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Using My Planner 
 
Purpose:  The following instructions describe how to use the My Planner feature to add courses 
you wish to take prior to loading your shopping cart and registering (enrolling).  Student may add 
courses within the Planner or use their Academic Requirements (Advisement Report) to add 
courses.  
 
 

Step Action 
1. Log onto My Universe. Click the Go to my Student Center link on the My Page tab. 

 
 
Note:  The thumbnail image is also a link to Student Center. 
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Step Action 
2. In the Academics section, Click the Plan link. 

 

 
 
Result:  The My Planner page displays. 

 
3. Click the Browse Course Catalog button to find courses to add to your planner. 
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Step Action 

4. Select the checkbox for each course you wish to add. 

 
5. 

Click the Add to Planner button.  
 
Result: A confirmation message displays at the top of the page. 

 
 

6. Continue to add course by navigating to the desired subject using the alpha 
navigation bar at the top of the page. 
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Step Action 
7. Once you have added all your courses, click the my planner link at the top 

 
Result:  Your Planner is populated. 

 
8. You may move your planner courses to the desired term.  Select the checkboxes for 

the course you wish to move and the appropriate term.  Click the move button. 

 
 
Result:  A confirmation displays: 

 
9. Now you have added courses to your Planner.  Once the schedule of classes has 

been released for a particular term, you may use the search feature in the Shopping 
Cart to move courses from the Planner to the Shopping Cart. 
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Using your Academic Requirements (Advisement Report) to Add Course to your 
Planner: 
 

Step Action 
1. In Student Center, select Academic Requirements from the other academic 

requirements drop-down list. 
 

 
2. Scroll to a section of the report that has courses that need to be satisfied. 
3. Click a course title (description) to view course details. 

 

 
 
Result:  Course Detail displays. 

4. Click the yellow add to planner button. 
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Step Action 
5. A confirmation message displays at the top of the page. Use the Return to My 

Academic Requirements link to return to your Advisement Report. 
 

 
6. A blue star displays in the Status column of your Advisement Report, indicating 

this course has been added to your Planner. 
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