
HOW TO DO AN ADVANCED SEARCH IN WEB SELF-SERVICE 
1. Log into Web Self Service 

2. Click Student Services & Financial Aid 

3. Click on Registration 

4. Look up Classes to Add 

5. Select the Term 

6. Click on Advanced Search 

7. Highlight everything in the subject box 

a.  

 
8. Scroll down to the section called “Attribute Type” and select the Gen Ed Category you are searching for: 

 

 

 

 

 

 

9. Click on Section Search and all of your options for that Gen Ed will appear. You can confirm it is the correct Gen 

Ed by looking at the far right column of a course. It will list the attribute that is associated with the class. 

 

 

 

 



HOW TO SEARCH FOR A SPECIFIC CLASS FORMAT (Lecture, Hybrid or Online course) 

1. Log into Web Self Service 

2. Click Student Services & Financial Aid 

3. Click on Registration 

4. Look up Classes to Add 

5. Select the Term 

6. Click on Advanced Search 

7. Highlight everything in the subject box 

a.  

 
8. Scroll down to the section called “Schedule Type” and select the preferred format. You can select 

multiple formats by holding the Ctrl button and clicking on your selections. Then click on “Selection 

Search” at the bottom of the page. 

 

 

 

 

 

 

9. The search will yield a list of classes. Online classes will appear as TBA in the Times section. 

 

 

 

 

 

 

10. You can verify the format of the class by clicking on the CRN of a course and checking the schedule type.  

 

 

 

 


