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REGISTER WITH BANNER 9 AND SCHEDULE PLANNER 

 

 After you log into Self-Service, select the Students Menu 
 

 
 
 

 Under the Student menu, in the Registration section, Select Prepare for Registration to view 
any holds that may prevent registration. 
 

 
 

 After selecting the appropriate term, your Registration Status will display along with any 
holds on your account. In this case, there is a Major hold, which will affect Registration.  
You will need to contact your advisor for removal. 

 
 

 Use the Four-Square menu to return to the Main Menu 
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 Under the Registration menu, select Schedule Planning Tool (go to Schedule Planner). 
 

 
 

 Select the term in which you intend to register, click Save and Continue 

                

 The next screen will show any outstanding Action Items. Action Items are critical tasks that 
must be resolved before you can continue with registration. 
 

 
 
 
 

 Every student will need to complete the Registration Agreement once per academic year. 
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 Click the link to read the full text of the Registration Agreement for the current academic year. 
 

 Once you have read the Registration Agreement in its entirety, click Accept, and Save 
 

 
 

 You can now continue with the registration process. 

 
 
 

 Select the registration term and Continue.   

 
 Select campus, save and continue. 

 
 

• Main – meets on USI’s campus 
• Hybrid – online learning with required classroom attendance 
• Distance Education – fully online learning; no classroom attendance 
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 You can adjust the search parameters to search for classes according to your needs. 

 
 

 Click Add Break if you have other obligations that you need to schedule around, such as a 
job or athletic practice. 

 
 

 You are now ready to add courses. 
 

 
There are four ways to search for currently offered courses: 
Click on one of the tabs to search: 
 

 
 
 

• Subject for example, Mathematics 
• Attribute such as a specific Core 39 category 
• Degree Works – import your locked 4-year degree plan 
• Instructor – if you prefer to attend a course taught by a specific person 
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 Click on the Add Course button when you find a course you would like to include in your 

schedule. Selected courses will appear on the right side of the screen. 

 
 

 
 
You can click the gear icon to further narrow down your choices if needed. 
 

  
 
Once you have selected all of your courses click Done. 
 

 Click Generate Schedules to view and compare options. 
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• To view a generated schedule, click View. 

 
▪ Online courses will not display on the weekly grid 
▪ Partial-term courses (courses that meet less than the full term) may not show 

on every week  
▪ More information about searching for classes, such as Section Codes may be 

found in the USI Bulletin 
 

• To compare schedules side-by-side, check the boxes next to the schedules and click 
Compare. 
 

 
 Once you have selected your desired schedule, click Send to Plans and Continue 

 

 

bulletin.usi.edu
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 Verify the appropriate term and click Continue. 

 
 

 Click on the plans tab to see the plan you created in Schedule Planner. Click Add All.

 
 
 
Please note: your selected courses now show in the Summary window with a Pending 
status. You must click Submit to complete registration and finalize your schedule.  
 

 
 
 
Congratulations! You are registered if you see this message.   

You will also notice that your schedule summary status changed from Pending to Registered.   
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 You can print and/or view your schedule by using the Four-Square menu to return to the 
Main Menu, then Students Menus 

       
 
 

 Under the Registration Menu, Select View Registration Information to 

 

Your current courses are listed in the top window. The bottom window will display your 
schedule in a calendar view, or you can click Schedule Details for more specific 
information from the course catalog, such as the course description. 

 

 

 

If you run into any issues that prevent you from registering, such as holds or closed classes, contact 
your academic advisor for assistance. 

 

More resources can be found at https://www.usi.edu/registrar/forms-and-general-information. 

 

 

 

https://www.usi.edu/registrar/forms-and-general-information

