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Self-Service Basic Student Instructions

Go to PCC Website: www.prattcc.edu or http://selfservice.prattcc.edu/Home.aspx

From the PCC Website select the Self Service tab

Login by e ntering your User Name and Password

If you do not have a User Name and Password for Self Service please stop by the
Student Service office to request on account.

Logging In

In order to access most of the Self-Service features, you must log in.

1. On the Login window, enter your User Name.
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2. Enter your Password. [f You & { Your Password. a new password will be
e-mailed to you after you correctly answer your security question.

3. SelectLog In.

If You Forget Your Password

If you forget your password when attempting to log in, 2 new password will be e-
mailed to you after you correctly answer your security question. You must then
change the temporary password to something that is easier for you to remember.

1. On the Login window, select Forgot My Password.

2. On the Forgot My Password page, enter your User Name.

Forgot My Password

Erker your User Nama and so ket Subait.
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3. Select Submit.

4. Read Your Security Question and enter Your Security Answer.
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5. Select Submit.

6. Read the confirmation message which states that your password has been
updated and e-mailed to you, and lists your User Name.

7. Log into your e-mail system and read the e-mail massage which lists your
new Self-Service password.

8. On the Forgot My Password page, select Log In.

9. Enter your User Name and your new Self-Service Password EXACTLY as it
appears in the e-mail.

10.Select Log In.

11. Enter the following information:

Field Description

Current Password Enter the Self-Service password EXACTLY as it appears in
the e-mail that was sent o you.

New Password Enter the new password you want to use io log in. Selecta
password which:

* |z 2asy for you to remember, but difficult for others fo

guess

* Includes upper-case and lower-case letters, and
numbers

* Includes at|=ast one special character, like |, @, # 3. %,
or &

* Contains 7 to 18 characters (for example,
My 1 SecrefPi 5 Swrd)

Confirm Mew Passwaord Enter your new password a second time for confirmation.

12.5elect Update.

13.Read the confirmation message, which states that your password has been
changed.

14, Select Go to the Self-Service Home Page.

Updating Your Personal Information

Updating Your User Account Information

You can view your user account information, and edit your e-mail address (if
allowed by the institution).

1. Select the My Profile tah.

2. Select the Account Information menu item.

3. On the Accounf information page, view your user account information.
4

. If allowed by the institution, enter any necessary changes to your e-mail
address.

= Update your E-mail Address,_ because it will be used to keep you informed
of personal and campus activities.

= Select Save to record your changes.

Changing Your Password

You should change your password to something that you can easily remember,
but is difficult for others to guess.

1. Select the My Profile tab.
2. Select the Account Information menu item.

3. Select the Password option.
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4, On the Change Password page, enter the following information:

Field

Description

Current Password

Enter the password that you are currently using to log into
PowerCAMPUS Saif-Zervice.

New Passwaord

Enter the new password you want to use o log into
PowerCAMPUS Sef-Service. Select a password which:

* |5 easy for you to remember, but difficult for others to
guess

* Includes upper-case and lower-case letters, and
numkbers

* Includes at least one special character, like |, @, #, 3,
%, or &.

* Contains 7 to 16 characters (for example,

My 1 SecretP@ 5 5wrd).

Confirm Mew Password

Enter your new password again for confirmation.

5. Select Save to record your new password information.

Changing Your Security Question

You can change the securty question and answer which is usad to verify your
identity when you forget your password.

1.

2
3
4

Select the My Profile tab.

Select the Account Information menu item.
Select the Security Question option.

On the Change Security Question page, enter your Password.

Change Security Question

o Sian ity Question wilbe usad to verily jour idendty ¥ you fargat pour passvond. To updabe pour
By CusstRin, Ster s ok pasraord s then v new Beoarty Question and Snseer,

o Wihak 2 my Pasvorts eolour?

Select your New Security Question. Chooss a question for which other
people would not ba able to guess your answer.

Enter your New Security Answer

Select Save to record your changes.



Registering for Traditional Courses

You can register for traditional courses within a specified academic period.

1.
2.
3.

Select the Register tab.
Select the Traditional Courses menu item.
Select the Period for which you want to registar.

« |f the status for the period is OK to register, select the Period and
continue with the registration process.

= |f the status for the period is NOT OK to register, you are not authorized to
register for this Period at this time. You can contact your advisor for more
infarmation.

Find the courses you want to take and add them to your carl. Refer to the
instructions for Sindi ! L

See how your schedule looks. Refer to the instructions for Clhacking Your
Ciazs Schedule.

Pay for your courses. Refer to the instructions for Regisfenng for the Courses

in Your Cart

Finding Your Course Sections

6.

Select Section Search.

Enter your search criteria, and Search for the course sections you want to
take.

View the list of course sections that match your criteria. If too many course
sections are listed, get more specific:

+ Zelect Refine Search, or

+ Choose a specific Period, Session, Department, and so on from the drop-
down lists at the top of the Section Search Resulfs page.

Select the courses you want to take:

« For any open course section you want to take, select Add to Cart.

+ For any closed course section you want to take, select Add to Waitlist.

Feview the Course Added confirmation message that appears above the list
of Course Section Results.

Select To
Wiew Cart Display the current list of courses in your cart.
Request Permission If you must ask the instructor for permission o take the

course, Request Permission also appears for the course.
“You can request permission now or when you are viewing
your carf.

1. Select Request Permission.

2. On the Reguest Permission window, view the list of
prereguisites for the course,

3. Inthe Comments field, specify why you want to take this
course.

4. Select Send Request to send your request to the
instructor.

Continue searching for sections and adding the desired course sections to
your schedule.

Continue the registration process by Verifiing the List of Courses in Your Cart.




Verifying the List of Courses in Your Cart

1. After you add a course fo your cart, you can choose fo View Cart.

2. As necessary, update the list of courses in your cart:

Select To

Add Section Search for the course sections you want fo add to your
carn.

Remove Remove a course that you no lomger want to take.

Delete Session Remaove all the courses for the specified session.

Empty Cart Remaove all the courses for the specified year an term.

3. Select View Schedule to see how your schedule looks with the course
sections that are in your cart (and those for which you are already registered
or are on the waitlist).

4. When you are ready to register for the courses in your cart for an open
registration period, select Registration (or Register on the Cart page).

Confinue the registration process by Checking Your Class Schedije.

Checking Your Class Schedule
1. On the Cart page, select View Schedule.

2. View your schedule with the course sections that are in your cart (and those
for which you are already registered or are on the waitlist).

3. When you are finished viewing your schedule, select Close Window.

Continue the registration process by Registenng for the Courses in Your Cait.

Registering for the Courses in Your Cart

1. Select Registration {or Register on the Cart page).

2. Select the academic Period for which you want to register. (You can only
select 2 period for which the Status is OK 1o register.)

3. Review your Schedule to verify the course number, duration, session,
number of credits, credit type, schedule, location, instructor, and status for
each coursa.

Select To

Course Number  Display more information about the course (registration type, fees,
prereguisites, corequisites, available credit types, class size, status,
and the student populations allowed to taks the course.

Section Search Choose another course.

Drop Drop a course, for which you have already registered, thatis
allowsad to be dropped.

Remaowe Remaove a course from your shopping cart.

View Schedule Display your class schedule with the courses on the Registered
Course list and in your Shopping Cart.

4. If the course list is correct, select Next.



5.

On the Analize Registration page, review the list of courses and the current
Status for each course.

Status Description

Registered You are registerad for the course.

Awaiting Advisor “You have added the course fo your schedule, but your

Approval registration in the course is still awaiting approval from your
advisor.

Drop Request Denied  Your request to drop the registered course has besn denied
by your advisor.

Add Request Denied “our request to add the course has been denied by your
advisor.

13.Select Next.

14.0n the Complete Registration page, view your registration confirmation

message.

15.Select View Schedule. You may want to print this final schedule, so you have

a printout o refer to as you walk around campus.

16.Select Finish to end the registration process.

Viewing Your Class Information

Viewing Your Class Schedule

You can view a schedule of the classes for which you have registered, have been
put on the waitlist, or have added to your shopping cart.

1.

2
3.
4

Select the Classes tab.
Select the Schedule menu item.
Select the Student Schedule option.

Specify whether you want fo view your schedule in a Text list or on a calendar
Grid.

Format Description

Text The Text list displays ALL the course details, including the course title
and instructor’s name.

Grid The Grid shows your courses on a calendar for the week, so you can

clearly s=e when =ach course meeting is scheduled. For each course
meaiing, the grid will display the course number, building name, and
room number.

+ If you are not taking any courses on Saturday or Sunday. select Hide
Weekend to remove the Saturday and Sunday columns from the grid.

+ To view the details for OME day, select that day of the week. For
example, to view your course schedule for Wednesday, you would
select Wednesday on the calendar grid.

Choose the time Period for the schedule you want to view.

Specify which courses you want to include in your schedule.

« Courses in your shopping Cart

= Waitlisted Courses

+ Continuing Education courses with a start date or end date in the future

Select Submit.



8. If you are viewing your schedule in a Text list, the system will display different
information for the various types of courses on your schedule:

For The Schedule Will List

Registered Courses Course title, instructor's name, number of credits,
duration, schedule, and location

A summary of the total number of registered courses
and credits will also be displayed, along with your
program, advisor, class level, and full- or part-time

staius.
Waitlisted, Pending, or Course title, instructor's name, number of credits,
Holding Courses (optional) duration, schedule, location, and Instructor

Permission Status (if the course has a pre-requisite of
instructor permission).

Courses in Shopping Cart Course title, instructor's name, number of credits,

{optional) duration, schedule, location, and Instructor
Permission Status (if the course has a pre-requisite of
instructor permission).

9, To find out more information about a course, select the course title.

10.1f a Course Home Page has been created for one of your registerad courses,
you can access it when you are viewing your schedule in a text list. Accessing
a Course Home Page.

Accessing a Course Home Page

You can access the Course Home Page for any of your registered courses which
have a Course Home Fage. You and all the other students who are registerad for
a course can view course information, download course documents, submit your
course acfivities, and post information to the course section forums. If you drop
the course, you will no longer be able to access the Course Home Page. If you
withdraw from the course, you will only be able to view the Course Home Page.

1. Select the Classes tah.
2. Select the Schedule menu itam.

3. Select the Student Schedule option.

4, Choose to view your schadule in a Text list.
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5. Choose the time Period for the course schedule.
6. Select Submit.

7. Inthe list of courses, find the registered course for which you want fo access
the Course Home Page.

]

Under the information about the regisiered course, select Go to Course
Home Page. (If the Course Home Fage is not available at this time, this link
will not he displayed.)

w

Yiew the information on the Course Home Page for the specified course. The
amount of information that is displayed on the page is determined by the
faculty members who are teaching the course section.
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You may be able to view any, or all, of the following Weh Parts.

Web Part Description
Course Wiew any class annocuncementis that have been posted by the
Announcements course instructors.

Course Documents Access to the documents the instructors have posted for the
course. There may be documents for the course in a Section
Media folder, and documents in the folders for each of the
course activities.

Web Part Description

My Activities View a list of the activities you need to complete for the course.
+ The date on which the activity was Assigned.
* The date on which the activity is Due.
* Your numenc Score for the activity.
+ “four letter Grade for the activity.
Yaw can:

+ Zelect View Details to display more information about the
activity on the My Activity Detail Web part.

+ Select Submit Media when you are ready to upload your
completed activity to your instructar.

Refer to:

+ Viewing Your Activity Grades

My Activity Detail When you select View Details to the left of an activity on the
My Activities Web part, the system will dizplay mars
information about the activity on the My Activity Detail Web
part

+ The date on which the activity was assigned and the date on
which it is due.

* The timeframs when you can view information about the
specified activity on the Course Home Page.

+ Whether the grade for the specified activity counts towarnd
your midterm and final grades.

* ‘four grade and the number of points you have earned.

* Any comments the instructor has written about your grade.
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My Attendance ‘iew how many timas you were marked as absent, tardy, and
prasent for the course.

Refer to Viswing 3

Section Display ‘iew infarmation about the course section:
* Course title and description
* When and where the class meets

+ Mames of the instructors

10.When you are finished viewing the Course Home Page, you can:

+ Select the Self-Service Home link to use the Self-Service features, or

+ Select the Course Pages for Year/Term link at the top of the page to
display the Site Collection page for all the courses for the specified year
and term. Your course schedule will be displayed on the Site Collection

page.

Viewing Your Activity Grades

After you have submitted a course activity and your instructor has posted your
grade, you can view it on the Course Home Page.

1.

If you are not already viewing the Course Home Page for the course section,
follow these steps:

+ Select the Classes tab.
+ Select the Schedule menu item.
+ Select the Student Schedule option.

+ Choose to view your schedule in a Text list.
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+ Choose the time Period for the course schedule.
+ Select Submit.

+ In the list of courses, find the registered course for which you want to
access the Course Home Page.

+ Under the information about the registered course, select Go to Course
Home Page. (If the Course Home Page is not available at this time, this
link will not be displayed )

. On the My Activities Web part, view your numeric Score and letter Grade

that have been posted for your submitted aclivities.

Viewing Your Attendance for a Course

1.

If you are not already viewing the Course Home Fage for the course section,
follow these steps:

+ Selzct the Classes tab.

+ Select the Schedule menu item.

+ Select the Student Schedule option.

+ Choose to view your schedule in a Text list.



10



