Tutorial for Pre-Enrolling for Classes in TigerEnroll

1. Logon to TigerTracks, using FHSU student ID and password
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2. After logging in, this should be your screen. Click on “Online Services,” located at the top of the page.
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3. Scroll to the bottom of the page, located the TigerEnroll icon and click on it and you’ll be redirected to a
different website

2 eacics s edu TigerTracks Fage=SERVCE - @ || Search
& Fort Hays State University C
s B owa

AR IR

Ao

AURS i

4. Once you see a screen like this one, click continue in the middle of the screen to begin the enrollment
process
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5. This is your “Worksheet”. This is where you find, and select the courses you wish to take for the
specific semester. To do this, you must first make sure that the semester you’re enrolling for is the
correct one. After you double check that, you’ll use the “Department” drop down menu, “Course
Number” search bar, and/or
“Course Title” search bar to narrow down your choices to find the course that you’re looking for

o WorkEheet| + | & Enrollment Hu|d5| + | & Pre-Enroll/Schedula ChErlgE| L | @ Advisor Approval | *| Iy Enrl:lllmmt.n"lla'ymerrt|

This workshest zllows you to search and select courses to build a schedule that can be submitted for pre-enrollment, The

Workshest iz used for planning your schedule. Induding courses on the Worksheet does NOT reserve a sest in the courses
selected.

Semester Options - Fall 2018

Colect a semester to bulld your schedule. 2018 - Fall L Fre-enmall after Thursday, April 12, 2018 12:00 AM CT
Finalze enrofiment pricr to Wednesday, August 8, 3018 11:53 PM CST

Schedule Worksheet - Fall 2018

_ﬁ Mo courses saved. Flesse use the ‘Cowrse Search’ to add cowrses to the Schedule Warksheet.

Remowing courses from your Schedule Workshest does NOT remove them from your class schedule.

Remove Selected

Course Search - Fall 2018

Semester: 2018 - Fall Moot Day:
Department: [ <All> v Owan Omees Cwes Clover O e Czat Clsun
Course Mumber: | | Start _
RS
Tima: Al h
Cona e | |
Manth: =huny Months
Course Status: [ <All> W Day f [=ain= w|
Evening:
Course Type: =l L Instuctar: | A= o |
Course Leved: =hll= ol Buliding:  [<all> ol
Upper onisr: (]
Shart Courses: I:‘ Genera D
0 ¢ Education:
anors Colege
Courses: D
Results Fer Page: (200 v [ gubmit
12345678910 =>
Status Course Tithe t:::“ o 5..:_:" Location, Dabe, Time Instructor(s)
D Opan ACCT 203 A Principies of Accounting [ R 3 MC202 DEZ0AM - D920AM M W F Engel,Cale
D Closed ACCT 202 B8 Principies of Accounting I 3.0 a 202 D E0AM - 1020AM M W F Engel,Coke
D Opan ACCT 203 C Principies of Accounting I 3.0 Z1 AHIOE0II0PM - OZ20FM M W F Crfor-Mensah, Kwadea
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6. To select a course and add it into your worksheet, simply click the box next to the course so that it has a
check mark in it.

ﬂ Wc-rkEhEEt| L 4 | @ Enrollment Hu|d5| L | & Pre-Enroll/Schedule ChEng| 4 | W Advisor Approval | *l Iy Erlrnllment.n"lla'fmerrt|

This workshest zllows you to search and select courses to build a schedule that can be submitted for pre-enrollment. The

‘Workshest is used for planning your schedule, Induding courses on the Worksheet does NOT reserve a seat in the courses
selacted.

Semester Options - Fall 2018

Salect & semester ta bulld your schedule. 2018 - Fall gt Pre-enrall after Thursday, April 12, 2018 12:00 AM CT
Finalze enroiment price to Wednesday, August 2, 3018 11:5% PM C5T

Schedule Worksheet - Fall 2018

_n Mo courses saved. Flesse use the ‘Cowrse Search® to add courses to the Schedule Waorksheet

Remowing courses from your Schedule Workshest does NOT remove them from your class schedube.

Reamove Selected

Course Search - Fall 2018
Semester: 2018 - Fall Meet Day:
Department: | Sacial Wark (SOCW ) %] Owon Orees Owed Ovvar O Osae Osun
Start
| a

|
Maonth: <hny Monthz W/
Course Status: Day ! e

Course Mumber:

Course Tithe:

Evening: v
Course Type: < Bl mnstructar: [ <all= v]
Course Leved: e auliding: [<All> ol

Upper Divisian:

City: < fll= et
Short Courses: Gerers D
Education:

Honors College
Coursas:

Results Per Page:

ooao II__
£
£

Credit Seats

Hrs Avallable Location, Date, Time
k] Gpen S0CW 260 Introdwection to Socal Work 1.0 13 AHZI50200PM - 04 15FM TUE, THU Walmer, Rhanda
D Qpen  SOCW 280 VA Introdection to Social Work .0 17 - WVIRTUAL Welmer, Rhaonda
Online

Additional Medla Online

D Qpen  SOCW 320 Human Behawhor and the Socal 30 13 AHZ050130PM - 0245FM TUE, THU Lavy, Patricla
Environment 1
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7. After selecting the course(s) you want to put in your worksheet, scroll to the bottom of the page and
click on the “Add Courses To Schedule Worksheet”.

D Opan SOCW 672 B Intermship In Sockal Wark 2.0 5 0004 - D000 ARR Dawis, Tim
D Qpen SOCW &72 0 Intermship In Sockal Wark 2.0 5 0004 - 00D ARR Dawis, Tim
D Opan SOCW &72 va Intermship In Sockal Wark: 2.0 15 - VIRTUAL Bennett, Teresea

Addictions Practioum I Onlina

Add#icnal Medla Online

D Opan SOCW 672 W Intermship In Sockal Wark: 1.0 15 = WIRTUAL Bannett, Toreses

Addictions Practioum IT Online

Additicnal Medla Online

|.!.ud|ng aurses to yaur Schedule Warksheet doas N'ﬁl'quarant:c 2 seat in the courses selected.

| Add Courses To Schedule Wurkshai)

8. To complete your worksheet, repeat steps 5-7 until you have all of the desired courses on your
worksheet.

(] Worksheet|" | @ Enroliment Holds| L4 | @ pre-Enroll/Schedule Changes|" | @ Advisor Approval| P | (%} EnrollmentfPayment|

This worksheet allows you to search and select courses to build a schedule that can be submitted for pre-enrollment. The

Worksheet is used for planning your schedule. Including courses on the Worksheet does NOT reserve a seat in the courses
selected.

Semester Options - Fall 2018

Select a semester to build your schedule. 2018 - Fall - Admission is incomplete. Please contact the Registrar's Offica.
Finalize enrollment prior to Wednesday, August 8, 2018 11:59 PM CST

Schedule Worksheet - Fall 2018

Status Course Title Credit Hrs Location, Date, Time Instructor(s)
D Open SOCW 260 Introduction to Social Work 3.0 AH 335 0300FPM - 0415PM TUETHU Weimer,Rhonda J
_ﬁ Reguisitel(s]:

PR, 50OC 140, PSY 100, and Perm.

Removing courses from your Schedule Worksheet does NOT remove them from your class schedule.

Remave Selected

Course Search - Fall 2018

Semester: 2018 - Fall Meet Day:
Department: | Social Work (SOCW ) ~ D Mon DTLIES D Wed DThur D Fri D Sat I:lSun
sme | |

| Time:

Gourse T | = T <o oot |
Month: <Any Month= -
Course Status: | <All= Day

Evening: | <All= V|
Instructor: | <All= v|
Course Level;
Building: | <All= v
Upper Division:
0 -
Short Courses: [ | General O
Honors College O] Education:
Courses:

Results Par Page:! Submit

Cradit Seats

Status Hrs Available Location, Date, Time Instructor

I:l Cpen SOCW 260 Introduction to Social 3.0 13 AH 335 0300PM - 0415PM TUE, THU

Weimer,Rhonda
Work
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9. Once you complete your worksheet, you’ll click on the “Pre-Enroll/Schedule Changes” tab at the top of
the page.

**|f you cannot move to the “Pre-Enroll/Schedule Changes” tab, click on the “Enrollment Holds” tab to
see if you have any specific holds on your account or check the notes on the Semester Options area.

Welcome

@ Worksheet |# | @ Enrollment Holds | |9 Pre-Enroll/Schedule Changes|® | @ Advisor Approval|# |9 Enrollment/Payment

This worksheet allows you to search and select courses to build a schedule that can be submitted for pre-enrollment. The

Waorksheet is used for planning your schedule. Including courses on the Worksheet does NOT reserve a seat in the courses
selected.

Semester Options - Fall 2018

Select a semester to build your schedule.

2018 - Fall

Admizsion is incomplete. Please contact the Registrar's Offica.

Finalize enrollment pricr to Wednesday, August 8, 2018 11:39 PM CST

10. Notice that once in the “Pre-Enroll/Schedule Changes” tab, the courses that are on your worksheet are
unselected.

@ Worksheet| ¢|'0 Enrollment Holds|"|'¢3 Pre-Enrall/Schedule Changes|*|'13 Advisor Approval|‘|'!3 Enrollmentfpayment|

This step allows you to reserve a seat in the selected classes from your worksheet, check on availability, check on status,

and submit to your advisor for approval if required. Also, you can add, drop, or swap classes from your schedule after
enrollment.

Student Schedule - Fall 2018

Select semester: | 2018 - Fall e

JS No courses saved. Please choose casses from your 'Waorksheet' that you wish to add.

Remove/Drop Selected Order Textbooks.

Waiting List - Fall 2018

JS You are not on any active course Waiting Lists.

Schedule Worksheet - Fall 2018

Status Waiting List Course Title Credit Hrs Location, Date, Time Instructor(s)
D Open INF 101* A Introduction to Computer 2.0 MC 114 0SZ0AM - 0920AM MON Schmidt,David E
Information Systems Lab Time Also Required
D Open S0OCW 260 Introduction to Social Work 3.0 AH 3235 0300PM - 0415PM TUE, THU

Weimer,Rhonda 1
JS Requisite(s]:
PR, SOC 140, PSY 100, and Perm.

D Open SOCW 410 VA Social Welfare Policy and 3.0 - VIRTUAL Lee,Jung H
Services 11 Online
P Additianal Madia Online
&\ Reaquisite(s]:

SOCW 210 - Non-Lab Pre-Requisite
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11. To move these courses to your schedule, you will select them, again, so they have check marks in the
boxes next to them

] Worksheet|"|0 Enrollment Holds|"|@ Pre-Enroll/Schedule Changes|"|@ Advisor Approva||"|@ Enrollmentjpavment|

This step allows you to reserve a seat in the selected classes from your worksheet, check on availability, check on status,
and submit to your advisor for approval if required. Also, you can add, drop, or swap classes from your schedule after
enroliment.

Student Schedule - Fall 2018
Select semester: | 2018 - Fall w

_:5 No courses saved. Please choose classes from your 'Worksheet' that you wish to add.

Remaove/Drop Selected Order Taxtboaoks.

Waiting List - Fall 2018

_:5 You are not on any active course Waiting Lists.

Schedule Worksheet - Fall 2018

Status Waiting List Course Title Credit Hrs Location, Date, Time Instructor(s)
Open INF 101* A Introduction to Computer 3.0 MC 114 0830AM - 0920AM MON Schmidt, David E
Information Systems Lab Time Also Requirad
Open SOCW 260 VA Introduction to Social Work 3.0 - VIRTUAL Weimer,Rhonda J
. Online
_:5 Requisita(=]: Additional Media Online
PR, SOC 140, PSY 100, and Perm.
Cpen SOCW 410 VA Social Welfare Policy and 3.0 - VIRTUAL LeaJung H
Services II Cnline

p— Additional Media Online
JS Reguisite(s]:
SOCW 310 - Non-Lab Pre-Requisite

12. Once the courses have been selected, scroll to the bottom of the page, until you see the “Add Selected
Courses to Student Schedule” tab, then click on it.

| Add Sslected Courses to Student Schedule |

ase click the add bution anly ance.

Copyright & Fort Hays otate University. All Rights Reserved.

Last updated 5/2018



13. The next step would be to wait your advisor’s approval on the schedule you’ve made for yourself. Your
advisor gets automatic notification of your schedule. After your advisor approves your schedule, you
will receive an e-mail stating that you may proceed with the enrollment process. To do this, you will
repeat steps 1-4 of logging into TigerTracks and TigerEnroll, instead of clickink on the “Worksheet”

tab, you’ll click on the “Enrollment/Payment” tab.

Welcome - m

wd W::-rkEhEEtl » | @ Enrollment Hn|d5| » | & Pre-Enroll/Schedule Changn=_=5| o | @ Advisor Approval | *| ¥ &) Enr-:-llmen':,-"P‘al,'menl:l

To finalize enrcllment, vou must make payment arrangements. If yvou do not finzlize your enrollment by the payment deadline,
the pre-enrolled classes will be dropped from your schedule. If you have made schedule changes, you will zlso need to select 3

payment option to confirm the changes i additional charges are owed.

14. The “Enrollment/Payment” tab displays your schedule and a “Make Payment Arrangements” button.
From here you will make payment arrangements and finalize your enrollment.

“ Make Payment Arrangements
f\ ...;.!Prmtcr-lnmdlf Schadule
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