PEOPLESOFT STUDENT SYSTEM 9.0
Using the Shopping Cart

The Shopping Cart allows you to simulate enrolling in courses, prior to your enrollment
appointment. It does not enroll you – but will provide feedback about potential errors you
may encounter, including:
•
Prerequisites not met
•
Instructor permission required
•
Time conflict
•
Course repeat messages
•
Holds that will prevent enrollment

Once enrollment begins, if courses in your Shopping Cart become full, this feedback
becomes available to you. Courses in your Shopping Cart can be converted to an actual
enrollment request when your Enrollment Appointment begins.

Using the Shopping Cart to Prepare for Enrollment
Appointments: Each semester, every student is assigned a day and time they can begin to
enroll in classes for the coming semester. In addition, students are assigned a day and time
they can begin to utilize the Shopping Cart to prepare for actual enrollment.
Enrollment appointments are assigned by projected class level, then randomly. Shopping
Cart appointments are similarly assigned.
Placing classes in your Shopping Cart neither enrolls you nor saves a place for you
in the class.

To add classes to your Shopping Cart

Log in to PeopleSoft from the Clarkson Home Page http://www.Clarkson.edu
Current Students; then PeopleSoft; then Student Login.
Check your Shopping Cart and Enrollment dates.
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Select Shopping Cart:

Select the term for which you will be enrolling and hit

.

There are two search methods: Directly enter the 4 or 5-digit class number or Class Search.
Each method will lead you through a process to add classes to your Shopping Cart.

Step 1 – Select Classes
Option 1 – Enter Class Nbr
If you know the 4 or 5-digit class number assigned each semester to specific class sections
you can input it directly. If there is a discussion required for the class it will list those that
you can choose from the click Next.
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Once you hit the Next button you will be shown the class preferences screen. Here you can
add a permission number if necessary and see what prerequisites are required or other
enrollment information. If everything looks good hit next button.

Now you can see that your class has been added to your shopping cart and you can make
changes or continue add more classes.
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Option 2 – Class Search
An alternative to entering the class number is Class Search. This alternative makes
accessible advanced search tools.
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Once you input your selection criteria click the Search button the list of classes that match
your search criteria will be listed. Choose the class by clicking on the select class button.
You can start a new search at anytime by clicking the Start A New Search button.
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Repeat this process until you have all desired classes in your Shopping Cart.

Step 2: Validation

You now have an opportunity to validate some or all of the class(es) selected. Use the
check-box next to each course you wish to validate.

Then hit

.
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Step 3: Validation Results

Feedback here will let you know if there are any impediments to your enrollment. Do note,
however, there is no guarantee that the courses will be open when you actually enroll. The
validation here relates to requisites, time conflicts and other issues that will impede your
success.

, you can take corrective action – either selecting a
If there are errors noted by the
different course, or by getting a permission number from the instructor to enroll if you feel
the problem is unfounded. Note: a paper add/drop form will be required for time conflicts.
Contact SAS for more information.

Complex Course Enrollment Actions
Multiple-component Classes: Many courses have more than one component, i.e. lecture,
lab, discussion. In order to be fully enrolled, you must be enrolled in each required
component.
Begin the search as before. These classes often have many sections, so pay attention that
you see all the sections by selecting View All Sections:

Each section has a tag in the middle indicating the component the section represents:
Lecture
Lab
Discussion
In this case you will need to enroll in one of each. You may begin with any of the three –
typically the part that is most important to you. [Using this search tool, one no longer needs
to identify the “enrollment” component.]
In this example, if you choose the Lab first, the next screen offers lectures and discussion
that are compatible with the selected lab. Often certain sections are grouped together, so
not every combination of component sections is allowed. Again, be sure to watch for
so that you see all choices.
To add such a course to your Shopping Cart, you will need to select one section of each
component.

To drop classes from your Shopping Cart
Select the check-box next to the class our wish to remove, then hit
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To edit classes in your Shopping Cart, select the hyperlink that is the
class in your Shopping Cart – use to change related component sections or to
correct credit hours

If you have selected a course lecture, but want to change the discussion or lab, you can do
so using edit. This will only work on the non-enrollment components. You can determine
which section is the enrollment component by looking at your class schedule to see which of
the components has the class hyperlink associated with it.
In this example, the lecture is enrollment component because it is the class hyperlink:

If you wish to change the enrollment component, you will need to delete the class and add
the section you prefer.
In addition, use Edit to change or correct credit hours for thesis and other variable-credit
courses.

Degree Progress

You are encouraged to use the Degree Progress functionality throughout your time at
Clarkson. This will help, particularly with Knowledge Area and Communication Point
requirements as well as requirements within most majors. However, do note this is an
imperfect advising tool; not every course that has a Knowledge Area or Communication
Point requirement is listed here. This can be accessed directly from the Shopping Cart panel
by checking the courses you wish to review, then hitting the hyperlink at the bottom of the
page:

You can always run a degree progress report from the first panel of the Student Services
Center.
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Permission Numbers

The enrollment engine will not allow you to enroll in a class that is at capacity, nor will it
allow you to enroll if you do not have on your Clarkson record the specific pre-requisites or
co-requisites specified. If enrollment in this class is critical, you may seek permission from
the instructor, or in some cases the course department, who may give you a Permission
Number that will allow enrollment for one student into that particular section of the class. It
can only be used once, and it will only work in that particular class section. If you drop a
class for which you used a permission number, you will not be able to reuse the permission
number to re-add the course.
Once enrollment begins, enter the Permission Number using Add or Swap. If you know the 4
or 5-digit class number, enter it directly by Enter Class Nbr.
Note – a permission number will override class capacity and pre-requisites. It will not
override a time conflict. If you have permission of the course instructors to enroll in classes that
overlap, you will need to bring an add/drop form to SAS for processing. It must be approved by your
advisor and both instructors with a specific notation that they are aware of the time conflict.
Having classes in your Shopping Cart is no guarantee that you will be able to
successfully enroll – because you will still be subject to class limits. By the time
you are eligible to enroll for the term, the selected class may be full. But this tool
does allow you to experiment with course combinations.

Finalizing Enrollment

You can monitor your Shopping Cart after enrollment begins, prior to your own enrollment
appointment. If a class in your Shopping Cart becomes full, a blue box (closed) will show
up. This will prompt you to either seek alternative sections or courses, or if the course is
critical to you, you may see if the instructor will provide you with a permission number that
will ultimately allow you to enroll.
When your enrollment appointment becomes active, you may go into your Shopping Cart,
check all courses you want to enroll in (be sure to select all), then hit the Enroll button.

9

Revised 10/18/2012 sed

This will move you to the Add component and you must finish enrollment here.

See specific documentation on enrollment for more detailed explanation of the entire
enrollment procedure.

Contact SAS

Questions, comments and concerns can be addressed to Student Administrative Services,
sas@clarkson.edu
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