How to Register for your courses on MyMercer

Each semester, students at Mercer University are faced with the task of
registration. This is primarily done through your MyMercer student account. It is
Important to understand the steps that you should take to effectively register and
secure your place in the courses you desire. There can be stumbling blocks to the
registration process such as registration holds, waitlists for full classes, or
incomplete processing issues. This guide will walk you through the process of

registration so that you will be prepared for the upcoming semester.

1. First, pull up the MyMercer homepage using the link:

https://my.mercer.edu/
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2. You need to log in to your MyMercer account. To do this, first select Login
on the right side of the screen. When the box drops down, select the Student

Portal Homepage option.

Welcome to the University Portal

he LOGIN butten and select your portal to be redirectad to the con STUDENT PORTAL HOBEPAGE
iIN menu does not appear, please refresh your web browser:

Windows computer: held the CTEL key and press the |5 key

n Apple computer: hold the CMD key and the shift key and press the 'R' key
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3. Login to your account by typing in your Mercer ID# and password.
Click Login.
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Required Field *

Username *

Password *

4. You are now at your MyMercer home page. This is where you will find the
option to register online. You can check and make sure that there are no
holds on your account prior to registration using the box. If a number is
indicated, you have a hold and need to take care of it before registration
can proceed. If no holds exist, proceed to the Online Registration option on

your homepage.
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5. Select the term that you wish to register for if multiple options exist.

1/11/2016 Bachelor of Arts - PCM -

Macon Center

Langdale H

View Registration Tutorial
Tel: 478-3C

Term Select v

2019 Fall MCN/ATL /RAC /NUR/THIE

20Ty oum MUN/ATE /REC /INUR/THE

6. Select the Register option in the Registration Status section
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Search

Last Day to Add Last Day to Drop Status

8/26/2019 NMO0OFPM  8/26/2019MN00PM  Open

§/26/2019N00PM  8/26/20191N00PM  Open

10/23/2019 11.00 10/23/2019 1.0 Open [ Click Register in the

Registration Status section

Previous




7. Now you are on the registration selection page. There are several search
options located at the top of the page for you to search for you course to
add. You may also choose to select a course from a list of courses provided
based on your program. This is not a complete list but may aid in your

selection of courses.

Type “All* v Level *All* t
Code
Class Starts: ‘Any’ v Class Ends: Any v Term |

mm Search Options for Registration

Or you may choose to select a course from the list provided on the page

Courses below are optional

courses you can click on

and select for registration
based on your program

Add Code Title Section S
04 Intreductery Financlal Accounting W1 M

20¢ Introductory Managerial Accounting W1 M

Intermed Financial Accounting Al M

] E 2 Intermed Financial Accounting Il A24 H




8. Another option you have is to quick add a course. This will require you to
know the exact course code and section for the course you are adding. The

list of the courses offered for any semester are located on the Registrars

website, http://registrar.mercer.edu/.

Search Courses & Quick Add

Course Search Cluick Add

Fnter course code and section to add to Selected Courses

Course Code

Section

DiSplag All Courses v
Keyword

Meeting MO TU WE TH FR SA SU

v v v v v v v

Days ,
Y Meets ONLY on these days
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9. For the purpose of this demonstration, lets add a course by searching by
the Code. Enter your search options in the Code box and click search. The

results will be displayed for you to click on to select for registration.

In code, enter the
college code (EDU,
PCM) and the course

- Type "All’ 4 code to search.
Code pem Lbst /
FR SA SU Class Starts:  “Any ’ ClassEnds: | “Any
Y @ @
ITIEELE WWR A U T L

Results of search are displayed below. To Reset
select any course, click on the plus sign to

Add. You may also click on the course code to
obtain additional details about the course

dates and times

Add & Tithe Section Schedy
M LBST2S( Arts and |deas | Ancient and Medieval Culture w1 Mo sch

+ PCM LBSTISS Arts and Ideas I Modern Culture 10 W 53

+ PCM LBST2S! Arts and |deas Il: Modern Culture 2T W53l

+ PCM LBST25" Arts and |deas Il: Modern Culture 29N Mo sch

+ FCM LBSTI0; Studies of Cultures In Contact 2MYR H5:30

-?HN-HT.‘IE 2120



Clicking on the course code will give you additional details about any course

in the search results such as start times and term dates.

Course Schedule Calendar

PCM LBST498. - Liberal Studies Capstone

Below is the course schedule from 8/19 /2019 te 12/14 /2019

Hover over a highlighted day within the calendar to view the
course schedule

Class Start Date 8,/1%/2019 Class End Date 12714 /2019
Delivery Method  Hybrid Online & Location - MN/L
+ Classroom
N/A

Class Comments

1l
18
25

Next Month »

August 2019
T W T F s

1 2 3
é 7 : 9 0
13 14 15 14 17
20 2 22 23 24
27 28 29 30 a1

September 2019

By clicking on a course,

you can review Term
Dates, days of the
week a course is
offered, and what
times they will be held.

The times are obtained
by hovering over the
highlighted day of the

week to view times on

that day the course
will meet




10. Once a course is selected from the search results, it will appear in your list
of selected courses as Selected status. This is like putting somethingin a
shopping cart when online shopping. It is not registered; you have not
purchased the item. You have just selected the course/item. Proceed with

registration by selecting the Register/Drop option.

IFOCESS. A course will appear in a status of selected for .
ddl based ¢ Ay View
the ones you add based on your search. Any
previous pregistered courses show as
|~'.|'-||\t."r|,':!_ I'd'l
Section Schedule Credits Campus Instructor Stakus
ZMYR H 5 30PM- 10:15PM 10 RaC Biggers, lames Registered
IMYF F 5:30PM- 10:15PM 3.0 RALC #5taff, TBA Selected
sligion, and Citizenship MR H 5:30FM- 10:15FM 0 R&C Craker, Timothy Registered
Literature 201 Mo scheduled meetings 30 RAC Champion, lared Registered

IMYT T 5:30PM- 10-15PM 10 Ra&C a25taff TRA Registered



11. A selected course will come to a view courses screen so that you can
ensure this is what you intended to register for. Once you have reviewed

your selection, choose the register/drop button.

Registering for 2019 Fall fmgpatar in | aasy visps usaing, Juig 14, 2019 021 PM ey Page Claxs Wi
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Instructor Status Reason Last Day to Drop Term Period

#5taff, TBA Selected 8/26,/201912:00 AM 819/2019-1014 /219




12.This completes the registration process and you can now see that all your

courses are now Registered.

te to check for your room changes.

ws Instructor
Craker, Timoth Registered
#5taff, TBA Registered

Champion, Jared Registered

o

Last Day to Drop
8/26/201912:00 AM
8/26/201912:00 AM

10/23/2019 12:00 AM

Term Period
8/19/2019-1014/
8/19/2019-1014/

10/16/2019-12/14,



