How to Change Course Sections on the Student

Portal

@ Changing your course section will require you to drop your current section of the

course and then register for a new section.

Before proceeding with the steps below, confirm that there is room in the new

section on the Course Schedule page.

1 Navigate to: https://portal.dts.edu/cmcportal/

2 Click "Student Portal Homepage" and log in using your DTS credentials.
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https://portal.dts.edu/CMCPortal/Common/CourseSchedule.aspx
https://portal.dts.edu/cmcportal/

3 Click on the Registration tab on the left-hand menu.
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4  Select the subcategory "Register for Classes."
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The Online Registration page will load. To the right of the program, select the
appropriate registration term from the dropdown.

r registration status.
ir holds.

View Registration Tutorial

ACL - English Term *Select® v

=}
.
o

6  After the page reloads, click on the purple Register button.

=

Term Period Registration Period Last Day to Add

to export class scheduled meetings on your calender.
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Scroll down to the bottom of the page until you reach the gray Selected Courses

7 banner. Underneath the banner, click the red "-" to the left of the course in which
you're wanting to change sections.
Select | _Action Code Title Section Schedule Cre
= BE5103 | Old Testament History |l and Poetry DAL-B No scheduled 2.00
meetings
= BE5109 | Ruth, Psalms. Jonah, & Selected DAL-A Mo scheduled 3.00
Epistles meetings
g 3.00
Show |10 w| entries Previous
The "-" will change to a green "+," and the status of the class will change to
Pending Drop.
| | | | | | |
»
(Eekel] Remesaa St fetertid]] +
Search
Course
3uilding/Room Location Instructor Attributes Status Shift
A IN& Department, MNA Pendiglg English
B:E: Drop
A MNA Department, MNA Registered English
BE.
Registered English
»
Endimediish > >
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To finish dropping your current section of the course, click "REGISTER / DROP" on
the right side of your screen, just underneath the gray Selected Courses banner.

Search
Course
3uilding/Room Location Instructor Attributes Status Shift
A MNA Department, MNA& Pending English
BE. Drop
A hi & Mearartmant A& Ranictarad Frnlich 5

10 On the next page that opens, click "Unregister" to finalize.

Selected: 0 Registered:3 Waitlisted: 0

Location Instructor Course Attributes Status Last Day to Drop Shift

A, Pending Drop English

P

Endgseiiish > >
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You should then receive confirmation that the course was successfully
unregistered on the following page.

11

Student Information

Course Schedule

Q Successfully unregistered course - BE510)2

0 Classroom assignments are subject to change. Please check your schedule within 24 hours of your

Code Title Section Schedule Credits Campus

Click "CLOSE WINDOW" on the top right of your screen to return to the Online
Registration page.

12

) REFRESH PAGE

teps.
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13 Once you've returned to the Online Registration page, select the same term as
before.

ds.

View Registra

- English Term *Selett* ~

14  Click on the purple "Register" button to return to the registration window.

it

=

Term Period Registration Period Last Day to Add

to export class scheduled meetings on your calender.
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15 Click the "Course Code" field and type the code of the course you're wanting to
register for. In this example, we'll type BE5103 since that's the code of the course
that we just dropped.

Scarch Courses & Quick Add

Course Search Quick Add

Course Code | Choose Filters -

All Courses - Includes Required and Elective courses

16  To the right of the Course Code field, click the green "+."

+ m CLEAR FILTERS
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Then, click the purple "SEARCH" button. This will filter the courses that appear in
17 " " cpcti
the "All Courses" section below.

REGISTER

v
PO - ] oo |

18 From the filtered list of courses that appear below, locate the new section of the
course that you're wanting to register for and click the green "+" to the left to add
it to your registration cart.

All Courses - Includes Required and Elective courses

| H BEbius Uld lestament History Il | UAL-A-V 1l ' 20U Ui
and Poetry

@ R BE5103 Old Testament History Il | DAL-B-V 2.00 DTS
and Poetry

[ R BE5103 | Old Testament History Il | OL . 2.00 DTS

and Poetry

@ R BE5103 Old Testament History Il | DC 2.00 DTS
and Poetry

@ R BE5103 Old Testament History I | DC-V 2.00 DTS
and Poetry

@ R BE5103 Old Testament History Il | HOU-W 2.00 DTS
and Poetry

(= et et — o IR ~ —~—r
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19 The course should then appear with a Selected status under your gray Selected
Courses banner at the bottom of the page.

Showing 1 to 10 of 10 entries

Course
Building/Room Location Instructor Attributes Status Shift
MA MA Department, A& Helected English
BE
MNA MA Department, N Registered English

BE.

Registered English

20 To confirm this change, click "REGISTER / DROP" (located on the right side of your

Showing 1 to 3 of 3 entries

screen just underneath of the gray Selected Courses banner).

Showing 1 to 10 of 10 entries

Search
Course
Building/Room Location Instructor Attributes Status Shift
MA MA Department, A Selected English
B.E.
b (A Iy Mmoo v o # LAY Ranictarod Frimlick
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21 Click "REGISTER" on the following page to finalize your registration.

Selected:1 Registered:2 Waitlisted:0

n Location Instructor Course Attributes Status Last Day to Drop Shift

MNA Department, B.E. MNA Selected English

Creoskn

Endiifiish > 3

22 You should then see a confirmation message on the next page.

Course Schedule

Q Registration Completed. You registered for a total of credits.

0 Classroom assignments are subject to change. Please check your schedule within 24 hours of youl

Code Title Section Schedule Credits Campus
BES103 Old Testament History Il and Poetry oL MNo scheduled meetings 2.00 DTS
BE5109 Ruth, Psalms, Jonah, & Selected Epistles DAL-A Mo scheduled meetings 3.00 DTS
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23  Click "CLOSE WINDOW" to return to the student portal.

t REFRESH PAGE GLOSE WINDOW

teps.

24 If you refresh the page and select the same term again, you should now see the
new section of the course appear as one of your registered courses.

Registration
REGISTER
Syllabi
Course Schedule
Currently Registered Courses (3)

0 Use Export Schedule to export class scheduled meetings on your calender.

Register for Classes

My Class Schedule

Course Enrollment Forms

Account and Payment
Financial Aid
Student Life

Showing 1 to 3 of 3 entries

Graduation and Career

Code Al Title Section Schedule Credits Campu

BE5103 Old Testament History |l and Poetry ol No scheduled meetings 20 DTS

BE5109 Ruth, Psalms, Jonzh, & Selected Epistles DAL-A Mo scheduled meetings 1.0 oTS
Show entries Previous | 1 | Next
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