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Student Self Service - My Planner 

Plan Requirement at My Planner 

Procedure 

 
 

Step Action 

1. When reading this guide, you may zoom in (Ctrl + Mouse Wheel). The image 

quality is high but the display size is reduced to keep the page layout neat.  

 

Click on Main Menu. 

 

2. Click on Self Service. 

 

 

 
 

Step Action 

3. Click on Student Center. 
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Step Action 

4. Click the Plan link. 
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Step Action 

5. You will arrive at your “My Planner” page. Click the Plan by My 

Requirements button. 

 
 

IMPORTANT NOTE for students tagged in the system as not 

following programme structure:  
In Trimester 2 2014/15, when the requirements function was not yet 

ready, all your Faculty’s subjects were added for you under “Trimester 2”. 

To clean up your list of subjects, you may wish to delete subjects you 

have already taken, move subjects you plan to take next trimester to 

“Trimester 3 2014/15”, and move the rest to “Unassigned” (Step 15-20). 

Please also check the next step (Step 6). If your Academic Advisory 

Report is available, you can add subjects to your planner yourself. 

 

 
 

Step Action 

6. Once you have clicked the Plan by My Requirements button, you will reach 

this Academic Advisory report screen (AAV report). If you cannot see the AAV 

report, you need to contact your faculty. Students in their final trimesters may not 

have an advisement report, and are expected to register with the Faculty instead 

of online. 

 

Status Description : 
Taken : You have completed the course. 

In Progress : You are currently enrolled into the course. 

Planned : Planned course that is already in Planner. 
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Step Action 

7. Go to the section for your Next Trimester. For example, 'Trimester 3 Yr 2014'. 

 
 

Step Action 

8. The courses that you need to add to the Planner is listed in this section. In this 

example, the section above consist of mandatory courses. The section below 

(with the same Trimester name) are elective courses. You can identify sections 

with elective courses when you see “Courses: 1 required, 0 taken, 1 needed” 
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Step Action 

9. If the system tags you as following programme structure, only the courses 

relevant to you from your next trimester will be clickable. You can only add 

these courses to your planner. 

 

If the system tags you as NOT following programme structure, you may choose 

any of your courses from different trimesters. 

 

To add a course to the Planner, start by clicking the course description. 

For example, 'SYSTEM ANALYSIS AND DESIGN'. 
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Step Action 

10. You will see a page listing course offerings. Every course may be offered by 

multiple faculties and campuses. You will usually choose your own Faculty, in 

your own campus for most courses. 

 

For sports (co-cu) subjects, you may have to choose “Student Affairs Division 

(STAD)”. For language (including language co-cu) and humanities subjects, you 

may have to choose “Learning Institute for Empowerment (LIFE)”. You can 

check the list of courses usually offered by STAD and LIFE by clicking 

“Subject” at http://timetabling.mmu.edu.my/timetable/, and searching for 

“%STAD” or “%LIFE”. 

 

Choosing the wrong offering for the course when updating your Planner is not a 

problem. When registering for your course later, you can edit your planner to 

choose a different offering for the course. 

 

Going back to the example, in this case, we will click the Option for 'CDP and 

Cyberjaya Campus'. 

 

 

 
 

Step Action 

11. Click the Add to Planner button. 
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Step Action 

12. Once you click the Add to Planner button, the message 'D CS5128 has been 

added to your Planner' will appear. 

 

 
 

Step Action 

13. You may click on the Plan tab to verify. 
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Step Action 

14. You will see that the SYSTEM ANALYSIS AND DESIGN course has been 

added to the Planner under “Unassigned Courses”. 

 

 
 

Step Action 

15. In order to move Unassigned Course to Term, click the option for the course 

that you want to move. Example, 'OPERATING SYSTEMS'. 
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Step Action 

16. Click the Move selected courses to Term list. 

 

 
 

Step Action 

17. Select the Trimester. Example, 'Trimester 3 - 2014/2015'.  
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Step Action 

18. Then, click the move button. 

 

 

 

 
 

Step Action 

19. Once you click the move button, the message 'D CS5058 has been moved to 

Trimester 3 - 2014/2015.' will appear. 
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Step Action 

20. You will see that the OPERATING SYSTEMS course has been added to the 

Trimester 3 - 2014/2015. 

 

 
 

Step Action 

21. Repeat steps 5 to 20 to add the rest of your courses. 

 

Students are encouraged to add all courses they are planning to take next 

trimester into the planner. Every trimester, the Exam and Records Unit will 

initiate a “Student Planner Update” exercise before the Faculties begin arranging 

the timetable for the next trimester. This will give your Faculties more 

information on student subject enrolment plans. However, subjects are always 

offered based on programme structures. Putting a subject into your planner 

does not guarantee that it will be offered if it is not according to your 

programme structure. 

22.  

End of Procedure. 
 


