
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

A STUDENT GUIDE TO USING  
SELF-SERVICE 

COURSE UNIT SELECTION 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 



 
This section of the options booklet gives some guidance as to how to select your 
optional course units via the Campus Solutions Self-Service system. To ensure 
you make the correct course unit selections you are advised to have your Options 
Booklet easily at hand. If you are unsure as to which are the correct course units 
to select to meet your academic objectives then please contact the CSEP 
Programmes Administrator. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



1. ACCESSING SELF-SERVICE FOR COURSE UNIT SELECTION  
 
• You can access the Campus Solutions Student Administration System at URL 
      https://studentadmin.manchester.ac.uk/CS89PROD/signon.html 
 
• When the time comes for you to register and choose your courses, you will be 

informed of your UserID and password for access to Campus Solutions. 
 
• Upon accessing the system, select the option of ‘Self-Service’ and you will be 

presented with a screen like this: 
 

 
• Select the option 

of:

 
 
 
 
 
 
 
 

 
 
• You will then be presented with the following Student Center screen: 

 
 
 

You will have been 
automatically enrolled 
on to the Mandatory 
Course Units for your 
programme. These 
will be shown here. 
 
Check these are 
correct by referring to 
your Programme 
Handbook. If there are 
any discrepancies then 
contact your School 
Administrator. 



2. SELECTING YOUR OPTIONAL COURSE-UNITS  
 
 

• You can now progress 
to selecting your 
Optional Course 
Units. 

    
 
• Select the option of: 
       
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



2a - Searching For Optional Course Units 
You will now be presented with the following screen: 

 
 
 
• Check that the ‘Select 

Term’  reflects the 
correct Academic 
Year. 

 
• The bottom part of the 

screen shows the 
Course Units you are 
currently enrolled on 
(listed under the 
column of Class). 

 
• To find additional 

Course Units you 
wish to enrol on, then 
ensure ‘Search for 
Classes’ is shown 
here and click on 

 
 
 
 
 

 



 
 

• Upon clicking , you will be presented with the following: 
 

• To retrieve relevant 
optional course units , 
you can either: 

    a) input the subject area 
        for your School and 
        select ‘Search’ – this   
        will return all   
        options; 
         or 
     b) refer to your  
         Programme 
         Handbook and input  
         the Subject Code 
         and Course Number 
         as given to you in 
         your  Programme 
         Handbook. 
         or 
      c) leave all fields  

                blank to retrieve a 
                full list of units  
                available for you to 
                select from (this 
                may return  
                numerous courses 
                in which case it is 
                           suggested you  
                search using  
                method a) or b). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



• Courses that match your selection criteria will be returned. 
 
Example 1: 
This is where a single match has been returned. In this particular instance the Course 
Unit returned ARGY 10061 - History of Architecture  is represented for 
the purposes of Course Unit Selection as consisting of lectures only. To enrol for this 
Course Unit click on ‘Select Class’. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Example 2: 
This is where the search criteria return multiple matches. 

 
 
 
 
 
 
 
 

Three Course Units are returned here. 
ARGY10061 
ARGY10072 
ARGY10092 
 
Note how the courses have been set up 
differently. 
 
ARGY10061 requires you to enrol only on a 
series of lectures presented on a Monday. 
 
ARGY10072 requires you to enrol on a series 
of Lectures, Labs and Tutorials. 
 
ARGY10092 requires you to enrol on series of 
Lectures and Field Study classes. In this 
example you have a choice of two instances of 
that Field Study class.  Your Programme 
Handbook will give you more detail. 
 
To fully enrol on a particular Course Unit 
you must select a class for each of the 
different class types represented under that 
Course Unit. Details on how to do this follow 
later. 
 



• In the example that follows, the student goes on to enrol on two Course Units: 
a) ARGY 10061 - History of Architecture 
b) ARGY 10092 - Archaeology and Society  

 

Note: The amount of detail displayed to you about a Course Unit will depend on how the 
School has chosen to represent that Course Unit. Some course units are represented as a 
series of lectures whilst others are represented as consisting of lectures and other provision. 
Your Programme handbook will give you more detail. 
 

2b – Making Your Choices 
 

Choosing a Course Represented as a Series of Lectures 
• The system requires you to enrol on one Course Unit at a time, so in this example 

we show a student who decides to enrol first on ARGY10061. 
- This Course Unit has been set up as a series of lectures only, to enrol on 

this Course Unit the student selects the class relating to the series of 
lectures. 

 
 
• Upon clicking on <Select a Class>, the student is presented with the following 

screen, and goes on to confirm their selection by clicking on <Next>: 

 

Please note that some 
Course Units require 
Departmental Consent. If 
this is true for your 
programme, then your 
School will issue you 
with a ‘Permission Nbr’. 
Alternatively, you can 
contact the School 
directly to request a 
permission no. 
 
To enrol on such a 
Course input the 
‘Permission Nbr’ on this 
page. 



• The student is then presented with a notification that confirms that they have 
requested to be enrolled on ARGY10061. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Choosing a Course Represented as a Series of Lectures and Other Provision 
In this example we show a student who goes on and enrols on ARGY10092. 
This Course Unit has been set up as a series of lectures and a field study provision. To 
enrol on this Course Unit the student will need to select the classes relating to the 
series of lectures and the field study. 
 
• To enrol on Course Unit ARGY10092 the student needs to search for this Course 

Unit again. 
 
• The search will return results as in the following example: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Students are advised to 
select the class of lecture 
in the first instance. 
 
In this example the student 
selects the lecture class. 



• Upon selecting the ‘lecture’ class the student is presented with the following 
screen. This screen shows the Related Classes that the student must also enrol on 
to complete their enrolment for ARGY10092.  

 

 
 
• The student chooses to enrol on the Wednesday provision of the Field Study. They 

do this by clicking on the Related Class they want and selecting <Next>.  
 
• They are presented with the following screen and confirm their selection by 

clicking on <Next>. 
 

 
 
 
 



• The student is then presented with a screen that confirms that they have requested 
to be enrolled on ARGY10092. 

 

 
2c – Confirming Your Choices 
 
• This screen now shows that they have requested to be enrolled on both optional 

course units of ARGY10061 and ARGY10092.  To complete the enrolment, the 
<Proceed to Step 2 of Step 3> button must be selected. This presents you with a 
screen where you are to finally confirm your selection. 

 

 



 

• To confirm your selection, click on  
 
• The system will validate your selection and confirm success as shown in the 

example below: 

 
• Where the system returns an error message against a particular Course Unit, then 

this is a warning that you have not been enrolled on that Course Unit.  Error 
messages are returned for various reasons including: 

- Co-requisites not met 
- Pre-requisites not met 
- Timetable conflicts 
- Excessive credit load 
- Course is at full capacity 
- The Course is reserved. 

 
• To resolve error messages, you may need to drop a Course Unit and enrol on an 

alternative. How to drop and swap Course Units is detailed later. 



3. CHECKING YOUR CHOICES AGAINST THE PROGRAMME RULES  
 
• The final step is to check that you have satisfied the Programme Rules for the 

programme you are studying. This is done by running a report which compares 
the Course Units you have selected against the rules. 

 
• You can run a report by going to the Main Menu and selecting ‘View Degree 

Progress Report’. 
 
 
• Select the option of: 
      

 
 
 
 
 
 
 
 
 

 
• Check this report to ensure you have satisfied the requirements. If you have 

not, you may need to drop a Course Unit and enrol on an alternative. How to drop 
and swap Course Units is detailed later. 

 
Note: Course Units that you have enrolled on will be labelled with an ‘EN’ on 
this report. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
4. TO DROP A COURSE UNIT 
 
Note: You will not be able to drop any of your Mandatory Course-Units. 
 
• You can access the page to drop a Course Unit by selecting ‘Enrollment’ from the 

main menu and then selecting ‘Enrollment:Drop Classes’. 
 

 
 
• Select the class you want to drop and click the <Drop Selected Classes> button. 
 

 
 
 



 
 
 
• You will then be asked to confirm your decision. You do this by clicking on the 

<Finish Dropping> button. 
 

 
• The system will validate your selection and confirm success as shown in the 

example below: 

 
 
 
 
 
 
 



 
 
 
5. TO SWAP A COURSE UNIT 
 
• You can access the page to Swap a Course Unit by selecting ‘Enrollment’ from 

the main menu and then selecting ‘Enrollment:Swap Classes’. 

 
 
• You will be presented with the following screen: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Here, select the 
Course you want 
to swap from. 

Here, search for 
the Course you 
want to swap to. 



 
 
• Having selected the Course you want to swap to, you will be presented with a 

screen as follows.  You will be asked to confirm your request by clicking on the 
<Finish Swapping> button. 

 
 
• The system will validate your request and confirm success as shown in the 

example below: 
 

 
 
VIEWING YOUR WEEKLY SCHEDULE 
 
To see what your timetable is week by week click on the 'View my Weekly 
Schedule' link. 
 



 
Your weekly timetable will appear as below: 
 

 
 
You can scroll through the weeks to see your schedule by using the 'Previous Week' 
and 'Next Week' buttons.  Any unscheduled classes will be indicated underneath your 
timetable. 
 


