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Accessing MyLeo

1. Go to the University’s Homepage and then select the Login icon below:

Request

Information Visit Apply Give

2. Select ‘Sign in to MyLeo’ on the right side of your screen:

SIGN IN TO THE MYLEO PORTAL

Sign In to the myLEO Portal

Access the myLEO Portal with your Texas A&M University-Commerce account.

» ) Sign in to myLEO

3. Enter your username and password and select ‘Login’

First time logging in to MyLeo?

e Your username is your CWID (campus wide ID number)

e Your password is your birthdate in this format: (example...Jun081979). If you have
logged in previously, you were prompted to change/update this password

e Our university now requires two-factor authentication — the system will direct you

Trouble logging in to MyLeo or experiencing other technical issues?

e Callthe IT HelpDesk at 903-468-6000, available 24/7, except for holidays
e You can also email HelpDesk@tamuc.edu
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Calendar of Student Events & Important Announcements

On the main screen in MyLeo after logging in, you will see announcements and events.

WELCOME APPS STUDENT RESOURCES

WEATHER

STUDENT EVENTS

Currently there is no weather location(s) set, please set a location(s) using the edit link.
Thursday, February 28

Edit Locations

Student Service Fee Requests for FY20 Fiscal Year Now Open

The Student Service Fee (SSF) Commitiee is accepting requests for funding for the FY20 fiscal year. The
funding request forms (re-occurring and one-time) and instructions can...

I'm Interested

2019 Annual Juried Student Art Exhibition

Join the Department of Art and the University Gallery in honoring the arfistic achievements of our art students.
This year's juror is artist and educator, Linda Gossett.

STUDENT ANNOUNCEMENTS

Add your Social Media Links to the New Directory!

The Department of Marketing Communications has refreshed the Social Den Directory, and we would
appreciate your help in continuing to build it. If your department or organization has official social networks that
are not listed on the directory, please submit yours today! Submission instructions can be found on the linked

webpage

THE UNIVERSITY GALLERY
10AM

I'm Interested

e Please also view our Master Calendar which includes all scheduled events.
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Course Catalog

To view a description of a course you are interested in taking, check out the course catalog by
selecting the ‘Student Resources’ tab at the top of your screen.

myLEO

A&M-COMMERCE

WELCOME APPS STUDENT RESOURCES

Next, select ‘Course Catalog’ under ‘Student Information’

Student Information

= Registration Menu

e Search Class Schedule

» Student Records Menu

e Final Grades

= View Curriculum Information

= View Holds

= Academic Transcript (Advising/Unofficial Only)
= Order Official Transcript

= 1008-T

e Undergrad DegreeWorks

= Grad School DegreeWorks

e View Status of Transcript Requests (TranscriptsPlus Self Service Portal)
= View TSI Info

e View Guaranteed Tuition Plan Info

= Course Catalog

» Purchase Textbooks Online

= Verify Meningitis Shot Requirement
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Select the catalog term (current semester) and then ‘Submit’
Catalog Term

"7 Please select a Catalog term and choose Submit to proceed to the Course Search page.

Search by Term:

Mone A

Submit

Select the subject and level and then‘Get Courses’

Display Catalog

Subject (BZ): *Executive MBA
*Fitness and Rec Ac
Accounting - ACCT

1 [l »

Course Number Range: frgm to
Title:

Level:
Graduate Lewvel
Undergraduate -

Department:
Accounting
Art

[

Credit Range: hours to hours

Get Courses
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DegreeWorks

DegreeWorks is where your degree plan is managed. It will display:

Degree requirements

Courses you’ve taken and final grades (R=registered so there isn’t a grade yet)
GPA

Advisor

Earned hours

Academic standing, etc.

Select the ‘Student Resources’ tab:

myLEO

A&EM-COMMERCE

WELCOME APPS STUDENT RESOURCES

Select ‘Grad School DegreeWorks’ from the Student Information Menu:

Student Information

= Registration Menu

= Search Class Schedule

= Student Records Menu

+ Final Grades

« View Curriculum Information

« View Holds

* Academic Transcript (Advising/Unofficial Only)
* Order Official Transcript

* 1098-T

= Undergrad Degree\Works

= Grad School Degree\Works

= View Status of Transcript Requests (TranscriptsPlus Self Service Portal)
= iew T3l Info

« View Guaranteed Tuition Plan Info

+ Course Catalog

* Purchase Textbooks Online

= Verify Meningitis Shot Requirement

IMPORTANT: Contact your advisor if any classes are displayed under the Non-Program
Electives section. Courses in this section do not count and are ineligible for financial aid.
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Financial Aid & Scholarships

Select the ‘Student Resources’ tab:

myLEO

A&EM-COMMERCE

WELCOME APPS STUDENT RESOURCES

Scroll towards the bottom and select from the following menu:

Financial Aid Information

Financial Aid Status

Financial Aid Award Menu

Financial Aid Eligibility

Financial Aid Federal Shopping Sheet

Each student has an assigned financial aid advisor if you need help. Contact your
Graduate Enroliment Specialist if you're unsure who to contact.

You can also find valuable information and resources on the Financial Aid Webpage.
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LeoMail

Your student email account called LeoMail is accessible through the ‘Apps’ tab at the top of
your screen:

myLEO

AS&M-COMMERCE

WELCOME APP3 STUDENT RESOURCES

Next, select the LeoMail icon:

AN

LeoMail

e Right click on the app and select “open link in new tab” so you can check email and still
have access to other things in MyLeo. This is true of all apps.

e Make certain to check this email daily, as this is where the majority of university
communications will be sent.

e When you email through your online class, emails are sent and received through your
LeoMail.
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LeoPay — to pay your balance or sign up for the installment payment plan
or short-term tuition loan

Access LeoPay one of two ways:

1. Under the ‘Apps” tab by selecting ‘LeoPay’

LeoPay

2. Under the ‘Student Resources’ tab in the LeoPay section:

LeoPay
- » Check Your Balance and Make Payments

Next, select the word “Balance” on the LeoPay home screen — see highlighted below:

Announcement Student Account ID: x0x3398
Balance $0.00

Payment due dates for upcoming terms: August-mini

- August 8........ Fall - August 23............ Please email us at

Student.Accounts@tamuc.edu or call us at 903-886-5050 if View Activity

you need help with your student account.

Then, choose the semester to view your balance and make payment.

Enroll in the installment plan or tuition loan under LeoPay by selecting the Payment Plans
tab and then the option you want to use.
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The installment payment plan requires a down payment of $100, plus a $35 processing fee.
This option is only available in fall/spring.

The tuition loan requires a $35 processing fee when you sign up. Tuition loans are available
fall/spring/summer.

Important Notes:
e If you have any questions about your student account, contact their office by calling

903-886-5044 or by sending an email to Student.Accounts@tamuc.edu
e You can also find a lot of valuable information on the Student Accounts Webpage

If someone else is paying your balance, they will enter the LeoPay screen from the MyLeo
login page:

SIGN IN TO THE MYLEO PORTAL

Sign In to the myLEO Portal

Access the myLEOQ Portal with your Texas A&M University-Commerce account.

=) Sign in to myLEO

LeoPay For Parents

If you are a parent or third party that has been granted
access to view bills, make payments or manage a
student's account, login to Parent LeoPay.

» %) Parent LeoPay
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MyLeo Online (D2L Brightspace) —accessing your online classes

MyLeo Online is where you will enter online courses and/or where you might access any
materials your instructor provides to you online.

Select the ‘Apps’ tab

myLEO

A&EM-COMMERCE

WELCOME APPSE STUDENT RESOURCES

Select the MyLeo Online (D2L Brightspace) icon below. You can right click on the app and
select “open link in new tab” so you can work inside your class and still have access to other
things in MyLeo. This is true of all apps.

@

myLeo Online
{(D2L Brightspace)

Select your course to gain access one of two ways:

1. Using the course selector tool at the top:

m» B O Q
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2. By scrolling down to locate the ‘My Courses’ section:

My Courses

All Fall 2018 Fall 2020  Sandbox Courses  Spring 2021

Fall 2020 - Developing New Essentials of
Global Comp Ldrs myLeo Online (D2L)
(ORGL-431-0CW) NEW_ESSENTIALS « Training
202080 ORGL-431-0CW o Courses

Fall 2020

Ends October 16, 2020 at

11:59 PM

Important Notes:

e An online course isn’t accessible until the first class day
e Not seeing an online course does not necessarily mean you are not registered, as

courses will not appear until the instructor has submitted their course shell

Trouble logging in to MyLeo or experiencing other technical issues?

e Call the IT HelpDesk at 903-468-6000, available 24/7, except for holidays
e You can also email HelpDesk@tamuc.edu

If your course has an online component, you are automatically enrolled in the MyLeo Online
Student Resource Course around a week before courses begin.
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Registration

To register in classes, go to the ‘Student Resources’ tab

myLEO

A&M-COMMERCE

WELCOME APPS STUDENT RESCURCES

Next, select ‘Registration Menu’

Student Information

- = Registration Menu

earch Class Schedule

= Student Records Menu

s Final Grades

= View Curriculum Information

s View Holds

= Academic Transcript (Advising/Unofficial Only)
s Order Official Transcript

s 1098-T

s Undergrad DegreeWorks

s Grad School DegreeWorks

s View Status of Transcript Requests (TranscriptsPlus Self Service Portal)
s View TSI Info

s View Guaranteed Tuition Plan Info

= Course Catalog

s Purchase Textbooks Online

= Verify Meningitis Shot Requirement

L]
]

Select ‘Register/Add or Drop Classes’
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Registration

Select Term

- Register/Add or Drop Classes
Search the Schedule of Classes
Change Class Options
Your Week at a Glance
Your Schedule Detail
Withdrawal Information
Your Registration Status
Active Registration
Your Registration History

' Purchase Textbooks
Link to Campus Bookstore

Select a term and then submit:

Registration Term

Select a Term: [Fall 2020 v| «

Submit
RELEASE: 8.7.1

Next, enter the CRN (course registration number — five-digit number) in the boxes below and
then submit changes:

Add Classes Worksheet

l Submit Changes ] [ Class Search ] [ Reset I

Select Class Search to look for classes if you don’t know the CRN or go to page 21 to learn
how to find the CRN.

Check with your advisor before registration if you’re unsure what to take.
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Financial Responsibility Agreement

This agreement must be accepted each time registration opens. You will be prompted to
accept the agreement upon attempting registration.

After reviewing your Financial Responsibility Agreement, check the box at the bottom of the
agreement and select ‘Continue’ to proceed with registration.

Financial Responsibility Agreement

At the ime of reparanca for any semester of teem, every stadent 1 requared 10 sccepe the Texas A&M Universry-Commerce (TAMUC) Financsal Responsbality Agreement - the serma of whach follow below: Regueranon will nee be permitred of the
apeement is dechmad

TAMUC Financial Responsibility Agr

1 hereby agree to pay all University charges (ruition and fees, bousng charges, meal plans, of other fres) by one of the three optioms stated in this agreement

Payment i foll for all term charpes is requised by the deadline stased wn the semester calendar
PAYMENT OPTIONS

OPTION L | may choose 10 pay and oe use fimancial md 10 pay my balance = FULL on or befoce the payment due date established by TAMUC

« [ understand that any change n ey class schedule, housng awgnment or meal plan opaon may affect my overall balance due
« L wall pay ndwwh-:uladbp.\&.ﬂ.uw&'mupuwﬁhdﬂnd&dn&tﬂﬂ:&u&d‘hn\ changes wiach serve %0 Exaease my balamce dor 1o the Unavenaty.

Failure to pay in full wil i ) f the 4-Payment lnseall Payment Option listed under OPTION 2.

OPTION 2. FALL AND SPRING SEMESTERS ONLY = [ may chooss 10 pay my balance on éhe Instaliesert Payment Opticn. TAMUC offers & 4-Payesent Instalicsces Plan. By dong w0 1 agree

* To pay and 'or wee my fnancasl aid award to cover the roguared munsmum doun payment of $100 prce 10 & pavisent deadline.
+ [ mill pay the remauning matallment payments 0a o before the due date specified for each instalimens
* [ snderstand St INSTALLMENT AMOUNTS MAY CHANGE over time 10 accoust for sy mew charges. pavmests, of fmancial d adjustmments
-hhonueuon\k won-refundable payeseen plan setup fee of $35 00 m the ume of cxrollment in the installencnt paymen plas.
[ enderstand St & 525 00 late foe will be assessed for each mataliment payment that 1s lase
-lnlmnndulmmoﬂl«ﬁnmaﬂ-ﬁwﬁ\hl.wu-m:kLeo?n
* [ acknomiedge that Texas AL M Uriverwity-Commerce has the nght 10 eveoll me m the 3-Payment Installment Pryment Opticn should | make the mimwmam requared donm payment and proceung fre but fadl %0 complete the online enrolizvcst procens
drough LeoPay

OPTION 3. Emerpency Tumon Loas (coune charges caly) - I may chooss 10 borsow theough the Emergency Tusmon Loan peogram 10 defer payment of counse chargpes (nution and fees) unnl laser o the cerven semester Other tens charges (housing. sseal
phan, or othex fees) st exther be pasd in £l ax m option 1 or put on the matallment payment plan (option 2)

* [ enderstand that T must mect the Emergency Tuihon Loan eligitaliny of course for the current term and have a sadent account that ©s pood standmg

» [ endermand dut | may be demed s Emergency Tustion: Loan of | have any Selinguess snadent accoust balance o & regustration Rold caused by fimancaal delinquency (mcloding uspad paking ctatsons)
* [ agree 80 pay the noo-cefimdable procesing foe of $35 00 at the tase of application for the Emergency Tumion Loan.

[ undersand B | must enrcll for thes opece oalne through My Leo

1 undersiand thar fasdure 10 chosee 4 payement epton by the pavesen deadline exablished by TAMUC mall result in a $29 reguntration lase paymces fee 1 alao vaderviand that my clasies saay be drogped for noapaymen

1t s sy sndervtanding that sbould | recerve any financul sad (scholarabips, foderal Josne, grants ce stipends) proce 10 the paymsent due dase of the Invtaliment Plan ce Emerpency Lown then thoue funda wall be appiied somesd any balance owed for the
semester and 3 refand mki be asued to me for any credst balance that 1s svulable should the applind financial aid be grester than the balance dor

COMMUNICATION

The Ussveruty ssgned email addrew i the officaal method of communcation by the Saadent Accounms Office. 1 ackmonlodge that w my responuibality 80 cheock snd mansge my wtudeet emal actount 30 that smportant mnformation can be tecerved Bullag
are available caline and real hme account infe w avalable deough LeoPay | that Eabure 10 review my celine account 0 talling statement does not comtinute 3 vald remson for not paying a ball m a timely manoer

I undesvrand thar falure 10 meet the terms of thas agreessent may entatle Texas ASM L'mmnytm«n(l)annpmmi«-yclnm-d«anpmachm and (2) wibbold grades, diploenss, of transcnpes from beng
released wanl all unpasd balances and other collection fees are pasd 1n fisll

Chack this box te imdicase Bt you have rvad and underviand the Financial Respeasiiey Agreement abote and agree 1o the terms and conditions.
(Plecte chect the bax above, then press the CONTINUE baton to proceed 10 regiatravion)
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Schedule of Classes
To see which courses are offered in a particular term, the best way to do that is:

1. Go to www.tamuc.edu
2. Scroll to the bottom of the webpage and select Schedule of Classes:

QUICK LINKS RESOURCES

Directory Departmental Budgets
Employment Accessibility Policy

Technical Support Disclaimer

Academic Calendar Higher Education Opportunity Act
Schedule of Classes Institutional Resume

Faculty Curriculum Vitae University Policies

Public Information Carrying Concealed Handguns on Campus

Visitor Parking Permits Public Access to Course Information

University Police Department State Auditor Hotline
Counseling Center
Local Mental Health Authorities

Login to Update the Website

3. Next, choose the semester from the dropdown menu at the top:

Schedule Of Classes

All May Mini, Summer I and Summer IT 2020 classes will be taught online

Select Term to view Schedu|e| Fall 2020 V|

4. Then, select the department you wish to view classes under. (Applied Linguistics,
English and Spanish are housed under the ‘LITL’ tab for Literature & Languages, for
example)

5. Next, scroll down to locate your course. Graduate-level courses begin in 500 and above
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Identifying Course Modality
Figuring out how a class meets is easy:
1. Follow the steps above to locate your class

2. View the section ending, example highlighted below (02W). You know right away the
class is online because the section ends in a ‘W’ which stands for web-based class.

THE 597 Survey of Visual Arts Houwrs: 3
ozw 85434 Williams, Andrea 16 5

Meets 8/24/2020 through 12/11/2020
Web Based Class
Vita Syllabus Books/Materials

Below are the different modalities:

Suffix Description
Code
E Course inchades both F2F and
Omline mstruction. F2F time may be reducad
E The courss mests repularty. Technaolosy
iz supplementary.
L Lah Course
M Mimn Terms (2.5 week course)
P Sub Term
E Receiving site
3 Sending zite
T (lasze: extendad over sevaral
tarms
o X Ten weak course over surrmer
W 100% cnlne course

If you look up classes directly through MyLeo, once you find the class, you should:

1. Select the button “View Sections” to learn the different modalities for the class:

501 Structure Eng Language | View Sections |
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2. Next, click on the highlighted five-digit code (known as the CRN) to learn more about
the class:

Look Up Classes

7 select the box in front of the CRN (C identifies a closed class) and choose Register or £

Sections Found

English

Select CRN Subj Crse Sec Cmp Cred Title

SR 84299 EMNG 501 o1w ™M 3.000 Structure Eng Language
Mew Search

3. Then, look over the information for the class. The section ends in “W” so it’s fully online
and it also states “Internet Instructional Method”

Class Schedule Listing

Sections Found
Structure Eng Language - 84299 - ENG 501 - 01W

> 4 View Book Information

Associated Term: Fall 2020

Registration Dates: Mar 23, 2020 to Aug 27, 2020
Levels: Graduate Level

Attributes: Exclude from 3-peat checking

Main Campus

Lecture Schedule Type
Internet Instructional Method
3.000 Credits

View Catalog Entry

Scheduled Meeting Times
Type Time Days Where Date Range Schedule Type Instructors

Class TBA TBA  Aug 24, 2020 - Dec 11, 2020 Lecture Mimi Li {E}
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Student Resources & Apps

There are many other resources available under the ‘Student Resources’ tab. See below:

WELCOME APPS STUDENT RESOURCES FACULTY RESOURCES STAFF RESOURCES

STUDENT INFORMATION SYSTEM (515) RESOURCES FOR STUDENTS

Prod Personal Information

* Addrezses and Phone Numbers - View - Update
* Email Addresses - View - Update

= Emergency Contacts - View - Update

= [arital Status - Update

* Ethnicity and Race - View - Update

Student Information

* Registration Menu

= Search Clazss Schedule

= Student Records Menu

= Final Grades

= iew Curriculum Information

= igw Holds

* Academic Transcript (Advising/Unofficial Onby
* Order Official Transcript

* {083-T

* lindergrad DegreeVWorks

* Grad School DegresWorks

* Yiew Status of Transcript Reguests (TranscriptsPlus Self Service Portal
= igw TSl Info

= ‘igw Guaranteed Tuition Plan Info

* Course Catalog

= Purchase Textbooks Online

= Yerify Meningitis Shot Reguirement

LeoPay

» Check Your Balance and Make Payments

Financial Aid Information

* Financial Aid Status

* Financial Aid Award Menu

* Financial Aid Eligibility

» Financial Aid Federal Shopping Sheet
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Apps

Students can also access an array of resources under the “APPS” tab:

myLEO

AS&M-COMMERCE

WELCOME APPS STUDENT RESOURCES

This is where you will:

e Enter your online classes

e Check your LeoMall

Access the online library (Gee Library Resources)
Purchase parking permits

LeoPay to pay your balance

Apply for graduation

Upload your admissions documents

Check out volunteer opportunities

Access Hire A Lion to apply for jobs

See below for what the different apps look like:

h pr—
b1 % _— | @
ﬁl — [Z===
1) ———
LeoPay Gee Library myLeo Online (D2L
Resources Brightspace)

Graduate School at East Texas A&M

LeoMail
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Syllabi and CRN (Course Registration Number)
To view the syllabus for a class:
1. Gotothe Schedule of Classes (info on page 16)

2. Next, scroll down to locate your course. Graduate-level courses begin in 500.

3. Once you find your course, you will notice several links at the bottom:

S0C 572 Classical Sociolegical Theory Hours: 3
01w 33003 Palmer, Zachary 24 24

Meets 8/24/2020 through 12/11/2020
Web Based Class
Vita Syllabus Books/Materials

Select the links to view the course syllabus, books/materials, and the instructor’s vita. You can
also find start and end dates, the instructor’'s name, how many seats are left in the class, and
the CRN. The CRN is the number you can use to add a class to your schedule without doing a
course lookup. See more under the registration section.

e In the example above, you know right away the course is online because the section
ends in a ‘W’ which stands for web-based class. This is also written out as well.

e You can also tell this course is full (24 seats total out of 24 enrolled).

e The CRN can also be quickly located (it is the five-digit number highlighted above
83003).

IMPORTANT:

e |If you search for your syllabus but nothing is displaying, it means it hasn’t been
uploaded yet.

e Syllabi are generally uploaded a couple of weeks before the semester begins.

e Contact your instructor if you need a copy in advance.
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Textbooks

To locate or purchase textbooks for your courses, go to the ‘Student Resources’ tab and select
‘Purchase Textbooks Online’ — you don’t have to purchase through our bookstore, but this is
where you can view them.

Student Information

s Registration Menu

= Search Class Schedule

s Student Records Menu

= Final Grades

s View Curriculum Information

= View Holds

s Academic Transcript (Advising/Unofficial Only)
= Order Official Transcript

s 1008-T

* Undergrad DegreeWorks

s Grad School DegreeWorks

= View Status of Transcript Requests (TranscriptsPlus Self Service Portal)
s View TSI Info

= View Guaranteed Tuition Plan Info

» Course Catalog
» * Purchase Textbooks Online
= Verify Meningitis Shot Requirement

IMPORTANT:
e Textbooks are generally uploaded about a month before the semester begins

e If you search for your textbooks but nothing is displaying, please contact your instructor
to find out what books are needed
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Uploading Admission Documents

e Go to the Apps tab
e Select the icon below

Check Admissions
Application Status &
Test Scores

e Next, select ‘Document Upload’ from the row of tabs at the top:

PRWPRINT

TEXAS A&GM

UNIVERSITY
COMMERCE

— W Start achieving your badges tos

Home | Admission Applications | Testing Scores | Document Upload | Logoff

CO-CURRICULAR TRANSCRIPT

e You can also email documents directly to your Graduate Student Services
Coordinator
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Adding Yourself to a Waitlist When a Class is Full

To add yourself to a waitlist, go to the ‘Student Resources’ tab

myLEO

A&M-COMMERCE

WELCOME APPS STUDENT RESCURCES

Next, select ‘Registration Menu’

Student Information

- » Registration Menu

s Search Class Schedule

= Student Records Menu

s Final Grades

= View Curriculum Information

s View Holds

= Academic Transcript (Advising/Unofficial Only)
s Order Official Transcript

s 1098-T

s Undergrad DegreeWorks

s Grad School DegreeWorks

s View Status of Transcript Requests (TranscriptsPlus Self Service Portal)
s View TSI Info

s View Guaranteed Tuition Plan Info

= Course Catalog

s Purchase Textbooks Online

= Verify Meningitis Shot Requirement

Select ‘Register/Add or Drop Classes’
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Registration

Select Term

- Register/Add or Drop Classes
Search the Schedule of Classes
Change Class Options
Your Week at a Glance
Your Schedule Detail
Withdrawal Information
Your Registration Status
Active Registration
Your Registration History

' Purchase Textbooks
Link to Campus Bookstore

Select a term and then submit:

Registration Term

Select a Term: [Fall 2020 v| «

Submit
RELEASE: 8.7.1

Next, enter the CRN (course registration number — five-digit number) in the boxes below and
then submit changes.

Add Classes Worksheet

l Submit Changes ] [ Class Search ] [ Reset I

From there, you will select ‘waitlist’ from the dropdown menu and submit changes again.

Select Class Search if you don’t know the CRN or go to page 21 to learn how to find the CRN.
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