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To log in, go to your My.Butler Portal: https://my.butler.edu  
 

       PS Campus Solutions 
  

If you don’t see the PS 
Campus Solutions tile, click 
All Resources to view the full 
list of tile options 
 

Use your Butler Credentials to 
log into your My.Butler and 2-
factor if prompted.  
 
Click the PS Campus Solutions 
tile to access your Student 
Homepage. 
 

Enlarged image of the PS Campus Solutions tile 

https://my.butler.edu/
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Student Homepage  
 
 

 

Task 

 
Click the house 
icon from any 
page to come 
back to your 
Homepage. 

Clicking Task shows you 
the To-Dos and holds 
you must complete. 
Some holds you can 
release yourself here.  

College Scheduler 
Planner is a tool to help 
you build your Shopping 
Cart each semester 

The FERPA Release tile 
allows you to update 
who has access to your 
academic record. 

Click Student 
Center to see 
information 
including your 
classes 

The Profile tile allows you 
to update your personal 
details (name, pronouns, 
& contact info) 

Click Academic Records 
to see your course 
history (past, current, & 
planned courses) as 
well as grades & GPA. 

Step 1: Accept Financial responsibility and any other to-dos you have. 
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Student Center  

Steps 1-7 
 
 

Step 2: Address any other 
Holds on your account. You 
will meet with your advisor 
to release your advising 
hold. Contact the office 
listed for any other holds. 

Step 5: View your 
Academic Requirements 
to track the completion 
of university-wide 
requirements and the 
requirements of your 
declared major(s) and/or 
minor(s). Step 3: Find and record your 

“Enrollment Appointment” 
(generally mid-October and 
mid-March). Be sure to click on 
Details to see what specific 
time your enrollment 
appointment starts. You will 
not be able to enroll earlier 
than the date and time listed.  
 Step 6: To view the 

major/minor 
requirements for a 
degree you haven’t 
declared, run a What-if 
report and select 
different major/minor 
combinations. 

Step 4: Identify your 
Academic Advisor so you 
know who to meet with to 
remove your advising hold. 

Step 7: Once you know what 
classes you want/need to 
take, you can add them to 
your Enrollment Shopping 
Cart before your enrollment 
appointment. 
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Academic Requirements  
 
 
 
 
 
 
 
 
                           
 

        
 
 

           What-if Reports 
 
        

 
 

  

Step 5 View: The Academic Requirement report tracks the completion of 
university-wide requirements and the requirements of the student’s 
declared major(s) and/or minor(s).  
 

The report shows which requirements have been “Satisfied” or “Not 
Satisfied.”   Requirements that have been satisfied will be shown as closed.  
 

Note the different icons for “Taken,” “In Progress,” and “Planned” for 
course status. Notice that some courses might not be initially shown for a 
section. Click the right arrow or “View All” to see all courses in the section.  
 
 

Step 6 View: The What-if Report outlines progress in meeting 
degree requirements should you decide to add or change a 
major or a minor.  
 
To create a what-if, select the Academic Program (the college 
within which the new or additional major resides), the Area of 
Study (the new major, 2nd major, or minor), and, if applicable, 
the Concentration. When complete, click  “Submit Request”. 
 
The What-if Report is similar in layout to the Academic 
Requirement Report. It outlines which course requirements 
have been completed and which remain if you change your 
major, add a second major, or add a minor. 
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Enrollment Shopping Cart  
 
  

Step 7 Continued: 
Use the search button 
to find classes to add 
to your shopping cart 
for a specific 
semester. See the 
search view on page 
8. 

Double-check that 
you are adding classes 
to the correct future 
semester (not the 
current semester). 

Classes in your shopping cart are not actually 
yours yet. You aren’t officially in the class until 
you finish enrolling and they appear in your 
class schedule (below your shopping cart).  

Notice classes in your shopping cart might be 
open, closed, or on a waitlist. It’s a good idea 
to add the classes you want as well as back up 
classes to your shopping your cart.  You may 
add multiple sections of the same course to 
your shopping cart, but you will only be able to 
enroll in one section.  

Step 7 Continued: Select which semester you are wanting 
to add classes to your shopping cart for then click 
“continue”. 

For 1st year students, 
you will be 
automatically 
enrolled into your FYS 
102 class, so you do 
NOT need to add it to 
your shopping cart. 

You can find your shopping 
cart from the navigation bar 
at the top of the screen.  
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Enrolling in Courses  

Step 8-10  

Once you have selected a class from the search page, it 
will appear in your shopping cart. Remember to add 
backup classes to your shopping cart in case the section 
you want is closed when it’s your time to enroll.  

Step 8: When your enrollment appointment opens, you 
can start enrolling in classes. Start by selecting the check 
box next to the classes you want to enroll in. Do not try 
to enroll in more than your college’s maximum credit 
limit (18-20 credits). 
 
 
Once you have selected your classes, click “Enroll”.  

Step 9: Confirm that the classes on this page are 
the ones you want to enroll in for that semester.  
 
If they are all correct, click “Finish Enrolling”  

Step 10: View the status for each class. If you got a green check mark, 
congrats, you are enrolled in that class!  If you get a red X, the message will 
tell you why you weren’t enrolled in the course. The message box will give 
you other important information you might need to know. 
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Dropping an Enrolled Class 

Search for Classes (view) 
 
 

 
 If you enroll in a class that you no longer want to take, 

you can drop it before the semester starts.   
 
Start by navigating to the “Enroll” tab, then the “Drop” 
tab.  
 
Next, check the box next to the class you wish to drop.  
 
Click “Drop Selected Classes”.  
 
On the next page, confirm it is the correct class and click 
“Finish Dropping”. 

Step 7 View: When you search for classes to add to your shopping 
cart, you will get this screen.  
 
Be sure you are searching for classes in the correct semester (term). 
You can change semesters with the drop-down box. 
 
Search for classes by typing the subject code in the box or by clicking 
“select subject” to see a list of codes.   
 
Leave this box checked to see only classes that are open. Or uncheck 
it to see closed or waitlisted classes.  
 
Use this drop-down to search by course attribute, such as ICR or SJD. 
 
Click “search” once you have a subject code or course attribute 
selected.   


