
Here are the steps you will need to follow 
once you have been provided the code:  
 
1)  log into your WebPortal 
2)  click on "my class schedule" 
3)  click on "plan for a class"  
4)  add the schedule # (class added to 
planner) 
5)  click add (on right hand side) 
6)  should come back with "successful" 
 


