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Advising and Spring 
Registration 101

ESF 132
Evolutions: ESF’s First Year Experience

Spring 08 Important Dates:

Advising Week is October 29 to 
November 6
Spring Registration begins November 7 
though November 16
Must register by 11:59pm November 16
Changes can be made between 
November 17 to December 14
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Check your Email and refer to the Registrar’s 
webpage for complete information

Also note Final 
Exam Schedule

6 Easy Steps to Registration

1. Picking Your Classes
2. The Registration Form
3. Meeting with your Advisor
4. The MySlice System
5. Registering for Classes
6. Verifying Your Schedule
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1. Picking Your Classes

Print off a current copy of your 
Curriculum Plan Sheet

Use it pick your classes
Use it to make sure you meet all degree 
requirements

How do I get a current, up-to-date
copy of my Curriculum Plan Sheet?

Log into the MyESF
Student Records
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Initial Log-in password:

The last four digits of your 
Social Security Number plus the 
four-digit month and day you 
were born (####MMDD).

Choose 
Registration 
Information

Always hit the log out 
button on the bottom of 
the page when finished
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You must 
download 
the program 
to get your 
plan sheet.

Curriculum Plan Sheet

Tells you what classes you need to take 
to meet your degree requirements
Different for each major

Some programs specifically tell you what 
courses to take each semester
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Curriculum Plan Sheet

Tells you what classes you need to take 
to meet your degree requirements
Different for each major

Some programs specifically tell you what 
courses to take each semester
Others give you a list of courses that you 
must take and a typical schedule of when 
to take each class
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Typical freshman classes 
are 100-200 level
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Your plan sheet will also 
give you a list of electives 
that you must take and the 
courses that fulfill each 
elective requirement. 

These are generally taken 
your junior and senior 
years.

1. Picking Your Classes

Print off a current copy of your 
Curriculum Plan Sheet

Use it pick your classes
Use it to make sure you meet all degree 
requirements

Refer to the Registrar’s Webpage or 
MySlice for the most up-to-date list of 
class times
Map out each class on a pre-planning grid
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To find class times for SU Courses go to 
myslice.syr.edu and click on class search
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Lab Time

Lecture Time

Must Register 
for Both

Many SU courses have a lecture day and time and a different 
lab and/or discussion day a time. Look under “Comp” for a 
description. You must be available and register for both.

Indicates the class number you will type in when you 
register. The lecture section will automatically be added.
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Available at http://www.esf.edu/registrar/preplan.pdf

Zoology

Zoology

Zoology Lab 

Zoology Lab 
Backup

Chem

Chem

Chem

Chemistry Lab ------Once you find your class times, 
map out each class on the pre-
planning grid to be sure you don’t 
schedule two classes during the 
same time. 

For classes with multiple 
sections, have backup 
sections in the event your 
first choice is full when 
you register

General Guidelines to 
Picking Classes

Use your Curriculum Plan Sheet
Take year long courses consecutively 

Ex. APM 105 in Fall, APM 106 in Spring
Have backups for lab times, course, etc. in the 
event you don’t get into the course/time you 
wanted
Complete General Education Requirements early
Undeclared/changing majors? Pick a major 
before you register so you can begin fulfilling 
your new degree’s requirements 
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What course fulfills my 
general education?

General Guidelines to 
Picking Classes

You can take courses at SU but only if the 
course or an equivalent course is not taught 
at ESF
Plan ahead for courses that have 
prerequisites
By Junior year, pay careful attention to when 
courses are offered so that you can graduate 
on time. Map out the future semesters.

Courses offered only in odd or even years
Courses offered only in the Fall or Spring semester
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Will you be able to handle the workload?
Find out as much as you can about a course 
ahead of time

Talk to the Professor or other students
Look at a course webpage or online syllabus

Credits tell one story; number of class hours a 
week tell a different story

1 or 2 labs a week – Typical
3 labs a week – doable but tough
More than 3 labs a week – don’t even try!

General Guidelines to 
Picking Classes

2. The Registration Form

Available outside the Registrar’s Office
Fill out as much as you can before 
seeing your advisor
Once you and your advisor sign it, turn 
it into the Registrar’s Office to remove 
your Advising Hold
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Fox123-45-6789

Environmental Biology

Steve

Spring 2008

2011

32795   EFB     285        1         Zoology                    4                A

4

Where do I find the class number 
and number of credits?

Class Number

Credits
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Your Advisor’s Role

Your advisor:
Assists and approves all courses you take in order to 
develop an academic plan that satisfies degree 
requirements
Approves all courses you add or drop in a given term
Guides you in the petition process
Helps you explore your interests, abilities, and goals
Is knowledgeable about graduate and career 
opportunities in your field.
Will refer you to appropriate support services

Your Advisor

You should meet regularly and get to know 
your advisor!

Not just during advising week
S/he is a source of assistance

Can help with:
Finding Internships and Jobs
Finding a Graduate School
Writing a Letter of Recommendation
Being a Reference

Can not make decisions for you 
You can change advisors
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3. Meeting with your Advisor

You must meet with your advisor before registering 
for classes.
Find out how your advisor runs Advising Week. Each 
advisor has a different process.
Come prepared to your meeting:

Have a list of courses you are going take
Discuss your course choices
Have a list of questions prepared
Ask for recommendations or alternative courses
Bring a Registration Form to get signed
Discuss your career plans
Use this time to ask about internships, summer jobs, etc.

4. The MySlice System

The official registration site.
Once you turn in your Registration Form, you 
must physically register online for the courses 
you want to take. You are not locked in or 
registered for the courses that you put on 
your Registration Form until you do it online.
Check Now For:

Registration Holds (Prevent you from registering)
Your Registration Appointment Time
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To register for classes and to check for holds, 
login using your SU NetID and MyMail Password

To view your    
enrollment appointment
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Your Enrollment Appointment

Gives the time when you can register for 
classes

Each person has a different starting time
Cannot register for classes before this time
Must register for classes between your 
starting time and by 11:59pm November 16

5. Registering for Classes

Choose “Enroll 
in a Class”
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Type in the Class Numbers from your Registration 
Form. The Course Name and Section Number 
should appear. Be sure it’s correct! Then Submit.

If you don’t know the class 
number, click the magnifying 
glass to search for the class.

After submitting, the “Add Status” will appear. 

Success = Class was added. 

Errors = you have a problem. Click the error button to 
see what the error was. Common errors are the class 
is full or you have a time conflict.
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To see if a class is “Open” or 
“Full”, uncheck this box when 
you search for the class

Indicates number 
of seats left.
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5. Registering for Classes

Class status can change instantaneously 
If changing classes or sections, always 
add the new class before dropping the 
class you are trying to drop. 
Use the SWAP button to change classes 
or sections.

Don’t Let the Registrar 
Drop Your Classes!

All courses that you register for must be 
approved by your advisor and a Registration 
Form must be submitted.
If you registrar for a different section 
number you don’t need to submit a new 
Registration Form.
If you registrar for a different class you must 
submit a new Registration Form showing this 
change. Register for the class while they’re still 
seats left and turn in the Registration Form as 
soon as you can.
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6. Verify Your Schedule

To print your schedule, click 
“View My Class Schedule” or 
“View My Weekly Schedule”
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Congratulations! You 
Have Completed Spring 

Registration!

6 Easy Steps to Registration

1. Picking Your Classes
2. The Registration Form
3. Meeting with your Advisor
4. The MySlice System
5. Registering for Classes
6. Verifying Your Schedule

Registration Problems? Go to 111 Bray          
or www.esf.edu/registrar
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Questions?

Advising Week is October 29 to 
November 6
Spring Registration begins November 7 
though November 16
Must register by 11:59pm November 16
Changes can be made between 
November 17 to December 14


