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How To:
Salem College's Self

Service Website

You will use Self Service not only for registering for

courses but also for otherregistration tasks. You need
your Salem login credentials to access Self Service.

TIPS BEFORE READING:

DESCRIPTION: If you click on a course title, you can read a
description of the course and see if there are any prerequisites
(courses you’d have to take first before you take this one).

DATES: Most courses run for the whole semester, but some are
divided into first- and second-half term courses. PHED courses
with numbers in the 100s meet for the first half of the semester;
those with 200s meet for the second half of the semester.

CREDITS: Each class listing tells you how many semester hours
a course is worth. You must take at least 12 per semester to be full
time; you need permission to take more than 18 semester hours.

Classes are divided into sections and will have letters as
indicators:

® Y is used as the section for hybrid courses.

® O is for courses that are completely online or asynchronous



https://selfserv.salem.edu/selfservice

Log in to MySalem

¢ Enter your Salem username (do not include @salem.edu)
and password and click Sign in.

[Salem Username

Password

Sign in above using your Salem account.
ur
ving pro
please contact us by emailing help¢

Viewing Student ID, and MySalem
Bar Descriptions

® You are now logged into your account. You will see your
student ID and your nanze:

SALEM ACADEMY AND COLLEGE e |

# My Salem K Academics Corvices v Student Affairs  »

Collequtudents Home
Mam?a?@oom@u@m
* Drive I Sites I Go!gle I Mo!dle | GD!gle I Gralduale

l Groups Chat Tt self- Classroom Salem Moodle
Service College
IT Library
Support
Career

Advice




Log in to Self-Service

® (Click the purple computer screen.

) My Salem Home - Academscs fecices - Student Affairs =

College Students Home

» College Students
MB @& S Q0O ﬂ By m
* == Drlve I Sites I Go!gle I Mgodle | Google I Graduale
Elassroom Moodle

I Groups Chat Meet Zoom Self-
Service CO"EEE
Im Library
Support
Career
Advice

¢ Type in your User Name (firstname.lastname) without the
“@salem.edu” on the end and click next.

ADMISZIONS

SALEM ACADEMY AND COLLEGE

® When logged in, this is what your Self-Service account should

look like.
SALEM ACADEMY AND COLLEGE

REGISTRATION GRADES FINANCES: SEARCH

Today's Overview

° My Tasks You're up ta datel

VIEW CHECKLIST

How to find Course Q How to find your Grades

* information

© How to find your schedule

Select Reglstration from the menu above . O R P R N
u
and then My Schedule. Choase the Select Registration > My Schedule or
Courses. Click any of the courses for mare then Grade Report.

2022(Spring Period.
informatian,

10f 3 20f3

Your Calendar




View Your Schedule

Hover over REGISTRATION and then click MY SCHEDULE.

SALEM ACADEMY AND COLLEGT:

COURSES

Today's Overview MY SCHEDULE

ACADEMIC PLAN
e My Tasks o, e up to datet

REGISTRATION GRADES PLANN

WHAT IF?

SALEM ACADEMY AND COLLEGE | I B @m

My Schedule

My Schedule = O

&b Print
2022/Spring w [ Courses in cart O Waitlist courses

Business Administration Major Gen Ed Requirements VIEW CART |

Undergraduate, BSBA Undergraduate, Gen Ed BSBA 3

Advisor(s): Wise, Kendra Tiffany Advisor(s): Wise, Kendra Tiffany

Design

Undergraduate, Minor

Advisor(s); Wise, Kendra Tiffany

Manday Tuesday Wednerday Thursday Friday

| BuD 211: Data Management and Infomation Systems

e SCROLL DOWN to view as calendar.

l_ f _ \{ ‘\L( ‘\ D ] 1\1 Y’ .\. N D ( 1\ _J L L[L' | REGISTRATION GRADES FINAMCES SEARCH E @ Angela =

-
Manday Tuwesday Wednesday Thursday Friday
I BUAD 211: Dana Management and Information Systems
BUAD 230: Bugimess Law BUAD 220 Busingss Law

& Danictorad I



e SCROLL DOWN to view as a list.

\ I-}} _\I \"’ \ N I) ( [}I' [' [ t] ] REGISTRATION  GRADES  FINANCES  SEARCH A=) @ Angela =
-
My Schedule
My Schedule = IS
& Print
lz;z:z:.fSDrmg w [ Courses in cart [ waitlist courses
Business Administration Major Gen Ed Requirements VIEW CART
Undergraduate, BSBA Undergraduate, Gen Ed BSBA
Advisor(s): Wise, Kendra Tiffany Advisor(s): Wise, Kendra Tiffany
Design
Undergraduate, Minor
Advisor(s): Wise, Kendra Tiffary
i ."\ [)[ '\l \-" ."\ N D { (jl ] ]L; I REGISTRATION  GRADES  FINANCES  SEARCH A=) ® Angela —
.
Session Main
BUAD 220: Business Law F i
3.00 —
Subtype: Lecture | Section: A w REGISTERED
Type: Course | Credit type: Undergraduace Credit Wise, Kendra Tiffany Credits e
Duration: 11182022 - S32022
.30 AM - 10:50 AM
TR
Salem College, Main Mall, Room 304
BUAD 21!: Data Management and E 1.00 o
Information Systems —
Farrest. Casey Jerame Credits

Submype: Lecure | Seesiors O
Type: Course | Credin rype: Undergracuaze Credit
Durstion: 171812022 - 5312022

Mo schedule

Show Markup Toolbar

Traditional courses

Registered: 2
Registered credits: 6.00

Register and Add Courses

* Hover over the REGISTRATION tab and you can find course
information, your scheduleyacademic plan, and what if

options.

GRADES PLANNING FINANCES SEARCH

SALEM ACADEMY AND COLLEGE SRS

Today's Overview MY scHEouLe

ACADEMIC PLAM
° MY Tasks ‘You're up to date!

WHAT IF?

Student Important How to find your How to find Course How *
Dates and Forms schedule information Grade
Use link to find important Select Registration from the Select Registration > My Select Grad
deadlines and dates and all menu above and then My Schedule or Courses, Click any and then G

Registrar forms. Schedule. Choose the of the courses for more
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¢ (Click on COURSES.

GRADES PLANNING FINANCES SEARCH

SALEM ACADEMY AND CO% RSOTRATION

Today's Overview MY SCHEDULE

ACADEMIC PLAM
° M,’ Tasks You're up to date!

WHAT IF?

How to find Course
information

Select Registration > My
Schedule or Courses. Click any
of the courses for more

How to find yi

Grades
Select Grades from th
and then Grade Repor
Student #

Student Important

Dates and Forms
Use link to find important
deadlines and dates and all
Registrar forms.

How to find your
schedule
Select Registration from the

menu abave and then My
Schedule. Choose the

® Click on ADVANCED SEARCH.

Courses

]
: :
Search for 2 23/Spring classes B Mys

Searck Q
ARTH

Advanced search Mew search and Lz

REGISTI
Year: 202
Subtype:
Type: Col
| Credits
Duration:
9:30 AM
Salem Co
Imstructe

ARTH -



® Make sure the PERIOD is set to the term you want to register/add.

Ac ranced Search X

Searc . and add classes to your schedule.

Keyward Course
Perind Sesgion
2023/Spring e Select... e

Time and Location

Starts from | Ends by m)
Starts from Ends by

e e
Select... Select...
Meeting Campus

b e
Select... Select...

Course Details

| CLEAR | @ SEARCH

® Click the dropdown on SESSION.

Advanced Search X

Search and add classes to you. schedule.

Keyword Clurse
Period Session
2023/Spring e Select... e

Time and Location

Starts from m) Ends by ]
Starts from Ends by

v e
Select... Select...
Mecting Campus

b e
Select... Select...

Course Details

| CLEAR | @ SEARCH




® Choose MAIN then click the SEARCH option to view all
courses available.

Advar.~ed Search X

Search and acd classes to your schedt 'e.

Keyward Course

Period \
wsgspring - W

Main

Time and Location

Summer 10 | reeks

Starts from m) Summer 1
Summer 11

Starts from

5 |
Select... Select...
M r-ﬁnnq f.'\l“:".pu‘u

L A
Select... Select...

Course Details

CLEAR Q SEARCH

® Scroll to find the course you wish to add and then Click ADD.
To view a course description, click on the course
number/course title.

Year: 2023 | Term: Spring | Session: Main

Courses
A
Search for 2023/Spring classes
pring W My:
Search O
ARTH
Advanced search New ¢ arch and Li
REGIST
Year: 20,
224 Resulis Subtype:
Type: Co
| Credits
Dwration
- Princi i | %30 AM
ACCT 130: Principles of Managerial 100 16 ADD S
Acmuming .
i Instructc
Year: 2023 | Term: Spring | Session: Main Eredits Seats Lelt
Subtype: Lecture | Section: O
Type: Course | Credit type: Undergraduate Credit
Duration: 1/17/2023 - 5/2/2023 I
Mo schedule ARTH
5
Registered
ARMMN 110: Arts in the Community 1.00 1 ADD I—
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® The course will be added to your CART just as if you were
shopping online.

DEB’I Yr }:&ND COLLEC—}E REGISTRATION GRADE. PLANNING FINANCES SEARCH .Q

Courses

Search for 2023/Spring classes W My Schedule =

Search Q
ACCT 130: Principles of
Advanced search New search Managerial Accounting

IN CART

Year: 2023 | Term: Spring | Session: Main
224 Results Subtype: Lecture | Section: O
Type: Course | Credit type: Undergraduate Cred
| Credits: 3.00
Duration: 1/17/2023 - 5/2/2023
ACCT 130: Principles of Managerial 2.00 16 No schedule

: Instructor:
Accounting

Year: 2023 | Term: Spring | Session: Main Credits S
Subtype: Lecture | Section: O
Type: Course | Credit type: Undergraduate Credit
Duration: 1/17/2023 - 5{2/2023 - 3

ARTH 113: Pre Columbian a
No schedule and | atin Ameariran Arr

5 1 [

REgisieiey  Ldil S

ARMN 110: Arts in the Community 2.00 1 | ADD ‘ —

Year: 2023 | Term: Sprina | Session: Main

¢ Click REGISTER to add the course to your cart.

B My Schedule — =

ACCT 130: Principles’ »f
Managerial Accountir 3

IN CART

Year: 2023 | Term: Spring | Sess sn: Main
Subtype: Lecture | Section: O

Type: Course | Credit type: Underg -aduate Credit
| Credits: 3.00

Duration: 1/17/2023 - 5/2/2023

Mo schedule

Instructor:

ARTH 113: Pre Columbian

and | atin Amariran Art

: L REGISTER
Registered Cart




® "My Schedule" will show PENDING for your advisor's approval

on the course.

SALEM ACADEMY AND COLLEGE sm"m ORADES  FINANCES  SEARCH B st

Courses

]
Search for 2022/Spring classes B My Schedule = 0

' ACCT 130: Principles of
_Mananerial Accounting

Q

Search

Advanced search New search

TR JCIZ T Termn: Spring | Session
Mein
Sulbitype: Lectane

Recistered  Pending

® Once your advisor approves, the COURSE ADDED shows on

your schedule.

l\\ I 3 I \i \ { ‘.-\ I)J I\I \I"' \ N [} ( REGISTRATION  GRADES  FINANCES SEARCH 1= Student =
-
My Schedule

My Schedule = B

S Print
;;;;Ifsp”"g ~ O courses in cart [ Waitlist courses

Business Administration Major Gen Ed Reguirements VIEW CART |

Undergraduate, BSBA Undergraduate, Gen Ed BSBA —_—

Advisor(sk Wise, Kendra Tiffany Advisor(s): Wise, Kendra Tiffany

Design
Undergraduate, Minor
advisor(s): Wise, Kendra Tiffany

|
!

| T 130 Principies of Managenst Acecunsing

P T R R T ST L e Rt Jyveriis
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® (Course will indicate REGISTERED.

m B = —
=

Courses
A
Search for 2022/Spring classes B My schedule =M
Search ol o
ACCT 130: Principles ®
. of Managerial
Advanced search New search .

| REGISTERED

TERrIUT e Spring | Session:
Main

Subtype: Lecture | Section: O

Type: Course | Credit type:
Undergraduste Credit | Credits: 3.00
Duration: 1/18/2022 - §/3/2022
Mo schedule

Instructor: Slater, Philip John

3

Registered

Drop Courses

To DROP a course, click on the TRASH CAN.

GRADES  FINANCES  SEARCH B Student

ACCT 130: Principles )

of Managerial
New search A N

: : Spring | Session:
Mair
Subtype: Lecture | Secuon: O

Type: Course | Credit type:
Undergraduate Credit | Credits: 3.00
Duration: 1/18/2022 - 5/3/2022

No schedule

Instructor: Slater, Philip John

3

Registered




® Click on DROP COURSE to verify the course you wish to drop.

Drop course ACCT 130: Prindigles of M nanerial Accounting

¢ Confirmation of Course successfully dropped and removed
from schedule.

Finding GEN ED Requirements

e Hover over SEARCH and click on SECTION.

SALEM ACADEMY AND COLLEGE EEREEE

GRAL. PLANNIMG SEARCH

COLIRSE

Today's Overview I SECTION

. M,’ Tasks You're up to date!

How to find Course

information
Select Registration > My
Schedule or Courses. Click any
of the courses for more

How to find y

Grades
Select Grades from th
and then Grade Repo
Student |

How to find your
schedule
Select Registration from the

menu above and then My
Schedule. Choose the

Student Important

Dates and Forms
Use link to find important
deadlines and dates and all
Reqgistrar forms.

Your Calendar
Course Schedules

The Spring 2023 schedube s now avallable oriine.

Registration for the spring term begins at

Monday, October 31, 2022

< October2022 >
SU MO TU WE TH FR SA

7:05 PM - 8:20 PM
ARTH 180: Women in Art

AR e A Salem College, Fine Ars Center, Room Ast
Histary

= B:D0 AM, Monday, October 24th for sembors [87+ semester hours earme

= B:00 AM, Tuesday, Ooicber I5th for puniors [ST-B6.9% semester hours ¢

= B0D AM, Wednesday, OcLober J6th for sophomanes (23-56.99 sermseste
eamed]

FLO T B R T ] 1
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Under Section, type in the code for the Gen Ed requirement using the
code for requirement needed.

For a listing of course requirements, refer to the Salem College

Undergraduate catalog and search for courses which satisfy Salem

Impact Requirements.

EXAMPLE: Gender Inquiry is a Salem Impact category in which
you are required to take one course. Its 'code" is gi.

Type in (gi) under SECTION (1) (the code must be in parenthesis
to complete the search). Then select the PERIOD (2) from the
dropdown and click SEARCH (3).

-
Section
Filters ~
{ai) x
Advanced Search New search Course code Q
rriod
i 023/Spring =
Session
v

COMM 223: Gender Race and Class in e 2,00 1 Select...
Media
Vear: 2023 | Term: Spring | Session: Main Duvall, Spring- Credits Seats Left
ok fmerc:Sring | acadonc Ml Secenity 4 SHARE SEARCH
Sultype: Lecturn | Section: ¥
Type: Couwrse | Credit type: Undergraduate Creds
Duration: 1/17/2023 - ${2/3023 ' e .
11:00 AM - 12:20 PM
Mon
Salem Coege. Main Hall, Room 303
ENGL 105 Marratives of Health and @ .00 g5
Healing

Vear: 2023 | Terme Spring | Session: Main Gotosks Bata el Saats Lot

13


https://www.salem.edu/academics/catalog

¢ Scroll through the search results and find the course you wish to
take.

Filters ale
lai) ¢
Advanced Search Mew search Course code Q,
Pariod
15007 2023/Spring b
Session
w
COMM 223 Gender Race and Class in e 100 1 Select..
Media : - 5 "
% " Juvall, Speing- redits ats. Le
Year: 2023 | Term: Spring | Session: Main i 0 & CHARE'SEAREH

Subtype: Lecture | Section: ¥
Type: Couwrse | Credit type: Undergraduate Creds

N “
11200 AM = 12:20 PM

Mon

Salem College, Main Hall. Room 303

A HOLD on Your Account

If you log into your My Salem account and there is a “HOLD”’
on your account, you cannot register for classes. Once you clear
the reason for the HOLD on your account, you may proceed
with registration.

SALEM ACADEMY AND COLLEGE

F Mypssleem  Home © Amdemics T Seioes  Shedeet Mars -

Faculty and Staff Home

MemecaammBAE®sE o*

Important Links

THERE 15 A HOLLD ON YOUR STUDENT ACCOUNT

14



Navigating Self-Service

® Hover over GRADES to view your UNOFFICIAL
TRANSCRIPT, GRADE REPORT, or use the
PARCHMENT CREDENTIAL SERVICE.

a'[ .{I\_(.-_f& DE N'IYT tﬂ'\N D (:(N)‘L L ld_(} E REGISTRATION GRADES PLANNING FINANCES SEARCH v @

UMNOFFICIAL TRANSCRIPT

. ayls OverView GRADE REPORT

B My Tasks  youre up to dater VIEW CHECKLIST

How to find Course
" information
Select Registration > My

Schedule or Courses. Click any
of the courses for more

Student Important
Dates and Forms
Use link to find important

deadlines and dates and all
Reqgistrar forms.

How to find your
°~ schedule
Select Registration from the

menu above and then My
Schedule. Choose the

How to find your
"~ Grades
Select Grades from the menu

and then Grade Report.
Student Self-5ervice

our Calendar

Course Schedules

¢  October2022 > Monday, October 31, 2022

SU MO TU WE TH FR SA

The Spring 2023 schedule i now aailable online.

tstration for the [ ins at
| 7:05 PM - 8:20 PM = it

¢ To View your finances hover over FINANCES then click on
NELNET.

(_‘fiDEL\.’l&' t&ND (‘()LL L NTRATION GRADES PLANNING FINANCES SEARCH B @

‘ -

MELNET BILLING

P Overview FINAMCIAL AID PORTAL

My Tasks  youe up to dater VIEW CHECKLIST

How to find Course
information

Select Registration > My
Schedule or Courses. Click any
of the courses for more

How to find your
schedule

Select Registration from the
menu above and then My
Sthedule. Choose the

ident Important
tes and Forms
to find important
w5 and dates and all
r forms.

0 How to find your
Grades

Select Grades from the menu

and then Grade Report.

Student Self-Service

alendar

Course Schedules

October 2022 Monday, October 31, 2022

MO TU WE TH FR 5A&

W

The Spring 2023 schedule 15 now avalable onlire.

Registration for the speing term beging &
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