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1. Log into LUCAS with your supplied username and password.
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Forgot vour password?

2. Click on Student Centre

Set Up Lincoln
i Use the Student Centre t | on-line, menitor your L ils, and check your Lincoin Configuration ftems
‘exam results.
[El ** STUDENT CENTRE **

3. Click on Enrol in Classes Link

Student Centre

7 message 0f The Day @

Enrolment for (year) opens 1 October

> Set Up Lineoln

emics 7 To Do List

English Language Requirsment
Entrance Qualification
Identity

ils
View Available Classes
My Blanner
Appeals and Dispensations
Enrolment Summary

Educational Services

Sther academic.. V| ()
Learn @ Lincoln

Timetable

Libra
—

Campus Services

} Ppersonal Information Parking Permits

Accommodation

~ Wellbeing Services

Student Health and Support
Recrestion Centre




4, Select which available term(s) you would like to enrol for, by clicking ‘add’ to corresponding Semester(s)
then click ‘Continue’

I — )

[ enol | MyAcademics ||  search | MyPlanner | Appesls and bi ions |

| my class scnedute || enrol || add || arop || swap || change progimajoriminor || expected compietion term |

Enrolment To Do List

@ You are not Registered for Any Terms

Select Term

Select which terms you will be studying for your pregramme,
D.Agriculture

Term 1
Semester 1 - (Year) add
Semester 2 - (Year) add
November Summer Schaol - (Year) add
Enrol My ics Search MyPlanner Appeals And Di

My Class Schedule Enrol Add Drop Swap Chanae Prog/major/minor Expected Completion Term

Ty — O

5. A checklist will appear of items that need to be completed before you are enrolled.

The “* will change to ¥ when each one is completed.
Click on Add Classes.

T —, )

f Enrol | MyAcademics || searsn || mypianner | Appealsana fons |
| my class schedute || enrol || add || drop || swap || change progimajoriminor || expected compietion term |
Enrolment To Do List
A\ You are not currently enrolled for this term.

One or more tasks are incomplete.

Please click the link for those tasks and complete them, add all your

classes, then click "Submit’.

Semester 1 - (Year) | Sub Degree | Lincoln University __change term
A
Citizenship Status/Country A
Secondary School Dats A
Ethnicity & Tui A
previous Study A
Address A
Email A
Phone A
Emeraency Contact A
Brior Activity A
Prior Residence A
Expected Completions A
Disability A
Dedaration A
Course Advice L4
Payment A
programme/Major/Minor Changes &
suBmMIT A

Enrol My fics Search My Planner Appeals And Dis
My Class Schedule Enrol Add Drop Swep Change Prog/majorminer Expected Complation Tarm
P — )




6. Click ‘Search’ to begin selecting your classes

7 Oniversity
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[ Enrol M My Academics M search M My Planner ][App&al!and W

| my class schedule || enrol || add || drop || swap || change progimajoriminar || expected compietion term |

Add Classes
EHEHzE]

1. Select classes to add

> Set Up Lineoln

To select classes for another term, select the term and click Change. When you are
satisfied with your class selections, proceed to step 2 of 3.

Semester 1 - (Year) | Sub Degree | Lincoln University

@ Open | Jp—
Add to cart: Semester 1 - 2017 Shopping Cart
Find Classes
(®) Class Search Your enrolment shopping cart is empty.

O My Planner

T My Semester 1 - 2017 Class Schedule

You are not registered for classes in this term.

Enrol My ics Search My Planner Appeals And Dis
My Class Schedule Enrol Add Drop Swap Change Brog/major/minor Expected Complation Term

P —] )

7. To find course, click on the drop down arrow for ‘Course Subject’ and select a subject area from the list of
options. Check that the Course Career is correct.
If you know the course number also enter that and then click ‘Search’

niversit

Pty

> Self Senice

C—

[ ewol | MyAcademics ||  search || MyPlanner | Appeals andDi jons |

| my eiass schedute | enrol || add || drop || swap || change prog/majoriminar || expected completion term

> Set Up Lincoln

Add Classes

Enter Search Criteria

Lincoln University | Semester 1 - (Year)

Select at least 2 search criteria. Click Search to view your search results.
Class Search Criteria

Course Subject - Can be found on Course Planner
g COMP 21 will be:
Course Number [roacty ] Course Subject: COMP
Course Number: 21
Course Career [swbbegee V]
)

Use Additional Search Criteria to narrow your search results.

D Additional search criteria ‘

| SEARCH

Beturn to Add Classes Ciear CriTeria | |

Enrol My jics Search My Planner Appeals And Dis
My Class Schedule Enrol Add Drop Swap Change Proa/major/minor Expected Completion Term

) )




8. If you didn’t enter a course number, you may need to scroll down to find your selection.
Once you have found the correct course click on ‘Select Class’

-~ Self Senice
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f Enrol V My Academics Y Search Y My Planner ]prpaalz.md n.zpenz.monﬂ

| my class schedule || enrol || add || drop || swap || change prog/maioriminor || expected completion term |

> Set Up Lineoln

Add Classes

Search Results
When available, elick View All Sections to see all sections of the course.

Lincoln University | Semester 1 - (Year)

My Class Schedule Shopping Cart
You are nt registered for dasses in this “Your shopping cart is empty.

The following classes match your search criteria Course Subject: COMP - Computing, Course
Humber is exactly '21', Course Career: Sub Degree, Show Open Classes Only: Yes

Return to Add Classes START A NEW SEARCH

Open Closed

¥ COMP 21 - Computing and Communication

view All First 4 1-20f 2 F) Last

Section LEC-LEC(2408)

Session Regular

[paysatimes  [Room [instructor [Start and End Dates Select class based on where you are studying,
i.e. Lincoln or Telford

|TBa |TBA |starr |27/2/2017 - 23/8/2017

Section TELF-LEC(2550) status @

Session Regular

[Days & Times [Roem [Enstructor [startand End Dates
|Tea |Tea sttt |27/2/2017 - 23/8/2017

Return to Add Classes START A NEW SEARCH

Enrol My Academics Search My Planner Appeals And Dispensations
My Class Schedule Enrol Add Drop Swap Change Prog/major/minor Expected Completion Term

T —; )

9. Click ‘Next’

T 1?

[ Enrol M My Academics M search M My Planner ][Appeals.am W

| my class schedule || enrol || add || drop || swap || change progimaioriminar || expected compietion term |

> Set Up Lineoln

Add Classes

1. Select classes to add - Enrolment Preferences

Semestar 1 - (Year) | Sub Degree | Lincaln University

COMP 21 - Computing and Communication

Class Preferences

COMP 21-1EC Lecture @ open Permission Nbr
Grading Graded
Session Regular Academic Session -
Units 15.00
Career Sub Degree

CANGEL I NEXT |I

Enrol My Academics Search MyPlanner Appeals And Dispensations
My Class Schedule Enrol Add Drop Swap Change Prog/major/minor Expected Completion Term

T —) ©)




10.  The class you have added is now in your shopping cart.
If you wish to enrol in more classes click on ‘Search’ again.
If not click on ‘Proceed to Step 2 of 3’

e — O

[ enel | MyAcademics |  search | MyPlanner | Appesls and bi ons | @3

> Set Up Lincoln

| my class scnedute || enrol || add || arop || swap || change progimajoriminor || expected compietion term | =

[ g EgEl]

Add Classes

1. Select classes to add

To select classes for another term, select the term and click Change. When you are
satisfied with your class selections, proceed to step 2 of 3.

o COMP 21 has been added to your Shopping Cart.

Semester 1 - (Year) | Sub Degree | Lincoln University

Open Closed
Add to Cart: Semester 1 - 2017 Shopping Cart
T Delete |Class Days/Times | Room Instructor | Credits | Status’
@) Class search comp 21-LEC Referto o ganbow,
Juf TeA web o 1500 @
O my Plannar — timatable | REder

ster 1 - 2017 Class

You are not registered for classes in this term.

Enrol My ics Search My Planner Appeals And Dis
My Class Schadule Enrol Add Drop Svap Change Prog/major/minor Expected Complstion Term

11.  Once all classes have been added, click on ‘Finish Enrolling’

-~ Self Service

oo DGO

[ Enrol M My Academics M search M My Planner ][Appeals.am W

| my class schedule || enrol || add || drop || swap || change progimaioriminor || expected compietion term |

> Set Up Lineoln

Add Classes

2. Confirm classes

Click Finish Enrolling to process your request for the classes listed below. To exit
without adding these classes, dlick Cancel.

Semestar 1 - (Vear)| Sub Degree | Lincaln University

Open Closed

Class Description Days/Times Room | Instructor

Computing and
comp 21-LEC Refer to web |P. Benbow,
v, Communication | TBA e Bt |5 gontow | 15,00 @

(Lecture)
CANCEL PREVIOUS | FINISH ENROLLING |I

Enrol My Academics Search My Planner Appeals And Dispensations
My Class Schedule Enrol Add Drop Svap Change Prog/major/minor Expected Complstion Term

T — )
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12. If the status of the class has a

you have successfully been enrolled. Ifit has a

been enrolled and there will be a message displayed showing the problem.

Click on ‘Continue’

o you have not

@ Lincoln_
University

-~ Self Senice

o
Comrmme | v [ @

| my class schedule || enrol || add || drop || swap || change progimaioriminar || expected compietion term |

ENT CENTRE **
[ SetUp Lincoln f

Enrol search

Add Classes

3. View results
View the following status report for enralment confirmations and errars:
1 - (Year)| Sub ol
¥ = e o
[Class [Mes: [Status |
coMP 21 Success: This class has been added to your ‘ o

<chadule.

MAKE A PAYMENT

MY CLASS SCHEEuLEI CONTINUE l

Search My Planner Appesls And Dispensations
Add r/minor Expected Complet)

Enrol My Academics
My Class Schedule  Enrol

T —

Drop Svmp Change Prog/majo Term

13.  Depending on how many courses you’ve added you should now have a

Add Classes.

L4

Search:

next to the checklist item

There is now personal information you will need to check or complete, before you can complete your

9]

enrolment. Click on each link with a yellow triangle A peside it, and check the details or answer the

question.

International students will also have an insurance and visa checklist. Some students may also have
Entrance Qualification or Identification checklists. These all must be cleared by supplying the

appropriate documentation to Student Administration.

@ Lincoln
University

UDNT CENTRE * [goto...  ~|®
Lo [ ot [ MyAcedomics || search ||y Plnner || Appoats and bispensations |

| my class schedule || enrol || add || drop || swap || change progimajoriminor || expected completion term |

Enrolment To Do List

You are not currently enrolled for this term.

One or more tasks are incomplete.

Please click the link for those tasks and complete them, add all your
classes, then click 'Submit’.

Semester 1 - (Year) | Sub Degree | Lincoln University __change term

Add Classes

Secondary School Data

Ethnicity & Tvi

Expectad Completions

Course Advice
Payment

Programme/Msior/Mingr Changes

SuBMIT

R Y NN L

Search



14.  The final process is payment.
Click on the ‘Payment’ link on the Checklist.
The next page will display your fees.
Click ‘Next’ if they are all correct.

niversity

ExSetOp Dirco [ enel | MyAcademics ||  Search || MyPlanner |[ Appeals and i jons |

| my class schedule || enrol || add || drop || swap || change prog/maiariminor || expected completion term |

Payment Summary

Your selected classes and tuition fees are displayed below.

Before continuing, you should ensure that you have finished adding terms and classes

o your programme.

Click Add Term to add ancther term to your programme.

Click Add Classes to add classes to your programme.

Click Next to pay for your tuition fees, or to spacify how your fees will be paid.

Return to Registration To Do List Ao Teru | oD cLasses I NEXT I
Classes Selected

Semester 1 - (Year) | Sub Degree | Lincoln University

Class. Description Days/Times. Room Instructor | Credits
M 1:00PM - Refer to web
2:00PM timatable
c i " 3:00PM Refer to web
comp 21-1EC o ne  |G100PM timetsble  |P. Banbow, 15,00
(za081 ommunieation |1, 1:00pM - Refer to web |1, Reader -
(Lectur=) 2:00PM timatable
Th 1:00PM Refer to web
2:00PM timetable
Fees Calculated
Semester 1 - (Year) Tuition - 928.00
Total Cost of Tuition - 928.00

Account Summary
You owe 928.00.

= Due Now 0.00
= Future Due 928.00

Term Total Due
Semester 1 - 2017 928.00
Total 228,00

Gurrency used is New Zealand Dallar,

Enrol My Academics Search My Planner Appeals And Dispensations

My Class Schedule Enrol Add Drop Swep Change Prog/major/minor Expected Completion Term

T —, )

15.  Select the Payment option using ‘How are you going to pay’ drop box.
Once selected click ‘Next’.

Depending on what option you select different pages will display. Complete these pages.

&/ Unive rsity

W Whaee i

I~ Self Senis
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[ enol | MyAcademics ||  search | MyPlanner | Appesls and bi ions |

[> Set Up Lincaln

| my class schedule || enrol || add || drop || swap || change progimajoriminar || expected compietion term |

Payment Summary

You owe 928.00
You have an outstanding amount to pay 928.00

How are you going to pay?
Credit Card

er
Student Loan
Return to Registration To Do List PRE N 2

Currency used is New Zealand Dollar.

Enrol My Academics Search My Planner Appeals And Dispensations
My Class Schedule Enrol Add Drop Swap Change Prog/major/minor Expected Completion Term

T —; )




16.  Youshould now have ¥ against all checklist items, excluding ‘Submit’ which will now be highlighted
for you to click on.

[ Enrol M My Academics M search M My Planner ][Appealz.ana W

| my class schedule || enrol || add || drop || swap || change progimaioriminor || expected compietion term |

> Set Up Lineoln

Enrolment To Do List

/\ You are not currently enrolled for this term.
If you have added all your classes then click *Submit’,

Semester 1 - (Vear) | Sub Degree | Lincoln University _ change term

Add Classes «
Course Adviee L4
Payment 4

Sroqramme/Msior/Minor Changss ¥

[\ You are net currently enrelled for this term.

If you have added all your classes then click "Submit'.

Enrol My Academics Search My Planner Appeals And Dispensations
My Class Schedule Enrol Add Drop Swap Change Proo/major/minor Expected Completion Term

e —7 )

17.  Your enrolment for the selected semester is now complete. Select ‘Change Terms’ to continue for
another semester.

T —] )

Enrol ]f My Academics V Search V My Planner ]prpealz.andnigpenzahonﬂ

| my class schedule || enrol || add || drop || swap || change progimaioriminar || expected compietion term |

[ SetUp Lincoln f

Enrolment To Do List

{3 vou have now complated your nralment. ‘

Semester 1 - (Year) | Sub Degree | Lincoln Univarsitv

Add Classes
Course Advice
Payment

Programme/Maior/Minor Changes

SUBMIT

AR R R

You are enrolled for Semester 1 - (Year)
To enral for any other semesters plzase selact 3
new term and complete your enrolment for that term.

Your student 1D card (Printing) will be svailable from the

Library in 1 - 3 hours.
Learn (Moodle) vill be accessible in 1 - 3 hours.

An email vill be sent to your personal and/or campus email address
shortly with information yeu vill need to obtain your 10 card and how
to access University services.

print this page

Enrol My Academics Search My Planner Appeals And Dispensations

My Class Schedule Enrol Add Drop Swap Change Prog/major/minor Expected Completion Term

T —l )




