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How to Access My MU Plan & Your Degree Audit 
1) To access your degree audit and the My MU Plan tools, go to https://marynet.marymount.edu and login 

to your account. 

 
 

2) Select the Marynet for Students menu, then the click the link for the My MU Plan – Planning Overview 
option. 

  
 

 
 
 
 
 
 
 
 
 
 

https://marynet.marymount.edu/


4 
 

3) A new tab will open up to the My MU Plan function. Once the page loads, click on “Go to My Progress” 
(This is your Degree Audit). 
 
Note: When using My MU Plan, please avoid using the back arrows in the internet browser as this may 
not save your previous changes.  When moving from one function to the next, please select the 
function from the corresponding menu.  Some functions will have a designated “< Back to…” option 
that lets you go back to a previous screen. An example of a screen with a “< Back to…” option will be 
shown later in this guide (Step 18) 

 
 

4) My MU Plan will then default to your current program and the “At a Glance” screen where your degree 
audit will appear. 

 
 The next section of the guide will show you how to read your degree audit. 
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How to Read Your Degree Audit 
At a Glance (Introduction) 

This section covers the color coding and statuses that you will see on your degree audit.  This will aid you 
in determining whether you will meet/have met the total required number of credits needed for degree 
completion, the total credits required at Marymount, and whether all degree requirements will be/have 
been met. 
 

At a Glance 
5) On the left side of the “At a Glance” screen you will see your cumulative GPA, major and catalog year.  On 

the right you will see three bars that indicate your overall progress through your current program, your 
progress towards the required number of credits for graduation, and your progress towards the residency 
requirement at Marymount. A quick summary of each progress bar, as well as a quick overview of each 
color you will see in the bars, is listed below. The following example will be used as a guide for each 
explanation: 

 
 
Note: The load sample course plan feature seen above will be available in the future as additional My MU 
Plan functions are rolled out and will not be covered at this time in this guide. 
 

Reading the Color Codes in Each Progress Bar 
6) The first color in the progress bars is dark green which indicates the total credits earned from completed 

courses. The second color is light green, which indicates the credits of any anticipated courses (courses 
currently in progress or registered for in a future term).  The third color is yellow (not pictured above), 
which will appear as courses are added to the plan. This will indicate which courses are planned for future 
terms.  More information about planned courses can be found in steps 19 and 26. 
 

The “Progress” Bar 
7) The “Progress” bar shows your progress towards completing each of the following “overall” degree 

requirements needed: Discover Learning, University Requirements, Liberal Arts Core, Major 
Requirements, Specializations/Concentrations and Minors. (The requirements that appear on your degree 
audit may vary depending on your degree program.  Please consult your specific catalog based on your 
semester of matriculation (ex. 2015), and your advisor, if you have any questions concerning the 
requirements for your program). 
 
Please note that this bar does not update for each individual requirement that you complete. It is 
important that you are following the individual requirements outlined in your degree audit to ensure 
degree completion. 
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The “Total Credits” Bar 
8) As mentioned above, the “Total Credits” bar indicates the progress towards the total number of required 

credits needed for degree completion.  In our example, a student has completed 34 credits (dark green) 
and is registered for an additional 13 credits (light green) for a total of 47 credits.  Therefore, they will 
need to plan an additional 73 credits to meet the total number of required credits needed for degree 
completion. As courses are planned (yellow) the number of total credits will increase.  However, when 
verifying whether you have met the total required credits, you should rely on the number of credits 
shown in dark and light green as these indicate completed and registered credits. 
 
Please note that while you may have completed more than the required credits in the “Total Credits” bar, 
you may still need to complete certain core or major requirements.  This summary is meant to be a 
helpful guide, but it is not a definitive indication of whether you are ready for program completion. 
 

The “Total Credits from Marymount University” Bar 
9) The “Total Credits from Marymount University” bar shows the number of completed institutional credits 

(credits taken at Marymount) that are required to meet the residency requirement (minimum Marymount 
credits needed for a degree from Marymount). In our example a student must complete a minimum of 36 
credits at Marymount to receive a Marymount degree.  At present, they have currently completed 34 
credits (dark green) towards the residency requirement. An additional 13 credits (light green) are 
currently in progress and registered for.  After completing a minimum of 2 credits from their future 
registration the student will have met the residency requirement.   
 
Note: The bar will still show courses in light green (in progress courses) even after the residency rule has 
been met.  As long as the number listed in dark green (completed courses at Marymount) equals or 
exceeds the total number of residency credits required, then you will meet the residency requirement. In 
this example, the student has completed and is registered for 47 credits so they will meet the residency 
requirement because their degree only requires a minimum of 36 Marymount credits. 
 
We will now cover the statuses seen throughout your degree audit and how to read your degree audit 
to determine for which courses you need to register for. 
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Degree Audit Statuses 
As you review the degree audit to schedule and register for courses, you will see four different statuses 
throughout the plan. 
 

First Status: Completed Courses 
10) The “Completed Courses” status (green) indicates that a requirement has been fully met, showing 100% 

of requirements completed with a checked circle (ex. 1 of 1 completed).  As a requirement is fully 
completed it will appear in a condensed format.  The actual courses taken will appear under “Show 
Details”.  

  
 
Uncondensed view (Show Details): 
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Second & Third Statuses: Courses Not Started & Registered Courses 
11) The “Courses Not Started” status appears in red indicating that a requirement needs to be planned and 

eventually registered for.  Be sure to read the description under each requirement to see which courses 
are required and be sure to check the total number of groups required in this requirement. Please keep in 
mind that some programs may have multiple groups in a requirement but only one group is required. 
 
In the example below, both groups must be completed to fulfill the Writing Intensive requirement (see 
the“0 of 2 completed” under the description). 
 
Note that the requirement in “Group 1” of the Writing Intensive requirement has not yet been started (“0 
of 1 courses complete”). For more information about how to select courses to meet specific requirements 
when courses do not appear under the requirement, see step 13. 
 
In “Group 2” of our example, the “Registered Courses” status appears in yellow and shows courses that 
are registered or planned for a future term.  In this example, this student has not yet completed the two 
courses required in “Group 2”, however, the “Group 2” requirement is “Fully planned” (Fully Registered) 
and no further courses are required if this student remains in both courses through the 17/FA term. At 
the beginning of the fall term the status will change to “In Progress” and upon successful completion of 
the courses, it will read “Complete”. Please note that some courses have minimum grades required.  A 
requirement might show that both courses have been taken, but still reads 1 of 2 courses complete.  This 
may indicate a minimum grade has not been met.  Please consult the catalog, your advisor or your 
Associate Dean if you have any questions regarding a minimum grade requirement.
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Fourth Status: In Progress 
12) The “In Progress” status also appears in green with a half circle. This status shows courses that are being 

taken in the current term. 

 
 
 
 
The next section will cover how to schedule courses for future terms. 
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Adding Courses to Your Timeline – Scheduling Courses for Each Term 
Searching for Courses to Meet a Requirement 
13) Once you have familiarized yourself with the requirements that are still needed, go to a requirement to 

begin adding courses to your plan (Timeline).  Requirements may either have a list of specified courses 
required (such as major requirements) or a list of choices (such as select Liberal Arts Core requirements). 
 
In Example #1, the “Writing Intensive” requirement, you must choose one writing intensive course to 
fulfill group 1 this requirement. Group 2 requires you to take BIO-300 and BIO-368 (not shown).  You must 
complete both groups to fulfill the entire “Writing Intensive” requirement.  
 
In Example #2, the “Mathematics” requirement, a student must 1 of the 2 groups (see “0 of 1 Completed” 
under the requirement description).  Group 1 requires MAT-181 (see 0 of 1 Courses Completed) to fulfill 
the requirement. Group 2 requires MA-171 and MA-172 (see 0 of 2 Courses Completed) in order to fulfill 
the Math requirement. 
 
To choose a course that meets the specific requirement, hit the Search button. 
 
Example #1: 

  
 
Example #2: 
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14) Once you press “Search”, you will see the catalog entries for any course that meets the specific 

requirement. For example, a list of approved Writing Intensive courses will appear and you may select 
one of the courses to add to your plan.  Filters are provided on the left hand side to aid in searching for 
specific subjects, schedules, locations and days. 
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Adding a Course to Your Plan for a Specific Term 
 

15) To add a selected course to your plan (Timeline), click the “Add Course to Plan” button.  In the pop-up, 
select the future term in which you hope to complete the course.  If sections are already available to view 
for the term, you can also click the drop down arrow by “View available sections” to see specific course 
times for the term. To add a specific section, press the “Add Section to Schedule” button to add the 
course to your upcoming schedule.  
 
(Note: When you add a course to your plan, you are not yet registered for the course. You are just 
planning out your individual course sections for the next term to see how they fit your schedule). 

 

 
 

16) Successfully added courses will briefly appear in the right hand corner of the webpage to confirm the 
course has been added to your plan. 
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17) As you add courses to your plan, please be aware of any courses not offered in each semester.  For 
example, CHM-152 is only offered in the spring semester.  My MU Plan will allow you to add the course to 
a fall semester on your plan. However, there is no guarantee that the course will be offered in that term.  

 

 
 
 
If you need to take summer courses, please consult the department chair or school to see which courses 
may be offered during the summer (if the courses are not already listed).   
 

Adding Additional Courses to My Plan (Timeline) 
How to Return to “My Progress” (Degree Audit) 

18) To add additional courses in other requirements, click on “Back to My Progress” and search for courses in 
the next requirement. (Note: You will now notice that a yellow bar appears under the total credits bar 
indicating courses have been planned in future terms.)   
 
As noted at the beginning of the guide, here is an example of a “Back to…” option under the “Search for 
Courses” screen. Please avoid using the back arrows in the internet browser as this may not save 
previously added courses or changes. 
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Confirming a Requirement is Fully Planned 
19) In our example, EN-200 is now planned and will fulfill the Writing Intensive course requirement. 

  

 
 

20) Please note that for requirement groups where only one course is required out of several options, each 
possible course for the requirement will show until one course is completed.  In this example, a student 
has planned a PH-E and a TRS-2 course (PH-301 and TRS-380) so they do not need to plan further courses 
even though other courses say “Not Started”.  Also note that both the individual group requirements say 
that they are fully planned and the entire requirement (G. Adv. Phil/Rel/Theo) is fully planned.  
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21) Below is an example of a requirement where only one requirement is needed from the list of 
concentrations (Writing Emphais, Lit, or Media & Performance): 

 
Common courses among each of the concentrations will show as completed/in 
progress/registered/planned in each requirement, but a student is only required to complete one 
concentration.  Once they have met all the requirements for a concentration the other concentration 
options will disappear. 

 
 

 
 

  
 
 
 

Verifying Courses Properly Count in your Degree Audit 
22) As you plan courses, please be sure they do not fall into the “Other Courses” category at the bottom of 

the Degree Audit.  These courses may not be eligible for financial aid unless they meet a specific Core or 
major/minor requirement.  Please notify your advisor if you believe that any of these courses should be 
meeting a specific program requirement.  
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Viewing the Course Catalog 
23) If you have questions about courses counting for certain requirements, or about courses required for your 

degree, please consult the catalog for the year you matriculated.  The catalog also includes course 

descriptions for courses across all departments and may be helpful to you if you are looking for possible 

elective courses. There are two ways you can view courses and their descriptions:  

 

A) Go to the My MU Plan menu and select “Schedule of Classes”.  Then search by course subject by 

clicking on one of the subjects listed. A list of courses for that subject will appear. To select another 

subject, simply click the “< Back to Schedule of Classes” link at the top and select a new subject. 
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B) The second way to view the course catalog is online through the Marymount website:  

The direct link is found at https://www.marymount.edu/catalog. Or you can get to the catalog from 
the Marymount homepage by selecting the Academics menu, then Services & Resources, then the 
Registrar’s Office link. 

 
Direct Link: 

 
 

From the Marymount homepage: 
 

 

 

https://www.marymount.edu/catalog
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Navigating Your Timeline  
Going from “My Progress” to your “Timeline” 

 

24) Once you have planned each course and each requirement, go to the “My MU Plan” menu and select the 
“Plan & Schedule” option. On the “Plan & Schedule” screen click on the timeline tab to see the courses 
you have planned for each semester. 
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Tips for Navigating Your Timeline and Successfully Planning Your Entire Schedule 
Confirming Your Full-time Status  

25) On your timeline you can adjust when you wish to take certain courses to ensure that all prerequisites 
have been met or are planned in the proper sequence.  You will also want to make sure you have 
scheduled enough credits to be a full-time student: 
 
Undergraduate full-time student:  You will need at least 12 credits in each semester.   
Graduate full-time student:  You will need at least 9 credits in the fall and spring semesters and at 

least 6 credits in the summer.   
 

A Fully Planned Schedule 
26) Below are examples of a planned out schedule in Business Administration for the next three semesters for 

an undergraduate student and fully planned progress bars under “My Progress” : 

 
 

 
The next several steps will now show you how to toggle between terms on your timeline, how to 
add/remove additional terms (such as summer terms), how to adjust your schedule to make sure co-/ 
prerequisites are properly scheduled, how to move courses to different terms, and how to search for 
co-/prerequisites if they are not yet planned. 
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Toggling Between Terms 
27) When you select the timeline tab in My MU Plan, it will default to show the current term (ex. Spring 2017) 

at beginning and the next three semesters you have planned (1st screenshot).  
 
To see your earlier semesters and grades (for example to verify you have the minimum grade required for 
a prerequisite), use the left arrow button (2nd screenshot).  To see additional future terms that you have 
planned, click on the right arrow button (3rd screenshot). 
 

1st screenshot – current term and next three semesters: 

 
 

2nd screenshot – earlier semesters and grades: 

 
 

3rd screenshot – additional future terms: 

 



21 
 

Adding a Term 
28) To add a term (for example Summer terms), click the “Add a Term” button and select the term you wish 

to add to your timeline. 

 
 

 

 
 

Removing a Term 
29) To remove a term, simply click on the “x” next to the term and confirm the removal.  
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Moving a Course to Another Term 
30) To move an already planned courses to another term (PH-301 from Spring 2018 to Spring 2019), click on a 

planned course in your timeline. A pop up will appear where you can select another term and then click 
“Update Course” to add the course to another term.  If a term does not appear in the dropdown menu, 
then first add a term to your plan, and then move the course to the new term. 
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Clearing Requisite Warnings 
31) Courses with prerequisites or corequisites will show a warning if the requisite has not been met or 

scheduled in a prior or same term (depending on the type of requisite – prerequisite in prior term, 
corequisite in same term).  
 

In the example below, MGT-323 requires a prerequisite of FIN-301, which is currently scheduled for Fall 
2019.  Therefore, you will need to move FIN-301 to an earlier term if you wish to take MGT-323 in the 
spring. You will also need to verify the other prerequisite courses are also scheduled earlier than Spring 
2019. You can also move MGT-323 to a later term, but you will want to make sure it does not create 
requisite problems with later courses. 
 

Example #1: 

 
 

In the second example, BIO-368 requires BIO-363 as a prerequisite or co-requisite. To plan the 
prerequisite for BIO-368, click on the warning, and the pre-/corequisite course (BIO-363) will show up 
under course catalog where you can add the course to a prior term or the same term. Simply click “Add 
Course to Plan” to add BIO-363. 
 

Example #2: 
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32) Sometimes moving just one course will take care of a requisite problem (for example, moving FIN-301 
from Fall 2019 to Fall 2018 removed the requisite problem for MGT-323), but you may have to move 
multiple courses (see below). 

 
 
In the second example in step 31, the student has now planned BIO-363 which is a prerequisite for BIO-
368.  This removes the warning for BIO-368, however, another requisite appears now for BIO-363 (for 
example CHM-152).  You will now need to plan CHM-152, and possibly move both BIO-363 and BIO-368 to 
a later term to ensure you complete all prerequisites for both BIO-363 and BIO-368. 
 
Please contact your advisor immediately if you have any questions about requisites.   
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Warnings: Course Availability is Not Guaranteed 
33) Please keep the following in mind when planning your schedule: 

 
a. If you are currently registered for a prerequisite course, My MU Plan assumes you will also pass 

the course, so requisites will not show up.  However, if you do not complete the prerequisite 
with the minimum grade required, then you will be unable to continue with the next course in 
the following semester, and you will need to readjust your course plan.  To verify any requisites, 
click on a planned course (for example, BIO-300) to see the requisites required for the course. 

 
 

b. Certain courses are only offered in alternate semesters and sometimes only every two years.  
Therefore, you will want to plan out all courses to ensure you will meet all requisites in the 
proper order and that courses are scheduled in their proper terms (i.e. a fall only course is not 
planned for the spring).   
 

c. Please note that planning your schedule does not guarantee registration in the course or that 
the course will be offered in the term you have planned the course.  If you are concerned about 
a course not being offered in time, please talk to your advisor or school to see when the course 
may be offered next or whether there is another course you can take. In some cases you may be 
required to select another course to fulfill a requirement (for example, a Social Science or 
Religion/Theology course). 

 
To ensure a timely completion of any requisites and of all degree requirements, you should you’re your 
schedule for at least two academic years (exception: current seniors and rising juniors), or preferably your 
entire academic time at Marymount.  Planning your entire time at Marymount also ensures each 
semester has at least 12 credits scheduled for full-time status (if applicable).   
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Registration 
Now that you have successfully navigated your way through My MU Plan and planned your academic schedule, 
you are ready to register for classes and continue your journey to degree completion. You will need to submit your 
overall plan to your advisor for approval so they can verify that you will meet all requirements in a timely manner.  

Please note that any registration or financial holds must be cleared before you can register for classes.  Please 
view the contact information for the Student Accounts, Financial Aid or Registrar’s Office at the end of the 
guide. 

Submitting Your Plan to Your Advisor for Approval 
Receiving Advisor Approval 

34) Once you have completely planned your courses in your timeline and ensured that all prerequisites will be 
met, submit your proposed plan to your advisor for review by selecting the “Advising” tab.  
 
Note: An automatic email is not sent once your plan has been reviewed so you should check My MU 
Plan regularly. 

 
 

35) Under the advising tab you will see your assigned advisor for your current program. On the right you will 
see a “Request Review” button which will submit your plan to your advisor for review.  Advisor approval is 
required before undergraduate students can register for classes. 
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Adding Sections to Your Schedule 
Confirming Courses Are Approved 

36) Once your advisor has reviewed your completed plan he or she will mark your plan as reviewed.  You can 
see the date your course plan was last approved on in the “Advising” tab.   

 
 

You will also see an approved sign (green thumbs up) next to each individual course your advisor has 
approved. 

 
 

37) If your advisor denies a course (red thumbs down), go to the advising tab to see whether your advisor has 
made any notes regarding the denied course, or check your Marymount email. If you do not see any 
indication for the course denial, then contact your advisor to clarify why a course was denied. 

 
 

38) You may also see a “Protected” status on some of your courses.  This status means your advisor is 
indicating you must take this course in the term you are currently viewing (ex. Fall 2017). Contact your 
advisor if you have any questions regarding a “Protected” course. Note: You will not be able to move a 
protected course to another term in your timeline. 
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Selecting Course Sections 
39) Once your courses have been approved, you can begin selecting the sections for each of the courses you 

wish to take. For each course, click on the “View Other Sections” link.  

 
 

40) After clicking on a course, you will see each section offered for the course in a faint outline according to 
when it is scheduled during the week.
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41) Select the section you wish to take and then click the “Add Section” button on the pop up screen to add 
to your schedule. (Please note you are not yet registered for the course). 

 
 
 

42) The course will now show as planned in the left hand column and on your schedule. Continue adding 
sections for your other courses following steps 39-41 until each course has a section planned for the 
semester. 

 
 
Please note that online courses which do not have a regularly scheduled time will appear at the bottom of 
your schedule under “Sections with no meeting time” 
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Resolving Course Conflicts/Removing a Scheduled Section 
43) If two sections are scheduled at the same time they will appear next to each other in the same column 

(day of the week) with a red border.  In order to successfully register for classes you will need to chose a 
different section for one of the conflicting courses 

 
 

44) To move a conflicting course or to change sections, click on the “x” for the course you wish to remove.  
Once the course has been removed, then you can click “View Other Sections” for the removed course to 
select a different section. 
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Cancelled Courses 
45) If a course section you have added to your schedule is cancelled, it will show with a red border like a 

conflicting course, and you will see a warning that the course is “no longer available.” You will need 

remove the cancelled course section from your schedule and select a new section before you submit your 

schedule for registration. 

 

Submitting Your Schedule for Registration 
46) Once you have selected a section for each course, click the “Agree to Terms and Conditions & Promise to 

Pay and Register Now” button to register for classes. The “Terms and Conditions” appear above the 
schedule. 
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Registration Confirmation 
47) Once you are successfully registered, each class will show as “Approved” and “Registered, but not 

started”. The courses will also show in green under your schedule. 
 

 
 

Payment Required Warning 
48) After registering you may see a payment warning pop-up. You should confirm with Student Accounts when 

payments must be made.  Payments may not be due right away during early preregistration periods where 
you can register for the following semester, but you will need to make payment arrangements prior to 
classes beginning. 
 
For information about contacting the offices of Financial Aid or Student Accounts, please see Contact 
Information at the end of this guide. 
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Changing or Dropping a Course Section after Registration 
Changing a Course Section after Registering for a Course (Prior to the Beginning of the Semester) 

49) To change sections before the semester starts for an already registered course (for example, CJ-305-A to 
CJ-305-OL), click the “View other sections” link under the course you wish to change and select the other 
section you wish to add instead.  The new section will now show as planned. Then click the “Drop” button 
for the section you wish to drop.  In the pop up you can now select which section you wish to drop and 
which section you wish to add instead and click update.  
 
(Note: This only works when you are adding and dropping sections of the same class.  To completely drop 
a section without adding another or to drop a course in order to add a different course, go to the 
“Completely Dropping a Course” step below).  
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50) Once you have added the new section (SOC-305-OL), the old section (SOC-305-A) will show as planned.  
To remove the old section completely, go to your Timeline and click the “x” next to the course section (for 
SOC-305) that does not have a checkmark next to it.  (SOC-305-OL is the new section you added so you 
need to remove the section of SOC-305 above SOC-305-OL.) Then, confirm the removal in the pop up. 

  

Completely Dropping a Course after Registration (Prior to the Beginning of the Semester) 
51) Should you need to completely drop a registered course before the semester starts, simply hit the “Drop” 

button for the course you wish to drop, then confirm in the pop up screen by clicking “Update”. 
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52) The course will now show up as planned on your schedule.  To completely remove the course from your 
plan, go to your timeline and click the “x” next to the course name, and confirm the removal in the pop up 
screen. 

 

 

Adding Additional Courses after Dropping a Course (After Initial Registration) 
53) To add other courses to your schedule you will need to add them through “My Progress” and submit them 

to your advisor for approval. 
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Contact Information 
For questions related to My MU Plan, please contact: 
 Office of the Registrar:  Email:  mymuplan@marymount.edu 
     Website: My MU Plan 
       Office of the Registrar 
     Location: Rowley Hall 1009 
     Phone:   703-284-1520 
 
For questions related to tuition and payment, please contact: 

Office of Student Accounts: Website:  https://www.marymount.edu/Admissions/Student-Accounts  
Location: Rowley Hall 1011    
Phone:     703-284-1490 

  
For questions related to financial aid, please contact: 

Office of Financial Aid:  Website:  https://www.marymount.edu/Admissions/Financial-Aid  
    Location: Rowley Hall 1008 

    Phone:   703-284-1530 
 
 

For questions related to academics, such as, course schedules, academic requirements, registering for classes, course 
substitutions, taking courses at another institution etc., please contact your advisor. 

 
Arts & Sciences:  https://www.marymount.edu/Academics/School-of-Arts-Sciences 
 
Business Administration:  https://www.marymount.edu/Academics/School-of-Business-Administration   
 
Education:  https://www.marymount.edu/Academics/School-of-Education-Human-Services  
 
Health Professions: https://www.marymount.edu/Academics/Malek-School-of-Health-Professions  
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