How to Use Plan Ahead in Self-Service Banner (SSB)

Important
e Plan Ahead allows you to plan courses for future semesters that you would like to take without registering
into them. For example, if you are not registration ready for the upcoming semester but you would still like
to build your schedule.
e Access to Plan Ahead is in PAWS under the Registration module. This will lead you to Self-Service Banner
(SSB), the online tool where you can manage your academic information.
e For questions, please contact the Registrar’s Office at 719-549-2261 or csup_registrar@csupueblo.edu.

DUO Two-Factor Authentication

1. After clicking Registration in PAWS, enter your login credentials.
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2. Using the DUO app on your phone, enter the code that appears on screen.
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If you receive the following error message, please go back into PAWS and click the Financial Aid Module instead.
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Admissions.

Student Profile
Once logged in, you will see the Student Profile page. This shows your biographic and academic information.

On the left side of the screen, click “Registration”
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To Plan Ahead:

1. Click on Plan Ahead.

OLORAD

STATE

UNIVERSITY
PULRLO

Student « Registration

Registration

Whaat would you like to do?

Prepare for Registraton Begisier for Classes
View egsyation satus update sudent fenm data. and compiete pre-rogeration — Seanch and cegeter 100 your Classes You Can 3150 vew and manage your
foguementy \, schedue
Beowse Classas Browse Course Catalog
- Looking for Classes? In Ths SeCB00 pou Cin Drowse Casses you Snd amerestng k LOOK up Basic Course wirmakon B Subyecl, Course and Jescrpion

Pian Ahead Plan Ahead

Give yoursall 3 head stan by buddng plans When you're ready 10 rogisier you'l
e abie 10 10ad thise plans

\

2. Select a term from the drop-down menu and click Continue.
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3. Click Create a New Plan
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4. Enter your course information and click Search.
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5. Select the course that you want. You can click View Sections to see more information on available sections
for the selected term. For a general selection that is not connected to available offerings, click Add Course
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6. Using the View Section Button — This page works similarly to registering for courses. You will be able to see
specific section information such as meeting days and times and course statuses. When you see a course that
you would like to add to your plan, click Add. The class will be added to your schedule cart — as Pending
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7. Using the Add Course Button — The course will be added to your cart but you will not see any specific course
sections as shown in the step above. Note that there is no Schedule type or CRN.

When you are finished, click Save Plan.
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8. You will be prompted to name your new plan. Click Save when you are done.
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9. The status of your classes will change to Planned. Please note that this does not mean that you are registered
for the course(s). They are only part of your plan. You cannot register for classes through this Plan Ahead

page.
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To Register For Classes Using Your Plan:

10. Click Register for Classes on the main Registration page in Self Service Banner
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11. Select the term that you built your plan for.
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12. Click Plans. This will list all of the plans that you have built. To add courses from your plan to your cart, click
the Add button. Note that if you used the Add course button when building your plan, the Add button will be
unavailable on this screen. You can click View Sections to find a specific section for that course to register
into.

When you are finished, click Submit to register for the classes in your plan.
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Additional Information:

e To register for the classes that are built within your plan, you must be registration ready. This includes being
within your time ticket and not having any holds on your account that prevent registration.

Questions?

e Please contact your advisor for scheduling questions. Otherwise, reach out to the Registrar’s Office at
719-549-2261 or csup registrar@csupueblo.edu.
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