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=

How To:
Add Yourself to a Waitlist

Note:
If adding a class through PAWS is not possible or requires permission granted outside of the PAWS system, you
may add a class via the Registration Change Form.

1. Go to the Student Center in PAWS. Verify that there no enrollment holds exist on your account. Click on the

Student Center

I s Student Center

|V Academics I

SearcH For CLasses |

Search

Plan @ You are not enrolled in classes.
" Holds
¥ St enrallmant shopping cart _
» Bursar's Office
other academic.. H @ Curreéncy used is US Dallar.

datails F

*~ Finances I

My Account

Account Inguiry
View Billing Statement
Credit Agreement

Financial Aid
View Financial Aid
AcceplDecline Awards

vou owe [N
" DueNow _—
" Future Due 0.00

Total Account Balance ]

** You have a past due balance of IR, **

Currency used is US Dollar.

" To Do List

Mo To Do's.

°" Enroliment Dates

Enrallment Appointment
You do not currently have an
Enrallment Appointment
assigned for an upcoming term.
Please see the Enroliment

other financial... = ® L }
Agpointment website for maore
Infarmation:
enroilappointment.uwm.edu

make a payment b

Enroll link to start signing up for courses.
More information on holds can be obtained by clicking the details link. Some holds may require you to resolve a
financial issue or meet with an academic advisor prior to enrolling in courses.

If the Enroll link does not appear, you may be attempting to register outside of an assigned enrollment period.
Check enrollappointment.uwm.edu for more information. If you’ve previously attended UWM but have not
recently attended, you may need to complete a reentry application prior to enrolling.
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http://www4.uwm.edu/des/upload/registration_change_form.pdf
http://enrollappointment.uwm.edu/
http://www4.uwm.edu/admission/upload/app_reentry.pdf

2. If there are multiple terms active, you will be prompted to select a term (semester). Otherwise, you

will be

brought directly to Add Classes to Shopping Cart for the active term. Classes are added to the enrollment

nn M Panther Access
to Web Services

Favorites = Main Menu > Self Service > Academic Planning > Enroliment Shopping Cart

(| [ goto.. D@

[ Search )i Plan ( Enroll I myAcademics

]

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

Shopping Cart

Add Classes to Shopping Cart

Use the Shopping Cart to temporarily save classes until it is time to enroll for this term.

Spring 2014 | Undergraduate | University Wisconsin-Milwaukee

[>;

Add to Cart: Sp . \
Enter Class Nbr

enter l I Your enroliment shopping cart is empty.

Find Classes

@ Class Search

My Planner

search

shopping cart as the first step of enroliment.

There are two primary ways to add classes to your enrollment shopping cart: enter the five digit “Class Nbr” OR

utilize the PAWS Class Search function.

If you know the five-digit class number, enter that number into the entry box and click the enter button.

If you do NOT know the five-digit class number, with the Class Search radio button selected, click the search

button.
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If you are utilizing the Search function, select a Subject (or academic department) from the drop-down menu

Enter Search Criteria

Search for Classes

=~ Class Search

University Wisconsin-Milwaukee | Spr

-13 2014

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

Course Subject |

Course Number is exactly

| ¥/Show Open Classes Only |

Course Career
Class Nbr

Course Keyword

= Additional Search Criteria

Course Attribute

Undergraduate =

b

Course Attribute Value |

Requirement

'

Designation

=~ Additional Search Criteria

Days of Week

include only these days

' Man

| Tues| | Wed| | Thurs|

Fril | Sat

Sun

Meeting Start Time [

greater than or equal to

Meeting End Time [

less than or equal to

Lecation |

Mode of Instruction |

Instructor Last Name [

[» Additional Search Criteria

Return to Shopping Cart

begins with . |

CLEAR

SEARCH

and enter a three-digit catalog number, such as “English” and “101.”

If you only want to see sections that have seats available, leave the Show Open Classes Only checkbox selected.
If you want to see all sections, un-check the Show Open Classes Only checkbox.
4. Class sections that meet the search criteria will appear.

One

University Wisconsin-Milwaukee | Spring

<| My Class Schedule

You are not registered for classes In this term.

Shopping Cart

Your shopplng cart Is empty.
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If more than three sections meet your search criteria, you will need to advance through the results using the
arrows on the gray navigation bar or click the View All Sections option. Click on the select class button for
further information on a class section or to progress towards enrolling in that section.

Using a five-digit class number on the Add Classes to Shopping Cart screen (in step 2 above) will bypass this step
and take you directly to the Enrollment Preferences screen (in step 5 below).
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5. Using either the five-digit class number or selecting a class through search criteria, you will arrive at the

Shopping Cart

m__

- jergraduate Iniversity Wisct

BUS ADM 496 - International Business

Class Preferences

Session

Career

-

- ® " @

BUS ADM 496-004 Lecture (@ Open

Regular Academic Session

Undergraduate

Enroliment Information

Prereq Enforcement: Junior standing
or greater & Admission to Business
Administration major; & Bus Adm
330(P), 350(P), 360(P); or Graduate
standing; or Speclal Students.
International Studies, Additional
Courses

Global Studles - Globa
Communications

International Studies Major,
Crosslisted Courses

Consent required to audit
Undergraduate-Advanced

C/NC Prohibited

Course/section requires additional
fee(s)

Undergraduate Only

-Filwaukee

1. Select classes to add - Enrollment Preferences

Grading Graded

Units 3.00

CAnCEL Previous I MNexT
Section [Component| Days & Times Roem Instructor Start/End Date
ooa e [8e 0P oot o Quaanss-
NOTES
Class Motes Additional Tuition $63.66.

Enrollment Preferences page.
Please review the information on this page carefully, as it includes information related to enroliment permission
and eligibility. Both the Enrollment Information section and the NOTES box may contain information about

course prerequisites and/or additional course fees.

Once you have verified the class detail information, click the Next button to add the class to your enrollment

shopping cart.
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If there are any related components associated with the class — discussion or lab sections, for example — you

will be prompted to select one before the class is added to your shopping cart. (In the example below, the

[ Search f Plan 0 Enroll

I my clags schadule " add " drop " swap "

Shopping Cart

Il

My Academics ]

edit

" term information I

1. Select classes to add - Related Class Sections

BUS ADM 201 - Intro to Financial Accounting

Lecture selected:

Section 402
MoWe 2:00PM - 3:15PM  LUB N140

m__

View All Sections

CANCEL

® O A
Select Discussion section (Regquired):
Class
Nbr Section Schedule Room Instructor Status
12850 608 Fr 9:00AM - 9:50AM  LUB 5191 C. Diermeler i
12851 609 Fr 9:00AM - 9:50AM  LUB 5195 M. Harvey i
Fr 10:00AM - o
12a5| BTN S LUB 5191 C. Diermeier ]
Fr 10:00AM - )
12853 611 |5 coam LUB 5195 M. Harvey B3
Fr 11:004M - I
12854 B12 11:S0AM LUB 5191 C. Diermeler E3
| = First E 1-5 of B [} Last

| MEXT |

student is required to add a discussion section in addition to a lecture section for her Accounting class.)
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7. If you wish to add additional classes, repeat the steps above. Otherwise, check the box in the Select column

of your enrollment shopping cart, then click the enroll button.

Il

[ Search

|

| my class schedule " add

Shopping Cart

Enroll

swap

Il

My Academics ]

|| edit

" term information |

Add Classes to Shopping Cart

Use the Shopping Cart to temporarily save classes until it is time to enroll for this term.

Spring 2014 | Undergraduate | University Wisconsin-Milwaukee

Add to Cart:
Enter Class Nbr

I_ enter |

Find Classes

(® Class Search

' My Planner

search
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change term I
.,_x__‘h. g Ciose A Wit Lis
Select| Class Days/Times | Room Instructor | Units| Status
BUS ADM 5. 30p
444-001 B"',"fum M- | e ni1s k. Enrhardt| 3.00| [
(129331 :
BUS ADM 5. 30p
496-004 | 207 a0l Bs0 E.wentz | 300 @
[13359) '
far selected: delete I anroll I
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8. On the Confirm Classes page, review both the course information and the statement regarding financial
responsibility related to enrollment.

f Search ]f Plan ][ Enroll ]f My Academics -]
| my class schedule " add " drop " swap " adit " term information |
Shopping Cart pEge

2, Confirm classes

Click Finish Enrolling to process your reguest for the classes listed below. To exit
without adding these classes, click Cancel.

By registering | agree to accept financial responsibility for all tuition
and fees that apply to my enrollment. Finance charges at the rate
of 1% per month will be assessed on any past-due obligations.

@ O iy
Class Description Days/Times Room Instructor | Units |Status
BUS ADM 495-004 International Business |We 5:30PM - -
(13359) (Lecture) 8:10PM Ll 2nl e 3.000 @
CaNcEL | PrEVICUS FinisH EMROLLING

Click the Finish Enrolling button to complete the transaction.

9. If your enrollment request was successful, you will see a green check mark (success) under the Status column.
If your request was unsuccessful, you will se a red X (errors) and an error message will be displayed.

10. Click the Add Another Class button to continue adding or dropping classes.

11. When you have finished entering classes or making changes, you can review your schedule by clicking the
My Schedule link at the bottom of the page.
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