
 

 

 

 

 

 

 

 

 

 

 

 

First Time Access 
 

S.C.O.T.S. 
Student Centered On-Line Transaction System 

The following screens have been developed as a tutorial and trouble-shooting guide and will be very useful whether you are a 

first semester freshman or completing your final semester before graduation.   

 

This guide shows the steps to access S.C.O.T.S.  S.C.O.T.S. is available for you to prepare or make changes to your schedule, 

display your detailed schedule, view your academic transcript and grades, track your progress toward your degree, review your 

financial aid requirements and awards, and more. 
 

 

Screen 1 
S.C.O.T.S. can be accessed from the 

Edinboro University home page at  

www.edinboro.edu.  Type SCOTS in 

the search bar at the top of the page. 

Screen 2 
To enter S.C.O.T.S., log in by entering 

your Student ID number (@01234567) 

for User ID then enter your 6-digit 

PIN 
 

**Be sure to include the @ symbol 

    before your ID number 

 

First time S.C.O.T.S. user? 

 Your PIN will be your 6-digit 

 birthday (MMDDYY) 

 

If you do not remember your PIN, 

enter your User ID, then click Forgot 

PIN?  You will be able to reset it. 
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Screen 3 

 

If you are a first time user or have just reset 

your PIN, you will be asked to change your 

PIN.  For Re-enter Old PIN, enter your 6-

digit birthday (MMDDYY).  Enter your 

New PIN, which must be 6-numbers 

different than your birthday.  Re-enter your 

New PIN. 

Screen 4 

 

If this is your first time using S.C.O.T.S., 

you must now enter a Security Question.  

This feature allows students to reset their 

PIN without contacting someone at the 

University or using the PIN Reset 

computer at the Library or Ross Hall. 

Your security question should be a general 

question, such as ñWhat is my motherôs 

maiden name?ò 

Screen 5 

Welcome to S.C.O.T.S. 

Click Personal Information to verify your 

contact information on file. From time to 

time, it maybe necessary to contact you, so 

current addresses and telephone numbers are 

critical. 

Screen 6 

Students are encouraged to verify 

their personal information, 

particularly address and telephone 

number.  Time sensitive material is 

mailed during the semester.  If you 

have not reported an address change 

or temporary address to the Records 

and Registration Office you may 

not receive important information. 

 

Your up-to-date contact information 

is vital in case of an emergency! 



Screen 7 

Click Student Services & Financial Aid  

 

Click Registration 

 

Screen 9 
Return to the Registration menu. 

Click Look-up Classes. 

 
(If you know the CRN for the class you wish to 

add, click Add/Drop Classes. However, 

changes to the schedule can occur, and CRNs 

may be deleted.  We recommend using Look-

up Classes) 

 

Use the pull-down menu and highlight 

the semester for which you are 

scheduling classes.  Click Submit. 

 

@01234567 Eddie Boro 
Fall 2005 

Jun 22, 2005 08:37 am 

 

 

Screen 8 
By checking your registration status, you 

will know the first minute you are eligible 

to schedule.  From the Registration 

menu, click Check Your Registration 

Status and pick the term that you are 

interested in viewing. 

 

Your scheduling time slot is determined 

by the number of credits you have earned 

previous to this current semester.  For 

additional information, check out the 

Scheduling Dates in the Scheduling 

Booklet (page 74). 

 

If you feel there is an error on your Status 

Information, contact Records and 

Registration in Hamilton Hall. 
 

Registration 



Screen 10 
To search for courses: 

If you want to search for more than one subject at the same time, hold down the ñCTRLò key when you click on 

the additional subjects. 

 

Be sure to select your desired campus: Main = Edinboro, Porreco = Erie 

 

Highlighting or entering too much criteria will limit your search.  We suggest using the Subject, Campus, Course 

Level, and Attribute Type. 

 

After you have made your selection(s), click Class Search. 

 

Note: If you want to search for courses in the General Education requirements, select all the subjects and the 

General Education category under Attribute Type. 

 

@01234567 Eddie Boro 
Spring 2006 

November 1, 2005 12:00pm 

If you wish to be a full-time student, but are not able to schedule for 12 credits 
when you build your schedule, here is the solution.  An ñIntentò can be used to 
substitute credits until a class is scheduled. 
 

If you need to schedule and ñIntentò, scroll down to and highlight the word ñIntentò, 
then click on Class Search.  All ñIntentsò will be displayed.  The section number 
corresponds with the number of credits.   
 

Please be aware that ñIntentsò are cancelled on the last day to add.  So you must 
have actual course credits scheduled by that time. 



Screen 11 
After clicking on Class Search, a list of offered courses will be displayed. 

 

If you are permitted to schedule for a class, a checkbox will be displayed in the Select column.  To register for a 

course, click in the checkbox then scroll to the bottom of the page and click Register. 

 

If a class is closed a C will appear in the Select column or if you are already scheduled for the class, the Select    

column will be blank. 

 

NR will appear if the class cannot be scheduled. For example, you are trying to schedule for a class in a  previous 

semester . 

SR will appear if, at this time, you are not permitted to schedule for any classes. For example; there is a hold on 

your account or you have not officially been admitted. 
 
 
 
 
 
 

This column indicates the campus where the class is held: 

M=Main, P=Porreco in Erie, MDV=Meadville, PA, and O=Off-campus 

@01234567 Eddie Boro 

Spring 2006 

November 1, 2005 12:00pm 

Students may add via S.C.O.T.S. until the last day to add.  Students 

may drop via S.C.O.T.S. until the last day to drop.  Check the 

University Calendar for the exact dates.  All scheduling 

transactions must be made in the Office of Records and 

Registration, Hamilton Hall after the last day to drop. 

By clicking on the 5-digit number under the 

CRN column, additional course   information, 

such as course descriptions, will be displayed. 












