Loyola University Maryland
Student Planning Graduate
Quick Registration Instructions

Log into: https://Inside.loyola.edu
Using your Loyola username and
password

Under Teaching, Learning,
Working:
Select Graduate Registration

Enter your username information
again by clicking Log In at top right.

Teaching, Learning, Working

Graduate
Registration

Loyola University
Maryland Self
service

User name

Forgot your user name ?

Graduate Student Demographics
Entry

First step to begin the registration
process is to verify demographic
information and make any
necessary updates.

Students who have not yet updated
the Directory Flag must do so
before they can exist screen or
continue to registration.

Select Submit when your updates
are complete.

Select Username in right corner to
update/confirm address, phone,
personal email, and gender identity
prior to registration.

Click on the Home icon on the left
menu, then Student Planning or
Course Catalog to begin planning
prior to registration, and Student
Planning to register when
registration opens.

Academics

> signout @ Help

8 Username

Graduate Student Demographic Entry

PLEASE NOTE: Only submit new information if current displayed information is inaccurate. Directory Information is
required every time this screen is submitted. Updates may take 1-3 business days to process. Contact the Records
Office with questions.

Press the Submit button at the bottom of the page when entry is complete.

To update address, personal email address, or phone number, click on your name in the upper right corner, select
User Profile. To update emergency contact information, click on your name in the upper right corner, select
Emergency Information. Be sure to click the Confirm button to store your changes before exiting either screen.

Enter New Information

Current Legal First Name: john

New Legal First Name

Current Legal Middle Name: p

New Legal Middle Name

Your information was successfully submitted. To continue to registration, click on the Home icon
on the left menu, then Student Planning or Course Catalog.

v
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https://inside.loyola.edu/

Self-Service Portal contains two
sets of menus

On the left menu, select from the
drop down to view menu items.

On the right side, select a link to go
to desired process.

For purposes of Student Planning,
select the Student Planning link
from the right menu.

Notifications

Academics
Title Details

(@ Documents Required There are 2 requests from your institution that

[y

Register for Ci; .
NS D o Student Finance

Here you can view your |atest statement and make a payment online

Course Catalog

El' Tax Information

Here you can change your consent for e-delivery of tax information

Unofficial Transcript
o Student Planning

Here you can search for courses, plan your terms, and schedule & register your course sections
Transfer Summary

Grades

Test Summary [+
Here you can view your grades by term

This screen will display two
options plus the current term:

Select Go to My Progress to plan
your course(s).

Select Go to Plan & Schedule to
plan and/or register for course
section(s).

Another option is start with the
Course Catalog searches and select
course sections as appropriate.
New students without a degree
audit progress template should
start here.

Planning must be done prior to
registration.

Plan wour Degree & Regqister for Clasies

Spring 21 Schedule

Sain Hisn Tue Wied Thai Fri S
L1am

My Progress is your degree audit.

At a Glance lists details pertaining
to your program.

My Progress

A Jem ¢ Student Planning

My Progress ' Search for courses.

< >

MS, Clinical Professional Counseling
(10f 1 programs)

Ata Glance Q prine

View a New Program )

Cumulative GPA:
Institution GPA:

E Program Completion must be verified by AASC for Undergraduate Students, and by Department Program

Degree: Directors for Graduate Students
Majors:
Departments:
Catalog: Progress
Anticipated Completion Date:
Alternate Catalog Year: . v|
elect catalog ys
g ) Total Credits 30 0f 60
= :
Description
<, Cinical Professional Counseling

WS, Clinical Professional Counseling Total Credits from this School 30010

Requirements Collspse Alin
Required Courses

Complete the following item. /A 0 of 1 Completed. Hide Detsils

A.Required
Take PY+600 PY*602 PY*603 PY*615 PY*618 PY*620 PY~621 PY*622 PY=622 PY*624 PY*639 PY*657 PY~664 PY*705 PY*710 PY*712 PYS715 PY*728 PY*728 PY+746 PY*TT0 PY=771 PY*771;
Complete 2l of the fallowing items. /A 0 of 1 Completed, Hide Details

/A 1 0f 20 Courses Completed. Hide Details

o Y
Status Course (" Search ) Grade Term Credits
\ J
v Com it Agvanced Psychopathology A 20/FA
D InDrngrace PY#EI0 Theor of Cauncel & Peuchotow 20/EA 3
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Planning Course(s): Scroll through
the list of requirements to

i i 891 ol
determine courses needing to be
planned. Begin planning by: 0
1. Select a linkable course to view z ;

a list of courses/sections for

each requirement. )

OR

2. Select Search for all course

options for the requirement.
Select filter options to narrow the Filter Results (e ) " e e e e

display of courses.

1. Select Add Course to Plan if
term is not open.

2. Select Term if available and
Add Section to Schedule.

3. Click on View Available
Sections for the selected

course

4. Select Add Section to Schedule
for the desired section

Repeat steps as necessary.

on Add Course to Plan or Add Section to Schedule

Availability ~ Add Course to Plan

==

PY-771 Off-Campus Externship (3 Credits)

completed prior to taking this course

Subjects ~ en at the same time as this course
[ psyehology mmer Term, Annually
] Psychology
o P View Available Sections for PY-771 ~
() Baltimore (1y
— Fall 21
Terms ~
e — —- Add Section to Schedule
@ri21m Off-Campur
Runs from
Days of Week ~
Seats Times Locations Instructors
24 TBD Baltimore
~ Howe, Dr Chels;
[EnesiDey 9/8/2021 - 12/23/2021 Internship/Extermship e brineies
‘)
Starts by Ends by —
‘ H ) | Page |
Instructors ~

(] Howe, Dr Chelses (1)

Academic Levels ~

(] Graduate Level (1)

Ceniree | susle ~

Register for Planned Course
Sections

Select Academics, Register for
Classes

Academics Student Planning

y Student Planning

Register for Classes

Course Catalog
Grades

Unofficial Transcript
Transfer Summary

Test Summary

To advance to the desired term,
you need to plan at least one
course section for that term.

Timeline Advising Petitions & Waivers

Schedule
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Register for Planned Course(s)

1. Confirm registration is open
per emailed instructions from
the Records Office and
availability of Register Now
button. Button will be green
instead of grayed out.

2. Select Register Now to register
for all your planned courses

or

3. View the planned courses on
the left of your screen to
Register for each course
separately.

CM-202-02: Digital Tools

+ Planned

Just this course

a1 5o

Planned: 3 Credas

brstt

Enrolled: ¢

Al courses = SN

it b

tat

s Waitlisted: 0 Credits

Quick Registration

1. If you have planned your
sections for the term currently
open, after logging into Self-
Service on or after registration
day/time, you will see the
Register Now button

Register Now

k the button to see available terms and sections

2. Select Register

3. Select the course(s) you want to register for and click on Register.

Register for Classes

Select sections you wish to register for.
Spring 21

BL-208-01: Human Anatomy & Physiclogy Il (3 Credits)

CH-106-01: General Chemistry Lab I1 (1 Credits)

Cancel

Carefully Review Your Class
Schedule

Review your calendar to ensure all
registered courses show as green
and/or check the left side bar for
the word ‘Registered’.

& O sgast @ Help

Other Issues/Questions

Go to the Records Office web site: www.loyola.edu/records and click on the

Graduate tab at the top of the page for the more complete instructions in the

Graduate Student Planning User Guide.
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Billing and Payment

For tuition and fee costs, click here.

Payments for tuition and fees are due within 10 days of registering for courses.
There are various payment options available. All debit/credit card payments
must be made online via Self-Service and incur a mandatory 2.5% convenience
fee. E-Check payments are offered at no cost via Self-Service. Visit Loyola Self-
Service, Select Student Finance, then Make Payments to make payments.

For a copy of the statement, on the left side of the Self-Service screen, choose
Financial Information, click on Student Finance, then Account Activity.

To speak with an Accounts Specialist, contact Student Administrative Services at
410-617-5047 with billing questions. Also, you have the option to Schedule a
Meeting with an Accounts Specialist.
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https://www.loyola.edu/department/financial-services/student-accounts/tuition/graduate-fees
https://www.loyola.edu/department/financial-services/student-accounts/tuition/payment-options
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Foutlook.office365.com%2Fowa%2Fcalendar%2FLoyolaUniversityMarylandStudentAdministrativeServices1%40students.loyola.edu%2Fbookings%2F&data=04%7C01%7CPDalrymple%40loyola.edu%7C45ed3337b958400682b008d8d4d7c885%7C30ae0a8f3cdf44fdaf34278bf639b85d%7C0%7C0%7C637493370558292771%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=ayD5%2BvquEtCSn4AxvKPOjIwuJSMvOOiAHtwdkh044Mc%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Foutlook.office365.com%2Fowa%2Fcalendar%2FLoyolaUniversityMarylandStudentAdministrativeServices1%40students.loyola.edu%2Fbookings%2F&data=04%7C01%7CPDalrymple%40loyola.edu%7C45ed3337b958400682b008d8d4d7c885%7C30ae0a8f3cdf44fdaf34278bf639b85d%7C0%7C0%7C637493370558292771%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=ayD5%2BvquEtCSn4AxvKPOjIwuJSMvOOiAHtwdkh044Mc%3D&reserved=0

