter. Daryl A Desjardins, Mathew Ryan
si1s
2:30
L o ENGL-1010 a2 o ENGL-1010 a2
2 AO014 302 AO14 302
HSCI1-2010 a Holland, Mark S o HSC1-2010 a Holland. Mark S o HSCI-2010 a
AO019 232 AO019 232 AO019 232
Brown, Patrick | Brown, Patrick J Brown. Patrick |
HSCi1-2011 2

A019 234
Brown, Patrick |

An automatic pop up question will display: Are you sure you would like to exit Schedule Builder. To sign

out, click OK.
NOTE: This is the final step for an advisor using Advisor Mode.

Are you sure you would like to exit Schedule Bullder?

Cancel




*The courses locked by an advisor will now display in the Student’s Schedule Builder view.*

nt’'s Schedule Builder View EXAMPLE:

The courses that the advisor “locked in” are displayed under Courses in the Student’s Schedule Builder.
Note: A student can adjust any potential schedule plan an advisor has built.

The example below displays the view in the student’s Schedule Builder.

Schedule Builder Text Only

EAST TENNESSEE STATE UNIVERSITY

Course Status Open & Full

Term Summer 2018 Chonge
sSessions All Sessions Selected cCampuses All Campuses Selected Change
Instructional Methods All Instructional Methods Change Levels 1 of 3 Selected

selected

Courses Breaks

(=] € Add times during the day you do not wish to take classes
it Bt et Feict L options
Sxi‘;a:‘?::b‘ Writing ¥ options
= g Bl £+ options
EF aisi praen L options

|

2011

e 0000

¥ options

[ corean
Schedules

= Generate Schedules

To continue, the student will need to click the E Generate Schedules Button.

Schedule Builder Text Only

@ Help & Sign out
EAST TENNESSEE STATE UNIVERSITY
Course Status Open & Full Change Term Summer 2018 Change
Sessions All Sessions Selected Crange Campuses All Campuses Selected Change
Instructional Methods All Instructional Methods Change Levels 1 of 3 Selected Change

Selected

Courses Breaks

@ €@ Add times during the day you do not wish to take classes.
csci 1100 )

Using Information Tech Xroptions © B &
ENGL 1010 .

Crit Read/Expos Writing £*F options B ®
HIST 2010 .

U.S. To 1877 Lroptions @ B &
HSCI 2010 )

Anatomy/Physiclogy | ¥ options © B @
HSCI 2011 .

B e Phys Lab | £*F options B ®

Schedules

= Generate Schedules Shuffle

View 1 Q (=] CSCI-1100-001. ENGL-1010-001., HIST-2010-001, HSCI-2010-010. HSCI-2011-010



Once the student has determined a potential schedule, the student will need to click the E Send to
Shopping Cart button.

Schedule Builder Text Only

Back Print B3 Email ® send to Shopping Cart Shuffle

o You are viewing a potential schedule only and you must still register.

Subject Course Section Day(s) & Location(s) Credits
o ﬂ 51169 CsCl 1100 oo 05/14/2018 - 06/01/2018 MWF 8:15am - 9:10am - A010 104 3
o ﬂ 51131 ENGL 1010 oo 05/15/2018 - 05/31/2018 TTh 9:45am - 11:05am - A014 302 3
o ﬂ 51154 HIST 2010 o001 05/15/2018 - 05/31/2018 TTh 8:15am - 9:35am - A021 118 3
o ﬂ 51170 HsCI 2010 o010 05/14/2018 - 06/01/2018 MWF 10:25am - 11:20am - A019 232 4
Corequsices
o ﬂ 51171 HsCl 2011 o010 05/14/2018 - 05/28/2018 M 11:30am - 12:25pm - AD19 234 o]
(=] Monday Tuesday Wednesday Thursday Friday
Bam
=15 @ csci-1100 ale HIST-2010 ale csci-1100 ale HIST-2010 ale csci-1100 8
w22 AO010 104 A021 118 A010 104 A021118 A010 104
:‘h Desjardins. Mathew Ryan Carter. Daryl A Desjardins. Mathew Ryan Carter. Daryl A Desjardins. Mathew Ryan
am
215
5:30
s i ] ENGL-1010 =3 (il ENGL-1010 a8
'|‘::"‘ AO014 302 A014 302
00| € HSCI-2010 a Holland. Mark s ) HSCI-2010 a Holland. Mark S o HsCI-2010 a
104z AD19 232 AD19 232 AD19 232
11am Brown, Patrick J Brown. Patrick Brown. Patrick |

1118

ol @ HSCI-2011 a
s A019 234
"2;"!’ Brown, Patrick |

An automatic pop up question (for the student) will display: This schedule will now be transferred to the
Shopping Cart and the Schedule Builder will close. Do you want to continue? For the student to have the
potential schedule transferred to the Registration Shopping Cart, click OK.

This schedule will now be transferred to the Shopping Cart and the Schedule Builder
will close. Do you want to continue?



The

The

student is now at the Final Step!

student’s potential schedule will display in the student’s Schedule Builder Registration Cart

Note: The Schedule Builder Registration Cart displays a potential schedule only. The schedule in the Registration Cart does
not mean the student is registered for the courses or will be registered at their first available registration time slot.

The
Ino

student example below displays the potential schedule in their Schedule Builder Registration Cart.
rder for the student to register for classes, they must click the Register button when their first

available registration time opens.

GOLDLink

Per Infori £l @ Faculty Services Employee WebTailor A ini ation i ial Aid Administrative Staff

Search | [ o |

Schedule Builder Registration Cart

Welcome to the Schedule Builder Registration Cart.

Classes in the Registration Cart

Select CRN Subj Crse Sec Title Status
(=] 51131 ENGL 1010 001 Crit Read/Expos Writing —

4] 51154 HIST 2010 001 U.S. To 1877 =

&~ 51169 CSCI 1100 001 Using Information Tech -

~ 51170 HSCI 2010 010 Anatomy/Physiclogy I  —
51171 HSCI 2011 010 Anat Phys Lab I =
Register | [ Add to WorkSheet || Save Cart H Clear Cart

If NO registration add errors occur, the courses from the Schedule Builder Registration Cart will display

ont

he Add or Drop Classes page under Current Schedule.

GOLDLink

Self Service

Personal Information Faculty Services Employee WebTailor Administration Financial Aid Administrative Staff

Search | RETURNTOMENU SITEMAP HELP EXIT
Add or Drop Classes

¥ IF you have any Learning Support requirements they will be listed below. For additional information, please visit:
http://www.etsu.edu/uac/learningsupport/

Use Degree Works to verify all coursework and transfer credits meet graduation requirements.

View refund adjustment dates. (Caution: refund dates may vary by course.)

Contact Financial Aid or the appropriate office before dropping any classes. Dropping classes may reduce or eliminate your eligibility for Lottery Scholarships or other financial aid, housing, Graduate Assistantships, athletic eligibility, '
etc.

Dropping classes covered by scholarships or financial aid may result in a balance due to ETSU. Fee adjustments can take up to four weeks to reflect on your student account. Check your GoldLink student account summary.

Visit the ETSU Bookstore website for textbook information.

View the Academic Calendar for additional important dates.

0 You are only permitted to register for 19.000 hours due to ding i ization requird Please submit proof of MMR and/or Varicella (Chicken Pox) if full-time registration is desired.
Current Schedule

Status Action CRN Subj Crse Sec Level Cred Grade Mode Title

Registered on Feb 28, 2018 51169 CSCI 1100 001 Undergraduate 3.000 Standard Letter Using Information Tech

Registered on Feb 28, 2018 51131 ENGL 1010 001 Undergraduate 3.000 Standard Letter Crit Read/Expos Writing

Web Registered on Feb 28, 2018 51154 HIST 2010 001 Undergraduate 3.000 Standard Letter U.S. To 1877

Web Registered on Feb 28, 2018 51149 HSCI 2010 001 Undergraduate 4.000 Standard Letter Anatomy/Physiology I

Web Registered on Feb 28, 2018 51150 HSCI 2011 001 Undergraduate 0.000 No Grade ~ Anat Phys Lab I



