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My Planner- Acess Guide 

This guide will help you step by step on how to access My Planner. This guide will also walk you through 

how to enroll using My Planner. 

1. Begin by logging into your personal WINS account. 

   

         

2. Then you will select the classes and schedule square. 
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3.   This will bring you to your schedule page. Select the “planner” option on the left side of the screen 

            

3. Now you will be on the home page for my planner. Select “add from course catalog”. 

           

5.   You will now be on browse course catalog page. From here you will be able to browse and add 

courses to the planner 
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6.   In order find the courses needed, search by subject name. 

7.  To find a specific course you have to search the course name or subject area of the course. If you 

search a subject (ELEMMID, SPECED, SPECFLD) all courses with that subject name will appear. 

8. Then, select the course you need. 
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9. From here, you can add the course to your planner. Select it by clicking the box on the right side of 

the screen. 

10. After you have added the course, a green notification will appear. This is confirmation that the 

course has been added to the planner. Then select “course search results” to return to the class list. 

11. You now need to complete this process with all classes needed in the future. Make sure to select all 

classes necessary with the topic the searched (example: ELEMMID) 

12.  Once you have completed adding all courses for that topic you can select the “planner” button to go 

back to the search screen. You can then search the next subject. 
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13.  When all future classes have been added you can select planner in the left column on the screen to 

return to the “my planner” homepage. 

14.  All courses you have added to the planner will now be in the unassigned courses tab of “my 

planner”. 

15.  You will then see all unassigned courses. From here you will be able to select classes and assign 

them to semesters. You should start by selecting a class. 
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16. Then you can select the move to term button. 

17. A pop up will then allow you to select the semester from a drop-down. Select the semester the 

course needs to be assigned to, then click “save” 
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18. You can then select the planner button, which will return you to the homepage. 

19. Repeat steps 14-17 with all other unassigned courses. You will see new semesters appear below the 

unassigned tab as you add classes to new semesters. 

20. When complete the unassigned tab will disappear. All courses should be in the future planned terms. 
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21. To enroll in courses by planned terms you will go to my planner homepage and select the term you 

are enrolling in. 

22. You can select the course you would like to enroll in. 

23. Then view classes by selecting the button on the right. 

24. Then select the term you are enrolling in. 

25. Then select the class section, time, and professor. 
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26. Now select the “next” 
button. 

27. You will now review class references. Click the button in the right corner to accept terms. 

28. Now you can select to enroll in a course or add to shopping cart. 
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29. after selecting shopping cart, then select the next button in the right corner. 

30. Now, review the class and click submit 

31. The class is then added to the shopping cart and you can complete steps 21-30 with all courses you 

wish to enroll in. 

32. When completed, you can view their shopping cart by selecting the tab on the left side of the screen. 
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33. You can review all courses and enroll by selecting the check box for each course and then the 

“enroll” button in the right corner. 

34. To ensure all classes are planned for the future you can view the “planned by requirements AAR”. 

Click the Classes & Schedules tile on the student center homepage. 

35. Then, you can select “enroll by requirements” to view an AAR with the planned classes accounted 

for. 
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36. You can now select view as a PDF. 

37. The “licensure area” will be bolded due to student teaching credits. 
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38. At the end of the AAR, Course history will show all classes that are planned. These courses will 

contain the code PL. 

39. Milestones should be bolded. All other areas of the AAR should be unbolded. If they are not, you 

must add the necessary courses to complete those requirements (See steps 5-15). 


