AARC for Current Students

GENERAL AARC GUIDELINES

Students at Simmons are responsible for making sure that they are properly registered every semester;
students use AARC(http://aarc.simmons.edy to register for classes as well as to check their class
schedule and view their grades.

. Click on AARC links or button®nly oncg and wait for the next page to loabDoubleclicks maybe read
as multiple submissions attie system will force you to stasver.

. After logging out of your AARC session, thaternet browser windowill either close out (Internet
Explorer) orprompt you to close {tMozilla FireFox) This is a security measure to prevent anyone on a
public terminalfrom using the "Back" button to accessur private information.

. The best way to conduct a search for a course on AARC is to enter the following information: Term,
Subject, Course Number, and Section. Entering both a Term and Date Ranges will confuse the system
because the dates of a course/fiadl outside of the general Term. For example, if SW 402 begins on
September ™ but the general term does not begin until Septenthehé system will not be able to find
SW 402

. If you want to search for courses that meet on specific days and émesthe Term, Subject and then day
and time information.

. In addition to registering for classes, AAR@s many functions, including viewing your academic profile
viewing your grades, angbdatingyour addressson record.

. If you have any questiorabout using AARC, call the Office of the Registrar at-627-2111, or email
aarcsuppo@simmons.edu

. If you should ever forget your username and password, you must call the Simmons Help Dediat 617
2222. Youwwill need to have your Simmons ID number handy before you call, as they will need that
information to assist you.

. Pl ease note: AARRedsi htdhecanby O0fewbur cuNQTent
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HOW TO LOG ONTO AARC

1. The"Log In" tab is locatedn the upperight-handside of theAARC home page at
https://aarc.simmons.edu.

SIMMONS

Academic and Administrative Resource Center LOG IN MAIN MENU CONTACT US

2. Logonto AARC using youSimmonsemail username and passwdd$ernames and passwords are €ase
sensitive.

If your username gpassverd doeshot appear to be working, you will need to call the Simmons Help Desk
at 617521-2222. Please have your Simmons ID number haaslthe Help Desk will requireith
information in order to assist you.

3. After entering your username and passwolid, & t he o0 ABubmbn.

4. Af t er i cki ng A Su lorthe MainbMeruoYou annow lbggebd mtdAARCo u g h t

blMMONS

Academic and Administrative Resource Center

CHANGE PASSWORD LoG OuT MAIN MENU CONTACT Us

Simmons Course Schedules - Updated Hourly

Faculty

The Simmons Administrative & Academic Resource Center
gives students, staff, and the community access to our
databases.

Employees

Select your point of entry to the right.

5. At the Main Menu, you may click "Change Password" if you wish to do so. You will have to log inagain
this link brings you tdhe Simmons preferences pagelect "Change User Password" on the following
screen and follow the directions. Click "Log out"the left menwhen finished.
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AARC PREFERRED SECTIONS REGISTRATION

The Preferre®ectiors system inAARC is a powerful tool which allows you fdaceyour preferrectourse
sections for an upcoming semester on a list, very similar to the "shopping cart” systemintszden
shopping. Yowanstore courses athis list, and then registdrom thelist when it is your time to register.

You canbegin building a Preferred Semslist for a semester once that semester's course schegokesion
AARC. You will be notified by email when a new semester's schedule is "live’ARCA Y our academic
advisor may also contact you as they will be able to begin student advisimgéaw semester once the
schedule ipostedonline

The primary advantage of the Preferred Sestiighis that youcansavetime you would spend searching for
each course sectiaturing hightraffic periods oPAARC. This way, you camegister orAARC muchmore
efficiently.

NOTE: You can build a Preferred Sections List at any time, as long as the schedule for that term is available |
viewing. It is best tobuild the list early, and include some backup courses on the list case your first
choices are full This will greatly speed up your registration process!

BUILDING YOUR PREFERRED SECTIONS LIST

Log onto AARC andclick onthefiStudentétab.Then under t he fRieedeftdidkondhei on o
ARegister lihkor Sectionso

Registration

Search for Sections

Register for Secticns ’
Regizter and Drop Secticns
Manage My Waitlist

Wy clags =chedule

Wv Reqgiztration Start & End Time

Thefollowing page displays eariety of registration tooldJse eithei S e a r cebisteafarst ct ioo n s 0
ARExpr ess "toduwldysur Prefarréed@ections liskor the purposes of this walkthrougltick onthe
i Sear cebisteaforsk ct i onso t ool

Search and register for gections

U=e thiz option if vou would like to look for sectiol
Express reqgistration

U=ze thiz optien if you know the e xact subject, co
then register. (Example: MATH®100*01 or Synonym 4
Reqgister for previously selected sections

U=ze thiz option if you have alrea dy placed =zectio
Drop sections

U=ze thiz option if vou would like to drop a section
IManage mv waitlist

U=ze thiz optien if you would like to register or rem

1. This will bring you to the standard course searckestr Select your search tefrom the drop down
menu.Chooseyour Subject from the drop down menu, andifilthe Course Number and Section.
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Example: To search for
[

English 111 in the Fal/l 2
Subject, select AENgI h. o

sh. 0 I n Coudse Number type

Search/Register for Sections

Term | Fall 2008

Starting OniAfter Date I Ending By Date I

Subject Course Level Course Number Section

o I T
[ ] [ E—] (——
[ 7| I | — | —
[ ]| oIl I
[ 0| I | — —

Sections Meeting After - Sections Ending Before -

2. Once yothawefill edin thesefields,pr es s t he f S uditheibottom df thgpageon o nc e

3. Next, your segch results will be displaye@heck the box to the left of any course yeantto place on
your Preferreectionsist, and t hen p budm sncettheebotfors of theeaige ©

Section Selection Results

Marrow my search [

Re-sort my results |Term, Section Name
section Available/
Select Term Status Name and Location Meeting Information Faculty c . Credits CEUs
Title apacity
Il...-.. - I
SuBMIT
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You have now created yoBreferredSectionsist! AARC will now remember the courses you have selected
and keep them in this list. You can go back to the Search menu as many times as you like to search for differ
coursesand add them to thereferred Sectionsst by repeating these steps.

(O

NOTE: Even though you have created a Preferred Sections list, this does NOT mean you are registered
for your classes. Registration is a separate step which takes place on or after your appointed registration
start time!

EXPRESS REGISTRATION

If you already knovthe courses you intend to registerfgoucanusé Ex pr e s s Raeceeatsyour at i o
Preferred Sections listhis process is essentially the saagthefiSearch andegister forsection® process
When you select "Express Registration" you will be taken to a form whereaydill in course information.

Be sure you make a selection under "Term" for each cpasseell as th&ubject Course NumberandSection
Number and therpress "Submit.” fiis will bring you to a confirmation scree@heck the boxes to the left of
each course you want to add to your Preferred Sectionanstpress "Submit" agaiMou have now created
your Preferred Sections list using Express Registration.
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