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Change Your Password 
 
 
 
 

 
 

 On the left-hand navigation menu, click the ‘Change My Password’ link 
 

 
 Enter your current password, your new password, and confirm your new 

password 
 When you are finished, click the yellow ‘Change Password’ button 
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Update Your Personal Information 
 

 
 Scroll down to the Personal Information section of Student Center 
 From the drop-down menu, select the item you would like to update 
 Click the double arrow/Go! button  
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Pay Your Student Bill Online 
 

 
 Scroll down to the Finances section of Student Center 
 Click the ‘Make a Deposit/Payment’ button  
 A new window should pop up: 
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Grant Access to View/Pay Bill 
 

 
 Scroll down to the ‘Finances’ section of Student Center 
 Click on the ‘Grant Access to View/Pay Bill’ button 
 A new window should pop up 

 
 

 
 

 The third box down from the left side should be labeled, ‘Authorized 
Payers.  Click the red ‘Add New’ link in that box 
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 Enter the login name you wish to assign to the parent or authorized payer 
 Enter that person’s email address 
 You can add a note to the email if you would like 
 Check “yes” to the question, “Can this person login?” 
 When finished, click the ‘OK’ button 
 Be sure to alert your parent or authorized payer that you have created a 

login for them and that their password will be sent to their email 
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Accept/Decline Your Financial Aid 
 

 
 Scroll down to the Finances section of Student Center 
 Click the ‘Accept/Decline Awards’ link in the Financial Aid list 

 
 
 
 

 
 Click on the appropriate aid year link 
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 Check the ‘Accept’ or ‘Decline’ box next to the award and click the green  
‘Submit’ button 
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View Your Financial Aid To-Do List 

 
 On the right-hand panel of Student Center, click “details” under ‘To Do 

List’ 
 
 

 
 

 Click on the link for the To Do item on the Item List that you would like to 
learn about 

 Click ‘Return to select a different To Do item 
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Search for Classes/Add Class to 
Shopping Cart 

 
 Click the green ‘Class Search’ button in the top right-hand corner of 

Student Center 

 
 

 Make sure ‘Search’ and ‘Search for Classes’ tabs are selected 
 Leave institution as UW-La Crosse 
 Click the drop-down list to find the term 
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 Select the term you would like to search 

 
 Click the green ‘Select Subject’ button in the Class Search Criteria section 

 

 
 In the A-Z list, click the first letter of the course you would like to search  
 Click the green ‘Select’ button next to the course you would like to search 
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 The course you selected from the A-Z list should now appear in the 

Course Subject box under the Class Search Criteria section 
 If you know the exact course number you are searching for, you can enter 

it into the corresponding box 
 Click the down arrow and select the course career of either Graduate or 

Undergraduate 
 The page will automatically check the box marked “Show Open Classes 

Only.”  If you would like to see all classes (open and closed) uncheck this 
box 

 If you are interested in looking up additional search criteria, including: 
meeting time, day of the week, instructor last name, class number, course 
title keyword, course units, session, mode of instruction, or location, click 
the corresponding link titled ‘Additional Search Criteria’ 

 Note: Beginning this summer, any prefix that had a dash in it was 
changed to a prefix without a dash.  There are 9 subjects that had this 
change, so the classes should appear only under the prefix without the 
dash.  Also, ‘APH’ courses are now listed under ‘ART’: 

Name              Old Prefix   New Prefix  
Curriculum Instruction                       C-I                               CI 
Computer Science                           C-S                                        CS 
Health Professions                            H-P           HP 
Information Systems                          I-S                                         IS 
Military Science                                 M-S                                        MS 
Occupational Therapy                O-T                     OT 
Public Health                                     P-H                                        PH 
Radiation Therapy                             R-T            RT 
Women’s Gender  
 & Sexuality Studies                W-S                                       WGS 
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 If you opted to insert Additional Search Criteria, you can enter it in the 

corresponding region.  Note: to search for online courses, you will need to 
select ‘Online’ from the Mode of Instruction drop-down menu 

 When you are finished, click the green ‘Search’ button 
 

 
 

 If prompted that the search will return over 50 classes, either click 
“Cancel” to modify your search criteria or click “OK” 
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 Please note that the open courses are marked with a green circle  while 
closed courses are marked with a blue box  

 In many cases, your search will bring up several pages of information.  To 
view all of the courses on one screen, click the “View All” option 

 Keep in mind that if you did not enter the exact number of the course you 
are looking for-all course numbers will appear on this page 
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 To view more information on a particular course, click on the course 

section link 
 To add that class to your shopping cart, click the green ‘Select Class’ 

button 
 

 

 To return to the previous page, click the “View Search Results” button 
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 To start a new search, click the green “Start A New Search” button  
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Finding Your Registration 

 Locate the ‘Enrollment Dates’ box on the right-hand panel of your Student 
Center page.  Click the ‘Details’ link

 

 
 

 Click the green ‘Change Term’ button. 

Appointment Date 
 

 
. 
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green ‘Continue’ button. 
 

 Select the term you would like to see an appointment date for and click the 

 
 

 Your registration date is located in the Enrollment Appointments box in the 
‘Regular Academic Session’ row.  Listed in the “Appointment Begins” 
column, you should see your see both your registration appointment date 
and time. 
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How to Register for a Class 

 
 Click the green ‘Search for Classes’ button in the top right-hand corner of 

Student Center 

 
 Click on the ‘Enroll’ tab and make sure ‘Add’ is selected 
 Select the term that you are registering for and click the green ‘Continue’ 

 
 

button 
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 Select the courses that you would like to register for to your shopping cart.  

When you are finished, click the green ‘Proceed to Step 2 of 3’ button. 
 Select the courses that you would like to register for to your shopping cart.  

When you are finished, click the green ‘Proceed to Step 2 of 3’ button. 
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 Next, review the courses that you wish to add.  Note: If you attempt to 
enroll in two courses that are offered at the same time, WINGS will 
automatically enroll you in the one that appears first in this confirmation 
list.  (Example: in the above table, SOC 110 appears before THA 110.  
When I finish enrolling, I should be successfully enrolled in SOC 110 and 
unsuccessfully enrolled in THA 110). 

 To confirm that the listed classes are the ones that you would like to 
register for, click the green ‘Finish Enrolling’ button. 
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 You are going to need to verify that you have read and understand the 

terms and conditions for financial responsibility.  When you are finished 
reading this document, check the box that indicates that you have done so 
and then click the link titled, “Click here to continue to Add Classes.” 
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 View your results.  A green check mark  in the status field indicates that 
you have successfully enrolled in a course.  A red  indicates that you 
have not successfully added a course.  As you can see, SOC 110 was 
successfully added and THA 110 was not. 

 We suggest that you view your course schedule after you register to 
ensure that you have successfully enrolled in all desired courses.  You 
can view your schedule by clicking on the ‘My Class Schedule’ button 
underneath the results table. 
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How to Swap a Class 
 

 
 Click the green ‘Search for Classes’ button in the top, right-hand corner of 

your Student Center screen 
 

 
 Click on the ‘Enroll’ tab and select ‘Swap.’ 
 Select your term and click the green ‘Continue’ button. 
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 Select the course from your schedule that you would like to swap out from 
the drop-down menu. 

 Select the course that you would like to swap it with by searching for the 
class, selecting from your shopping cart drop-down menu, or entering the 
four-digit class number that is assigned by WINGS. 

 You will be prompted to confirm your swap.  We suggest that you view 
your course schedule after this step to ensure that you have successfully 
swapped your courses.  You can view your schedule by clicking on the 
‘My Class Schedule’ button underneath the results table. 
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How to Drop a Class 
 
 

 
 Click the green ‘Search for Classes’ button in the top, right-hand corner of 

your Student Center screen. 
 
 

 
 Click on the ‘Enroll’ tab and select ‘Drop.’ 
 Select your term and click the green ‘Continue’ button. 
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 Select the course or courses that you would like to drop and click the 
green ‘Drop Selected Classes’ button.  Note: You cannot drop below one 
credit.  If you would like to drop out of all of your enrolled courses, please 
contact that Office of Records and Registration. 

 

 
 

 Confirm your drop by clicking the green ‘Finish Dropping’ button. 
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 View your results.  A green check mark  in the status field indicates that 
you have successfully dropped that course.  A red  indicates that you 
have not successfully dropped the course.   

 We suggest that you view your course schedule after this step to ensure 
that you have successfully dropped all desired courses.  You can view 
your schedule by clicking on the ‘My Class Schedule’ button underneath 
the results table. 
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Apply for Graduation 
 

 
 In the ‘Academics’ section of Student Center, select ‘Apply for Graduation’ 

from the drop-down menu 
 Click the double arrow/Go! button  
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 Click on the link for the Academic Program you will be graduating from 
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 From the drop-down menu, select your expected graduation term 
 Click ‘Continue’ 
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View Course History 
 

 
 

 In the ‘Academics’ section of Student Center, select ‘Course History’ from 
the drop-down menu 

 Click the double arrow/Go! button  
 Note: you can sort the list by course, description, grade, status, term, or 

units 
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View Transfer Credit 
 

 
 In the ‘Academics’ section of Student Center, select ‘View Transfer Credit: 

Report’ from the drop-down menu 
 Click the double arrow/Go! button  
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View Advisement Report 
 

 
 In the ‘Academics’ section of Student Center, select the ‘My Academics’ 

link  
 
 

 
 

 Make sure the ‘My Academics’ tab is selected 
 Next to ‘Academic Requirements’ click the ‘View my advisement report’ 

link 
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View Career/Program/Plan 
 

 
 In the ‘Academics’ section, select the ‘My Academics’ link 

 

 
 

 Your career/program/plan information will appear in the grayed box on the 
right-hand side 
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Viewing Your Grades 
 

 
 

 In the ‘Academics’ section of Student Center, select ‘Grades’ from the 
drop-down menu.  Click the double arrow/Go! button  
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 Select the term and click the green ‘Continue’ button 
 

 
 To print the grades for your records, click the ‘Printer Friendly Page’ link at 

the bottom of the screen.  Note: You might want to shrink your left-hand 
navigation menu so that everything prints nicely on one page. 

 38


