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Academic Planner 

 

This training package is meant to provide an overview of the steps both  
students and advisors take to create, review and approve an academic  
plan for registration. Once an approved plan is in place, students will be  
ready to pick sections and register.   
 

Quick Start 

 Click Start New Plan  

 Click Edit Plan to add courses to each term remaining in your program 

 Click Request Approval  

 Review plan with Advisor 

 Advisor approves plan 

 Click Pick Sections/Register from Plan List for approved plan 

 Click blue term bar on left side of screen 

 For each planned course in the term shown on right side of screen 
o Click on a course 
o Click on a section  
o Click Add Section 

 Click Register for each term, in chronological order, for next academic 
year (at or after your registration time) 

 

Special Features 

 
• Keep all the details of your plan available at any time electronically without 

having to keep track of any papers or folders. 
• Create other plans without interrupting your current plan until you’re ready. 
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Overview of the Process 

 



  

CX Academic Planner 

  3 
  

Getting Started 

The Academic Planner allows students and advisors to electronically save and approve plans for registration. To access the Planner: 
 
 

 
Open your school’s  
website in your web 
browser. 

Navigate to the Academic 
Planner portlet. 

Select Academic Planner. 
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Understanding the Symbols 

Within the Planner, you will see the following symbols.  This legend will help you interpret their significance and help you plan your coursework. 
 

You have successfully met requirements of the course based on your school’s degree audits. 

  Either you completed the course without meeting the requirements or you have not yet planned the course. 

 The course is in the plan or registered but not yet completed. 
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Starting a New Plan 

As a student, you can create and store multiple plans. Only one plan can be active at a time.  
 
 
 

Click Start New Plan. 

Using the dropdowns, fill in 
the fields appropriate to your 
academic goals.   

Name your plan. 

Click Save Options. 

 
You are now ready to 
build a plan. 
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Editing a Plan 

 
 
 

Click Other Credits to view 

Transfer, Waived, Prior 
Learning, and Exam 
credits. 

Select plan to edit. 

Click Edit Plan. 

Edit plan as desired.  The following 
pages provide examples. 

 

CR = Credit 
R = Registered 
L = Waitlisted 
IP = In Progress 
W = Withdrawn 
X = Did Not Pass 
AU = Audit 
NR = Grade Not Reported 
Vr  = Variation from plan 

Symbols Legend 

NOTE: Courses with any of these symbols, 

except Vr, cannot be edited. 
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Adding a Course 

 
       
 
 
       

Click Course Details to view course information. 

Select term to add course. 

Find your course using the Requirements, 
Courses, or Search tab.  Examples of each are 
shown on this page. 

On the Courses tab, select Term and 
Place from dropdown lists. 

Select course. 

On the Search tab, enter course 

information and click Search. 

On the Requirements tab, click on  to expand.  The 

symbol changes to . 
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Moving a Course 

Students can move a course from one term to another in either of two ways. 
 
 
 

Select course to move and drag and drop it into the appropriate term.  Terms in which the course is offered will display in green.   

Alternatively, you can 
select the course to 
move as stated in 
option 1, and then 
click on the term in this 
grid.  The course will 
move from the 
previous term to the 
newly selected term.   
 
 
 
 
 
 
NOTE: To move a 

repeatable class such 
as music lessons, you 
must remove the 
course and then add it 
to the correct term. 
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Removing a Course 

 
 
 
 

Select course to remove. 

Click Remove. 
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Adding Comments 

While creating the plan and the schedule, you can enter comments viewable by yourself and your advisor. 

Click Comments. 

Click Save Comments. 

Enter comments. 
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Verifying the Plan 

You should verify whether the plan includes course graduation requirements before submitting for approval.  
 
 

Review hours for each term to make sure course load is appropriate. 
( * designates outside normal 12-15 hour load.) 

Compare program and credits to graduation requirements for 
subaudits and courses. 

Click Holds & Warnings.  Review and respond to 

messages, as some may prevent registration. 

NOTE: Click on prerequisite warning to see details. 

Verify checkmarks 
by each course you 
have selected. 
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Requesting Plan Approval 

After verifying the plan, click 
Request Approval to send 
plan to your advisor. 

 Click Return to Plan List to access options.   

 
 

 Click Print Plan to print a copy 

 
 
 

Other Button Functions 

Your advisor will receive a 
notice that you submitted a 
plan for approval.    
 
After reviewing the plan with 
you, your advisor will either 
approve your plan or suggest 
revisions.  In either case you 
will see a notice about your 
advisor’s action. 
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Approving a Plan – Advisors Only 

 

 

Navigate to the Academic 
Plan Approval portlet as it is 
set up at your institution. 
 
In this example, it appears 
on the Advisor’s tab. 
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Approving a Plan – Advisors Only (continued) 

 
Select the student whose plan requires approval. 

Click View Plan. 

Review each term to make sure course load is appropriate. 

Compare program and credits to graduation requirements. 

Verify there are checkmarks by the required courses. 

Review any messages in the Holds & 
Warnings tab. 

Enter your feedback to the student under 
the Comments tab.  Feedback is required if 
the student needs to revise the plan. 

Update status: 

 If plan is acceptable, click Approve. 

 If plan needs changes, click Needs 
Revising.  Advisors cannot make 
changes to plans. 
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Receiving Plan Feedback 

After advisor 
reviews the plan: 

 The status 
updates in the 
Plan List. 

 You may need 
to click Refresh 
Plan List to see 

updated status. 

Click on both the 
Comments and 
Approvals tabs  

to review. 

You are ready to 
pick sections when 
schedules are 
available. You can 
then register when  
registration is open. 

Adjust your plan as 
needed by adding, 
moving, or removing 
sections. 

If Approved If Not Approved 
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Deleting a Plan 

 
 
 

Select the plan to delete. 

Click Delete Plan. 

 
NOTE: Only plans with  

a status of Not Approved 
can be deleted. 

Click OK to verify delete 

action. 
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Changing Components of the Plan 

Students can change or add majors, minors, concentrations, and special academic interests within a plan. 
 

Select the plan to change. 

Using the dropdowns, fill in 
the fields appropriate to your 
academic goals.  

Confirm your plan name. 

Click Save Options. 

 
You are now ready to 
build a plan. 

Click Edit Major /  

Program, etc. 
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Scheduling Planned Courses 

  
 

Select the plan to 
schedule. 
 
NOTE: Only an 

approved plan can be 
scheduled. 

Click Pick Sections / 

Register/Drop and Add. 
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Viewing Planned Courses by Term 

 
 

Click on the term bar 
to view the selected 
term. 

View planned courses 
for the selected term. 
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Selecting a Section 

 

Click on the 
course to view 
related sections. 

Click Add Section. 

Verify the section was added to 
the schedule. 
 
NOTES: 

 if you cannot find a section to fit 
your schedule, you may choose 
to replace it with another course.  
 
Your schedule may look different 
if your school's website does not 
show days and times. 

Repeat steps 1-4 
for each course. 

Repeat steps 1-5 
for each term. 

Click on the section. 
 
NOTE: Click on   

to view section details. 
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Finding Other Courses 

If a course does not fit into your schedule, consider other courses.  Conduct a course search as described on page 7, Adding a Course. 
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Removing a Section 

 

Click the section 
you want to 
remove. 

Verify      is not next to 
the course, and that 
the course is not in the 
schedule. 

Click Remove. 
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Registering a Term 

You can register courses when one or more courses for a term are scheduled and your registration time is open.  There are two ways to register; 
the method below shows the registration of an entire term.  If you are already registered in one or more courses, you can also register for an 
additional course by selecting it and clicking Add Section.

Click Register. 
 

Repeat steps 1-3 for 
each term. 
 
NOTE: Register 
terms in 
chronological order. 

Verify is next to the 
courses, and the status 
changes to Registered. 
 
Check for messages 
under Holds & 
Warnings. 
 
Note:  If a section is 
full, either choose 
another section or 
course or add yourself 
to the waitlist or the 
section. 



  

CX Academic Planner 

  24 
  

Waitlisting a Section 

 
 
 

Click on the 
course. 

Click on the section; 
note that the section is 
full. 
 

Click Add to Waitlist. 
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Waitlisting a Section (continued) 

Click the section to be 
dropped should a seat  
become available in 
the waitlisted section.   
 
In this example there 
are no such sections, 
so you would select No 

Swap.  

Verify the section 
was added to the 
waitlist. 
 
Note the change in 
highlighting in the 
schedule. 
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 Dropping a Course 

 
 

Click the course to 
drop. 

Click Remove. 

Verify        is not next to the 
course, and the course is not in 
your schedule and is Planned, 
not Registered. 
 

Confirm your intention to drop. 
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Dropping from Waitlist 

 Click the course to drop from 
the waitlist. 

Click Remove. 

Confirm that the course is 
removed from the waitlist. 


