
 

 
 
 
 
 
 

 
 

Jaguar Spot 
Services & Records Provided Online 

Various services available to current, future, and past students.   
 

 Click on the bookmark links on the left side of this screen to see click-by-click 
instructions for each service.  
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How to Log In to the Jaguar Spot/Online Student Services: 
 
STEP #1: Get Your ID and Password: 
  

Type of User Instructions Forgot ID and/or Password? 
 
New & Current Students 

 
Go to the “Get Your ID and Password” Link to 
retrieve ID and Password: 
https://students.dacc.edu/id/ 
 

 
You can only retrieve your password 
once without assistance from DACC 
staff; be sure to remember it. If you 
forget your password, or need other 
assistance, contact Computer and 
Network Services. 
 

 
Students who attended DACC in 
the last year. 

 
Your ID and password that were obtained at the 
link above will be active for approximately 1 year 
after you leave.   Please see the instructions below 
if the ID and password are no longer valid. 
 

 
Contact the DACC Administrative 
Data Systems department at the 
emails or phone numbers listed 
below to have your Alumni ID and 
password set. 
 

Matt Sawyer  
217-443-8881   
msawyer@dacc.edu 

OR 
Kim Colwell 
217-443-8769 
kcolwell@dacc.edu 

 
 
Alumni and Past Students who 
attended DACC more than a year 
ago. 

 
DACC Alumni may obtain access to our Online 
Services through the DACC Administrative Data 
Systems department.  Please contact: 

 
Matt Sawyer  
217-443-8881   
msawyer@dacc.edu 

OR 
Kim Colwell 
217-443-8769 
kcolwell@dacc.edu 

 

 
Contact the DACC Administrative 
Data Systems department for Alumni 
ID and password.  Emails and phone 
numbers are provided in the box 
above and to the left. 
 

 
 

 
 
 
 
 
 
 
 
 
 
 

 

https://students.dacc.edu/id/�
http://www.dacc.edu/cns�
http://www.dacc.edu/cns�
mailto:msawyer@dacc.edu�
mailto:msawyer@dacc.edu�
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STEP #2: With your ID and Password, go to the Jaguar Spot/Online Student Services option on the main DACC 
webpage at www.dacc.edu.   
 
STEP #3:  Click on the “Log in to the Jaguar Spot” option from the instructions page.  When you first go to the 
Jaguar Spot/Online Student Services link, you will be recognized as a guest until you log in. 
 

 
 
STEP #4:  Click on the Log In option at the the top of the right-hand side of the webpage. 

STEP #5:  On the Log In page you should enter your User ID and 6-Digit Password. 

 

http://www.dacc.edu/�
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STEP #6:  Once you log in, Online Student Services recognizes who you are.  Our example student, Joe Test, is  

recognized below: 
 

 
 

STEP #7:  Select the Students option to view your private information.   Our example student, Joe, can view all 
of the information on the menu below: 
 

 

Welcome Joe! 

Don’t forget to Log Out 
before you leave the 
computer workstation. You 
will be accessing your 
“private” information on 
these pages.   

 



File = HowTo-AddressUpdate (Word)  

 
 
How To Update Your Address 

• Under the “User Account” section of the Students Menu, click on the Address Change

• Update your street address, city, state, phone number(s), and email.  

 
option. 

• Enter the start date of the new address. 
• Click on the SUBMIT button. 
• Please Note:  Changing your address through the Online Student Services does not 

change your residency status.  If you wish to change your residency status, please view 
the residency policies and procedures at http://www.dacc.edu/ar/residency.html or visit 
the Admissions office in Vermilion Hall, 217-443-8801. 

 
 

http://www.dacc.edu/ar/residency.html�
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How to View Your Test Scores from Placement, Proficiency, and CLEP, etc. tests 

• Under the “Academic Records” section of the Students Menu, click on the Test Summary 

• View your testing results.  Test results include placement tests (ASSET, COMPASS, 
ACT, SAT, Proficiency Tests, CLEP, TOEFL score, etc.) 

option. 
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How to View Your Class Schedule  

• Under the  “Academic Plan/Registration” section, click on the My Class Schedule
• Select the term from the drop down box and click on SUBMIT 

 option. 

• View your schedule.  The schedule will give you a list of classes, the days of the week 
they meet, time-of-day, building, room number, number of credit hours per class, and 
start dates.  If you click on the name of the class, more information will be given about 
the section:  course description, prerequisites, instructor’s name, and teaching method 
(i.e., lecture, lab, web). 
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How to View Your Billing Statement 

• Under the “Financial Information” section of the Students Menu, click on the Account 
Summary or Account Summary by Term

• View your personal account information.  
 options. 
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How to Make a Payment 

• Under the “Financial Information” section of the Students Menu, click on the Make a 
Payment

• Select the
 option. 
 Pay on My Account

• View your account information.  If you have questions about the amount owed, please 
call the Cashier at 217-443-8767. 

 option. 

• Enter the amount(s) you would like to pay in the column on the far left-side of the item 
you wish to pay on. 

• To continue with a payment, select the payment type from the drop down box. Your 
choices are Visa CC, Discover, or MasterCard CC. 

• Click on the SUBMIT button. 
• It will take you to the “Electronic Card Entry” page where you will complete your 

payment transaction: 
o View the items you chose to pay. 
o Enter the credit card number, expiration date, and security code 
o Enter the name on the credit card, billing address, and email address 

• Click on the SUBMIT button. 
• You will receive a confirmation notice. 
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How to Sign Up for the FACTS Payment Plan: 

• Under the “Financial Information” section of the Students Menu, click on the FACTS 
Tuition Plan Home Page

• Link will take you to the “e-Cashier FACTS Tuition Payment Plan” website where you 
can view information about our affordable payment plan. 

 option. 

• Direct link to the payment plan website (without logging into the Jaguar Spot) = 
http://www.dacc.edu/finaid/shortloan.html  

 
Questions about our payment plan can be directed to the DACC Cashier’s Office at 217-443-
8767. 
 
 

http://www.dacc.edu/finaid/shortloan.html�
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How to View Your 1098-T Form: 

• Under the “Financial Information” section of the Students Menu, click on the View My 
1098-T Information

• You will receive a pop-up, security alert. 
 option. 

• Click “Yes” if you want to view the confidential information. 
• Click on the link that says “Click to display 1098-T form” 
• Your 1098-T form will appear.  Close box after viewing or printing. 
• Click OK to go back to the Student Menu. 
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Please Note:  You can view your financial aid status by term or by year: 
 
How to View Your Financial Aid Status 

• Under the “Financial Aid” section of the Students Menu, click on the 
by Term 

Financial Aid 
Status by Term

• Select the term to view from the drop down box. 
 option. 

• View your Total Estimated Funds Available (for the specified term) by funding source. 
 
 
How to View Your Financial Aid Status 

• Under the “Financial Aid” section of the Students Menu, click on the 
by Year 

Financial Aid 
Status by Year

• Select the award year to review from the drop down box. 
 option. 

• View your Total Estimated Funds Available (for the year) by funding source. 
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How to View Your Grades 

• Under the “Academic Records” section of the Students Menu, click on the Grades 
• Select the term and click on 

option. 
Submit

• View your grades. 

 (located at the bottom of the list of terms available).  
Note: Grades prior to Summer 2007 cannot be viewed through this option.  ALL grades 
can be viewed under the Transcript option (please see directions below). 
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How to View Your Grade Point Average by Term/Semester 

• Under the “Academic Records” section of the Students Menu, click on the Grade Point 
Average by Term

• Choose the term. 
 option. 

• Select the academic level from the drop down box. Your options will include the 
following: 

o UG = Undergraduate coursework – Note: Most classes are found under “UG” 
o CCE = Corporate & Community Education coursework 

• Click on the SUBMIT button. 
• View your term-specific grade point average. 
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How to View Your Transcript 

• Under the “Academic Records” section of the Students Menu, click on the DACC 
Unofficial Transcript

• Select the type of the transcript you wish to view from the drop down box:  
 option. 

o UG

o 

 Undergraduate Transcript = All DACC classes that count toward a certificate 
and/or degree + Developmental Education coursework. 
CCE

o Please Note:  If you have not taken any courses associated with that type, no 
courses are displayed in the transcript. 

 Corporate & Community Education = Workshops and classes taken through 
our C & CE division.   

• View your transcript. 
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How to Submit a Transcript Request 

• Under the “Academic Records” section of the Students Menu, click on the Transcript 
Request 

• Select the transcript type from the drop down box: 
option. 

o UG = Undergraduate coursework – Note: Most classes are found under “UG” 
o CCE = Corporate & Community Education coursework 

• Enter the Recipient (who you are sending the transcript to) 
• Enter the Address of the recipient. 
• The “Modifier” box will direct the transcript to a specific person/department. 
• From the drop down box, select how many copies are to be sent. 
• Click on the SUBMIT button. 
• View the “Confirmation Form” which verifies your transcript request OR it may ask you 

to “Verify the Recipient” where you would choose one of the recipients listed.  The 
recipients listed will also have a “None of the Above” option that will send the transcript 
to the person/organization and address that you noted on the previous transcript request 
screen. 

• Click on the SUBMIT button. 
• You will be taken to the “Pay on My Account” screen where you can pay for the 

transcript ($3.00 per request) fee. 
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How to View the Status of Your Transcript Request  

• Under the “Academic Records” section of the Students Menu, click on the Transcript 
Request Status 

• View all of your transcript requests.  Note:  the date DACC produces the transcript will 
be recorded once the request is processed. 

option. 
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How to Submit an Enrollment Verification Request 

• Under the “Academic Records” section of the Students Menu, click on the Enrollment 
Verification Request 

• Enter the Recipient (who you are sending the enrollment verification to) 
option. 

• The “Modifier” box will direct the verification to a specific person/department. 
• Enter the Address of the recipient. 
• From the drop down box, select how many copies are to be sent. 
• Click on the SUBMIT button. 
• View the “Confirmation Form” which verifies that your request has been submitted. 
• Click on the OK button. 

 
Please Note:  There is no charge for an enrollment verification.  
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How to View the Status of Your Enrollment Verification Request  

• Under the “Academic Records” section of the Students Menu, click on the Enrollment 
Verification Request Status 

• View all of your enrollment verification requests.  Note:  The date DACC produces the 
enrollment verification will be recorded once the request is processed. 

option. 

 
Please Note:  There is no charge for an enrollment verification. 
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How to Submit an Application to Graduate (Intent to Graduate) 

• Under the “Academic Records” section of the Students Menu, click on the Application 
for Graduation 

• Choose the Program of Study/Major that you plan on graduating from.  Note: If you do 
not see your program, please call the DACC Admissions office (217-443-8801) to update 
your records.   

option. 

• Review & update the information on the application: diploma name, address to mail 
diploma to, anticipated graduation term, commencement date (= the last official day of 
the semester), email address 

• Click on the SUBMIT button. 
 



 
 

HOW TO BE APPROVED FOR ONLINE REGISTRATION 
 

Why Register Online?
Meet with an Advisor 1 time for 3 Semesters!   

 Be the first to register each semester! No waiting in line!   

 
How Can You Take Advantage of Online Registration at DACC? 
The first step is to meet with a DACC Academic Advisor/Counselor.  You can make an appointment by calling 
217-443-8750.  During this meeting, the Advisor/Counselor will check to see if you meet the following 
requirements: 
 

1. Have you successfully completed or are you currently successfully completing one or more college 
courses? Please note:  In order to verify this requirement, official transcripts from previously attended 
colleges/universities are required to be on file in the DACC Records Office 
 

2. Are you in Good Academic Standing?  Click Here for Academic Standing Information 
 

3. Do You Meet the Following Placement Qualifications (based on your education goal)? 
 

 
Education Goal 

 
Basic Course Placement Requirements for Online Registration Access 

 
DACC Certificate Place into ENGL 121 or higher or complete DEVE 099 (or higher) with an S or better. Note:  

This will show student has both Reading and Writing skill levels required. 
 

DACC Associate Degree Place into ENGL 121 or higher or complete DEVE 099 (or higher) with an S or better. Note:  
This will show student has both Reading and Writing skill levels required. 
 

Taking a Class or Two for 
Personal Enrichment/ Lifelong 
Learning 

Student must have completed an Associate Degree or higher OR

 

 meet the ENGL 121 and 
MATH 101/MATT 104 (or higher) skill-level requirements specified for transfer oriented 
students. 

 
Note:  A requirement is met when the student is enrolled in the course preceding the required course.  Successful completion will 
be assumed, as it is when you register them for upcoming semesters.   
 
Placement Scores/Level can be determined with any of the following: 
a) COMPASS or ASSET Scores (= DACC Placement Tests):  Writing/Reading Scores must be no more than 2 years old; Math  
       scores must be no more than 1 year old. 
b) ACT Scores:  Scores must be no more than 2 years old. 
c) SAT Scores:  Scores must be no more than 2 years old. 
d) Completion of college coursework (at DACC or other college) that equates to or exceeds requirements. 
 

 
4. Do you have an Outstanding Balance?  If yes, please contact the DACC Cashier (217-443-8767) to take 

care of the amount past due. 
 

5. Have You signed the DACC Web Registration Disclaimer?  This form will be signed by students who 
are given access to online registration.  It explains the consequences, policies, and procedures associated 
with online registration.  
 

Click here to view the Web Registration Disclaimer Form. 

http://www.dacc.edu/aac/toolbox/standards-prog.html�


 
After the 5 requirements above are checked, your Academic Advisor/Counselor will set-up an academic plan 
for the next academic year.  Then, on the first day of each registration period, you will have access to log-in and 
register yourself from home/work/school/etc.! 
 
Approximate Registration Timelines: 
For Summer and Fall:  Registration usually starts around the last week of March. 
For Winter Term and Spring:  Registration usually starts around the last week of October. 
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HOW TO REGISTER ONLINE 
 
Note:  Before a student can register online, they must be “approved” to register online.  

 

Visit the “How to 
Approved to Register Online” link. 

When to Register Online: 
Students, who have been approved to register online, may register themselves once the Registration Period 
begins for the upcoming semester.  Listed below are the Registration dates for the upcoming semesters.  Please 
note:  Online Registration ends on the business day (typically a Friday) preceding the first day of class.  For 
example, if the semester starts on Tuesday, January 19th (Monday is a holiday), the last day a student can 
register him or herself, is on Friday, January 15th

 
. 

Semester Online Registration Start Dates 
Summer 2010 Monday, March 29, 2010 
Fall 2010 Monday, March 29, 2010 
Winter Term 2010-2011 Monday, November 1, 2010 
Spring 2011 Monday, November 1, 2010 

 
Please Note:   Online Registration is available at 12:00 am on the first day of the registration period. 
 
Steps to Register Online (Click by Click): 
 
1. Go to the DACC website at www.dacc.edu 
2. Click on the “Jaguar Spot/Online Student Services” option from the list on the left-hand-side of the 

page.  This will bring you to DACC’s Guide for Online Student Services.   
3. Click on the Log In to the Jaguar Spot

4. At the top of the webpage, click on the “LOG IN” option on the menu bar near the top of the screen.  

 option. This will bring you to the main webpage for the Jaguar 
Spot/Online Student Services (it is called WebAdvisor). 

5. Click on the “Students” option/box in the middle of the screen.  This will take you to the Students 
Menu. 

6. Under the “Academic Plan-Registration” section, Click on the “Register for Sections
7. Click on the first option, “Register from my worksheet” option. 

” option. 

8. Choose the program (major) you are planning on registering for by clicking on the box in front on the 
program/major.  Click on SUBMIT.  Note:  If you only have 1 major/program, it will just ask you if it 
has the correct one listed. 

9. Click on the box in the “Find Sections” column for each class you want to register for the semester 
noted in the “Planned Term” column. This can be done one class at a time or for all your classes at one 
time.  Click on SUBMIT when completed. 

10. Review the sections you have to choose from, noting if the class is open/closed and how many seats are 
available For each section you want, select an action (example =RG Register) from the drop-down box 
by each class on the left.  

11. Click on SUBMIT to finalize the actions taken in Step #10. 
12. If needed, adjust any time conflicts by choosing different sections.  IF restrictions or prerequisite 

warnings have kept you from enrolling, see an advisor or someone in the counseling office for more 
explanation should you need it. 

13. Hit OK (at the bottom of the page) when all sections have been chosen and you have successfully 
registered. 

http://www.dacc.edu/�
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14. Print your schedule by choosing MY SCHEDULE (lower right corner) or from the STUDENTS MENU 
under the Academic Plan-Registration section (Note:  it is entitled My Class Schedule here). 

15. Select term from the drop-down box.  Click on SUBMIT. 
16. Print by choosing FILE, PRINT, and then select the printer to send the document to. 
17. LOG OUT, and CLOSE YOUR WEB BROWSER!!!  You don’t want to leave your personal 

information up for others to view and use! 
 

 



Danville Area Community College 
How to Register Online…the Short Version 

 

Steps Instructions 
Step 1 Go to DACC’s website at www.dacc.edu 
Step 2 Click on The Jaguar Spot   
Step 3 Log in to the Jaguar Spot/WebAdvisor 
Step 4 Click on the Students option 
Step 5 Click on “Register for Sections” under the Academic Plan-Registration area 

If You Know  
the Sections You Want,  

Follow the Instructions Below 

If You Need to Search  
for Course Sections,  

Follow the Instructions Below 
Step 6 Click on Express Registration. Step 6 Click on Search & Register for 

Sections. 
Step 7 Type in the Course Section Synonym 

OR the subject, course #, and section 
# (ex: Office Systems, 130, NX). 

Step 7 Select at least 2 options for the search 
(i.e., term and subject). 

Step 8 Click on SUBMIT. Step 8 On the Section Selection Results page, 
narrow your search by clicking on the 
box before the section(s) you want. 

Step 9 On the Register & Drop Sections 
screen, select “Register” from the 
drop-down action boxes in front of 
the sections you want. Please note:  
Waitlist might be an option if section 
is full. 

Step 9 Click on SUBMIT. 

Step 10 Click on SUBMIT. Step 10 On the Register & Drop Sections 
screen, select “Register” from the drop-
down action boxes in front of the 
sections you want.  Please note: 
Waitlist might be an option if section is 
full. 

Step 11 Review the Registration Results page. Step 11 Click on SUBMIT 
Step 12 Click on OK. Step 12 Review the Registration Results page. 
Step 13 View your class schedule and/or bill 

statement (account summary) from 
the Students Menu. 

Step 13 Click on OK. 

Step 14 Don’t forget to Log Out! Step 14 View your class schedule and/or bill 
statement (account summary) from the 
Students Menu. 

  Step 15 Don’t forget to Log Out! 
 

For more detailed (click-by-click) instructions, visit the Jaguar Spot at 
http://www.dacc.edu/jaguarspot/index.html 

 

    Don’t Forget    
Double-check for class conflicts (one class overlapping another) 

Sign up for a lab if it is not included with the lecture 
Contact Academic Advisement & Counseling if you change your major 

 
 
 

http://www.dacc.edu/jaguarspot/index.html�


What Happens Once You are on a Waitlist? 
 

Once you’ve waitlisted yourself through the registration process (online or with an Advisor or 
Counselor), you can manage your waitlist through the Jaguar Spot/Online Student Services.   
View Your 
Waitlisted 
Sections 

Step 1: Go to the Jaguar Spot/Online Student Services  
Step 2: Go to the Student menu  
Step 3: Select the Manage My Waitlist from the Academic Plan – 
Registration options. 

Remove 
Yourself from a 
Waitlist 

Step 1: Go to the Manage My Waitlist area 
Step 2: Select Remove from the drop-down action box in front of the section 
waitlist that you want to be removed from. 
Step 3: Click on SUBMIT. 

Getting a Seat in 
the Waitlisted 
Section 

Once you are waitlisted, the online services will automatically enroll you in 
the waitlisted section(s) if a seat opens up in the section requested.  An e-
mail will be sent to your DACC e-mail account to confirm the registration. 

Important Notes 
About Waitlists 

• Students are only allowed to waitlist themselves for 1 section of a course 
(per term). 

• All course sections will NOT be eligible for the waitlist option.  See a 
list of the sections that are not available to be waitlisted on the Jaguar 
Spot/Instructions for Jaguar Spot Services.  Any class that requires a 
separate lab, will not be available for waitlists.  Classes with the lecture 
and lab built together will be eligible for waitlists. 

• Once you are waitlisted, the online services will automatically enroll you 
in the waitlisted section(s) if a seat opens up in the section requested.  
An e-mail will be sent to your DACC e-mail account to confirm the 
registration. 

• If you do not want the seat anymore, the e-mail will refer you to the 
Jaguar Spot where you can drop the section.  

• All waitlist requests that are not filled will be automatically dropped 
during the first week of the course section.  

• It is the student’s responsibility to remove his or herself from the waitlist 
or the course section if enrolled! 

• Checking your DACC e-mail account on a regular basis will be 
required to utilize the waitlist system and manage your DACC 
student accounts successfully! 

 
 

 
Starting with the Spring 2011 Registration Period (November 1, 2010), 
students will be required to access their schedules, grades, and bill statements 
online through the Jaguar Spot.  If students do not have access to the Internet, 
computers and printers will be available to use on campus.  Complete instructions 
are provided on the Jaguar Spot.  
 

http://www.dacc.edu/jaguarspot/index.html 

http://www.dacc.edu/jaguarspot/index.html�


Online Registration Instructions for Students 
 

1. Make an appointment with Academic Advisement & Counseling (Lincoln Hall, Room 
104 or 217-443-8750) to be approved for online registration.   

2. Sign the Online Registration Waiver form.  
3. Click on The Jaguar Spot on the DACC website (www.dacc.edu): 

 

 
 

 
 

Step 4:   
Log In Process 
Begins Here 

http://www.dacc.edu/�


 
 
 

 
 
 
 

Step 5:  
Click on Log In 

New & Current Students: 
Go to the Get Your ID and Password Link at https://students.dacc.edu/id/ to 
retrieve your ID and Password. 
 
Forget Your ID and/or Password? 
You can only retrieve your password once without assistance from DACC.   
Contact Computer & Network Services at cns@dacc.edu for assistance. 
 
Past Students & Staff:   
Contact DACC Administrative Data Systems to have your ID and password set: 
Mass Sawyer at 217-443-8881, msawyer@dacc.edu or 
Kim Colwell at 217-443-8769, kcolwell@dacc.edu. 

Step 6: 
Using your DACC login and 
password, complete the final step 
in the log in process 

https://students.dacc.edu/id/�
mailto:cns@dacc.edu�
mailto:msawyer@dacc.edu�


 
 

 

 
 

Note:  The Jaguar Spot/Online 
Student Services recognizes you 
after you login. 

Step 7:   
Click on the Students 
Menu Option 

Step 8: 
To Register, Click on the 
Register for Sections option. 

Please note, the number of 
options above will be different 
for various users.  Everyone will 
have the first two options.   



 
 
 
If you do not know what course sections you want, you can select the Search and Register for 
Sections options to review the options currently available for the term you are registering for.  
You will be able to view the course times, days it meets, start/end dates, and if there are seats 
open. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 9: 
Click on the Express Registration option 



EXPRESS REGISTATION  
 

Express registration can be used with two different sets of information about the course sections 
you are interested in: 
 

1.  Using the course section synonym (a 5 digit number).  The synonym can be found on the 
printed version of the semester schedule.  
 

 
 

 
2. Using the course subject, course number, and section number.  Note:  Utilizing the Term 

drop down box will eliminate previous and future sections from the next page. 
 

 
 
 

If you do not enter enough information, you will be given a message to complete the needed 
information. 
 
Click on the SUBMIT button when finished. 



After you’ve narrowed your section choices down on the Express Registration screen, you will 
be taken to the Register and Drop Sections screen. From this screen, you can add, waitlist, or 
drop students. 
 

 
 

                                                     
 
       
 
 
 
 
 
 
 
 
 
 
 

Register for a Class: 
1. Select the Register 
option from the drop 
down box in the 
preferred section. 
2. Click on SUBMIT 

Put yourself on a Waitlist: 
If a class is full, you have the 
option to put yourself on a 
waitlist with the drop down 
box.  Students manage their 
waitlist status through the 
Manage My Waitlist option 
on the Student Menu on the 
Jaguar Spot. 

Drop a Class: 
1. Click on the box in 
front of the section you 
want to drop (in the 
Current Registrations 
section). 
2. Click on Submit 



* Look for notes from the WebAdvisor system.  It will let you know when certain transactions 
are not allowed. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Once you’ve added, waitlisted, and/or dropped sections, you will be taken to the Registration 
Results screen: 

- View the results of your registration actions.   
- Click on the OK button. 
- You will be taken back to the main menu page for the Jaguar Spot/WebAdvisor. 

 

 

 
 
Please note that you will receive an email (sent to your DACC student account) confirming 
activity in your student registration account.  Activity can refer to course additions, 
drops/withdrawals, and waitlist requests granted with enrollment.  See example below: 
 

 

IMPORTANT! 
 

Students Must Check 
their DACC E-mail 
account a couple of 
times a week! 



SEARCH AND REGISTER FOR SECTIONS 
 
From the Register for Sections option (on the Student Menu), you can click on the Search and 
Register for Sections option.  This will allow you to search for courses based on the term, 
start/end dates, course subject, time, and/or day of the week.   
 
Please Note:  You need to request at least 2 options on the Search/Register for Sections 
 

 

 
 
 
 
 
 
 
 
 
 
 
 



For Example, a search for Spring 2011 Chemistry classes would be requested with the selections 
below: 
 

 
 
 

The results of the search are shown below: 
 

 

 



To select options you are interested in, click on the box to the left of the section(s) and SUBMIT 
at the bottom of the screen: 

 
 

 

 
 

You will be taken to the Register and Drop screen discussed above.  You will be able to register 
for the sections you selected at this point. 
 

 
 
 
 
 
 
 
 
 



DROPPING & ADDING CLASSES 
 

From the Students Menu, Select the Register and Drop Section: 
 

 

 
 
 



 

 
 

 
 
 
Once you’ve made all of your changes, Click on SUBMIT 
 
You will be taken to the Registration Results Screen where you can view your updated records: 
 

To Add a Class: 
Select Register from 
the Drop Down 
Action box  

To Drop a Class: 
Click on the box in front 
of the section you want 
to drop. 
 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This is the drop 
requested above. 



WAITLIST OPTIONS 
 

When you are registering for classes, you might see that a class is full.  If you want to be added 
to the section waitlist, you can select the waitlist option from the drop-down action box in front 
of the section: 
 

 
 

Your waitlist will show up on your Registration Results screen: 
 

 
 
 
 

 
What Happens Once You Are On a Waitlist? 

 

20/20 

WAITLIST ALERT:  ALL COURSE SECTIONS WILL NOT BE ELIGIBLE 
FOR THE WAITLIST OPTION.  See a list of the sections that are not available to 
be waitlisted on the Jaguar Spot/Instructions for Jaguar Spot Services. 
 
Any Class that requires a separate lab, will not be available for waitlists.  Classes with 
the lecture and lab built together will be eligible for waitlists. 



Once you’ve waitlisted yourself through the registration process (online or with an Advisor or 
Counselor), you can manage your waitlist through the Jaguar Spot/Online Student Services.  Go 
to the Students Menu and select “Manage My Waitlist” under the Academic Plan-Registration 
section: 

 

 

 
 

STUDENTS ARE RESPONSIBLE FOR MANAGING THEIR OWN WAITLISTS!
Once waitlisted for a course section, students can remove themselves from it using the  

   

“Manage My Waitlist”option: 
 

 
 
 
 



Important Waitlist Management Rules to Remember: 
• Students are only allowed to waitlist themselves for 1 section of a course (per term). 
• All course sections will NOT be eligible for the waitlist option.  See a list of the 

sections that are not available to be waitlisted on the Jaguar Spot/Instructions for Jaguar 
Spot Services.  Any Class that requires a separate lab, will not be available for waitlists.  
Classes with the lecture and lab built together will be eligible for waitlists. 

• Once you are waitlisted, the online services will automatically enroll you in the waitlisted 
section(s) if a seat opens up in the section requested.  An e-mail will be sent to your DACC e-
mail account to confirm the registration. 

• If you do not want the seat anymore, the e-mail will refer you to the Jaguar Spot where you 
can drop the section.  

• All waitlist requests that are not filled will be automatically dropped during the first week of the 
course section.  

• It is the student’s responsibility to remove his or herself from the waitlist or the course section if 
enrolled! 

• Checking your DACC e-mail account on a regular basis will be required to utilize the 
waitlist system and manage your DACC student accounts successfully! 

 
 
Below is an example of an e-mail that will be sent to your DACC e-mail account when you have 
been added to a section based on your waitlist request: 
 

                       
 
 

IMPORTANT! 
 

Students Must Check 
their DACC E-mail 
account a couple of 
times a week! 

WAITLIST ALERT:  ALL COURSE SECTIONS WILL NOT BE ELIGIBLE 
FOR THE WAITLIST OPTION.  See a list of the sections that are not available to 
be waitlisted on the Jaguar Spot/Instructions for Jaguar Spot Services. 
 
Any Class that requires a separate lab, will not be available for waitlists.  Classes with 
the lecture and lab built together will be eligible for waitlists. 
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section(s) if a seat opens up in the section requested.  An e-mail will be sent to your DACC e-
mail account to confirm the registration. 

• If you do not want the seat anymore, the e-mail will refer you to the Jaguar Spot where you 
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• All waitlist requests that are not filled will be automatically dropped during the first week of the 
course section.  
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enrolled! 
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been added to a section based on your waitlist request: 
 

                       
 
 

IMPORTANT! 
 

Students Must Check 
their DACC E-mail 
account a couple of 
times a week! 

WAITLIST ALERT:  ALL COURSE SECTIONS WILL NOT BE ELIGIBLE 
FOR THE WAITLIST OPTION.  See a list of the sections that are not available to 
be waitlisted on the Jaguar Spot/Instructions for Jaguar Spot Services. 
 
Any Class that requires a separate lab, will not be available for waitlists.  Classes with 
the lecture and lab built together will be eligible for waitlists. 
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How to View Your Educational Plan 

• Under the “Academic Records” section of the Students Menu, click on the My 
Educational Plan

• Choose the Academic Program of Study (Major) by clicking on the box in front of the 
plan you wish to view. 

 option. 

• From the Format Options drop-down box, select if you want to view the “planned courses 
only” or your “full plan.” 

• Click on the SUBMIT button. 
• View your plan. 
• You may select a “Next Action” option from the drop down box located at the end of 

your plan.  Next Actions include: 1) Evaluate Program, 2) View Student Schedule, 3) 
View Student Test Summary, 4) View Student Transcript. 

• Click on the SUBMIT button (without a next action) to return to the Student Menu.  
Clicking on the SUBMIT button (with a next action selected) will take you directly to the 
action selected. 
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How to View Your Student Profile Information 

• Under the “Academic Records” section of the Students Menu, click on the My Profile

• View your information.  Information provided:  name, preferred address, student ID 
number, phone numbers, email addresses, emergency contact information, and program 
of study/major information.  If you see information that is incorrect, please contact the 
Admissions Office at 217-443-8801.   

 
option. 
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How to Perform a Program Evaluation/Degree Audit  

• Under the “Academic Plan-Registration” section of the Students Menu, click on the 
Program Evaluation

• Choose one of your active programs by clicking on the box to the left of the chosen 
program OR select another program from the “What if I Changed my Program of Study” 
drop down box…this performs a “what if” evaluation. 

 option. 

• Select what work to include in the evaluation.  Your choices are 1) All work or 2) Just 
registered and preregistered work.  Most students should choose “all.” 

• Click on the SUBMIT button. 
• View the completed evaluation of your records compared to the degree/certificate 

requirements. 
• Please Note:  If you believe that some of your completed classes are not being utilized 

correctly, please contact the Academic Advisement/Counseling office at 217-443-8750. 
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