
 
 

 
 

1. Do your homework.   
File your FAFSA.  The only financial aid awards which can be made without a FAFSA (Free 
Application for Federal Student Aid) are the academic scholarships—other aid may be available, and 
would be awarded after the FAFSA is complete.  File online at www.fafsa.gov.  If you have been 
awarded financial aid, your package is available at www.letu.edu/award.  Use your LETU user name 
and password to login.  If you have not been awarded, you should check here to see what documents 
are missing from your Financial Aid file. 
Choose your major.  It is very important to seriously consider your choice of major and make sure it 
matches your interests and abilities. This will directly determine the courses you take in your first 
semester at LeTourneau University. Basic information about majors may be found on our website, at 
www.letu.edu/academics.  If you need more information or have any questions about your major 
choice, please contact your Admissions Counselor.  They will be glad to help you. 
Find your English, Biblical Studies, and Mathematics Placement – Fall, 2012 sheet.  It was 
emailed to you, and lists courses for which you will need to register, based on the test scores and/or 
transfer credit available at the time of that mailing.  As AP, CLEP, or transcript credit arrive, we will 
evaluate them and adjust your schedule accordingly.  If you change your major or don’t have 
placement information, call the Placement Coordinator at 903-233-3338, or email her at 
Advising@letu.edu. 
If you have health insurance, have the policy information handy. 
Have your myLETU username and password ready. 
 
If you have problems, call your Admissions Counselor at 903-233-3000 or 800-759-8811.   
 

2. Determine what courses you need to take. 
Go to www.letu.edu/catalog. 
The 2011-2012 Catalog will open in a new 
window or tab.   
 
 
 
Choose your major from the drop-down menu on the left, then click Go. 
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The 2011-2012 Course Sequence Sheet for your 
major will open--print this document.  Pay particular 
attention to any notes  
 
(in parentheses after a course name or at the bottom), 
as some classes are offered in specific semesters and/or 
years.  You may need to plan around those.  
 
The first course on the sequence sheet is BIBL1043, or 
Biblical Foundations for Living.  The department is 
BIBL, and the course number is 1043.  This is a 3-hour 
course, as designated by the 4th digit of the course 
number (this rule applies to all courses). 
 
Go with the English (ENGL), Bible (BIBL), and math 
(MATH) from your placement letter if they conflict 
with the first semester courses on your course sequence sheet. 
 
 
 
*Continued on next page. 



3. Build your Schedule.  From my.letu.edu, on the Main 
tab, under Common Resources, click the link for Class 
Listing.  
 
The Traditional Course Schedule will open in a new 
tab or window.  For the Term, choose Fall 2012, then 
pick the Department for your first course (the four-
letter alpha code to the far left of the course name) from 
the drop-down menu.  For our example, we’re looking 
for BIBL1043.  Click reload. 
 
Make note of the legend.  You’re looking for courses 
that still have seats available. 

 
At this point, our student has a choice of days and times 
to take Biblical Foundations for Living. 
 

 

Make note of the section number (Sec) of the class you choose.  In this case, we’re going to take the 
Monday, Wednesday, Friday (-M-W-F-) class from 12:50 to 1:45 pm.--section 02. 
 
Repeat this process for all of your classes.  It may help to draft a schedule out on paper.  If the class 
you want is full, check for other classes that fit your schedule—be sure you’ve met the prerequisites, 
if any (from the catalog).  If there are no alternatives, contact your Admissions Counselor. 
 
Note that we have already placed most students who are required to take LETU 1101 (Cornerstones 
of Life and Learning). Don't be concerned if you see this course full on the class list--in most cases, 
you will already have a seat reserved in this class if you are required to take it. 
 
At LeTourneau University, tuition for coursework from 12 to 18 hours are all the same. 
 

4. Clear your Advisor Hold 
At this point, email a list of the courses you would like to take your first semester to 
Advising@letu.edu to have your advising hold cleared.  Aeronautical Science students use 
AeroAdvising@letu.edu.  Be sure you include your name, your ID number, and your major, as well 
as the course numbers of the courses you have chosen.  Miss Knouse will look it over and either 
approve your choices and clear your hold or suggest other courses that might be more appropriate.  
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This process may take a day or two, please be patient. 
 

5. Register Online.   
Login to my.letu.edu.  If you have forgotten your password, click on the “Forget your Password?” 
tab and submit the email address associated with your portal account.  A new password will be 
emailed to you.   
 

Go to the Students tab.  Click Web Services 
– Student.  The Registration Checklist will 
open.  Make sure you have the correct 
options at the bottom—it should be UNDG, 
FA, and 2012. 
 
If there is no red check in the Holds line, click the link to take care of your holds.  
 
 
 
 
 
 
 
 
 
 
For more information on clearing a Financial Aid 
hold, call 903-233-4350. 
 
To clear your Emergency Contact or Insurance 
holds, click the links, and provide the 
information: 
 
 
 
 
 
 
 
 
 
 

6. Select Courses.  After your holds are cleared, 
you will need to select courses, even though there may be a check in that box.  That check may exist 



because you have already been placed in a Cornerstones (LETU1101) class—it will say “1 hours 
selected”—please forgive the server’s grammatical backwardness. 
 
Click the Select Courses link on your Registration Checklist.  You may be asked to provide your 
login information again. 
 
Begin inputting the course 
numbers and sections you chose 
in step 4.  You can type in 
BIBL1043 or look it up, and for 
Section, 02 or 2 will work. 
 
You may find sections that have 
filled up, or prerequisites that 
must be met.  If you have 
problems, call your Admissions Counselor at 903-233-3000 or 800-759-8811.     
 
 
 
 
 
 
 
 
 
 
 
 
After entering your schedule, click Print Schedule, then click Proceed to Next Step. 
 
Don’t panic!  You don’t have to write a check today or put it on your credit card.  You can make 
payment arrangements.  The next step is to let you see how much of your charges will be covered by 
financial aid. 
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7. Make Payment Arrangements.  
The Course and Fee Statement will 
show all of the courses you’ve selected, 
add in the various fees, and apply the 
financial aid you accepted.   
 
To complete the process, click Make 
Payment Arrangements. 
 
You will see this screen: 
 
 
 
 
 
 
Click Next Step to see your payment 
arrangement options. 
 

 
Make your choice, then click Calculate 
& Display.  This will not lock you into 
anything—you will be given further 
instructions or asked to confirm. 
 
Instructions for each choice are on the 
following pages. 
 
 



To set up a 4 or 5 Month Payment Plan 
click the link for http://www.afford.com/letu 
that shows up in blue on this screen:  
 
 
 
Make note of the amount due, you’ll need it later.  You will be going to the Tuition Management 
Systems website. 
 
          1. Click View Payment Options                    2. Click the Monthly Payment Plans link. 
 
 
 
 
 
 
 
 
 
 
 
    3. Choose Fall and click Continue.           4. Enter the amount due and click Continue. 
 
 
 
 
 
 
 
 
 
 
5. Choose the 4 or 5 Payment plan, then click Continue.  Note the amount 
of each payment is calculated for you, and the enrollment fee of $40. 
 
 
 
 
 
 
 
Continue through the rest of the Tuition Management System (TMS) screens.  You should receive a 
confirmation screen and email from TMS.  Allow us a full working day to get that information into 
our web registration system, then expect to see confirmation in MyLETU (see last page). 
 
 
 
 



To Pay in Full Deferred (the day before classes start):  
Read over the Payment in Full Agreement, make note of the 
amount and due date, then type the last four digits of your 
Social Security Number in the box just above the I Agree 
button, then click I Agree.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Your next screen will look like this: 
You should also receive an email confirmation to your 
LETU email address. 
 
 
 
 
 
 
 
 



8. To Pay in Full now:  
Provide the last four digits of your Social Security 
Number in the box just above the I Agree button, 
then click I Agree.   
 
 
 
 
 
 
 
 
Your next screen will look like this: 
Click Continue.   
 
 
 
 
 
Provide your Credit Card Information, then click 
Continue.  You will be asked to verify your 
information. 
 
 
 
 
 
 
 
 
If your information is correct, click Submit Payment.   
 
 
 
 
 
 
 
 
 
You should see this confirmation screen and receive an 
email confirmation. 
 

 



9. Confirmation.  When everything is completed, (including processing time for your Tuition 
Management System payment plan) your Web Registration Checklist should look like this: 
 
 


