
CyberBear Student Services Menu 
 

 

 
 
The following document contains a series of screenshots and instructions for each of the buttons 
listed in the CyberBear Student Services Menu. Continue scrolling for a table of contents with 
interactive links to navigate throughout this document. 
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CyberBear Student Services Menu Options 

 

Academic Records: 
 
• Student Profile 
• Self-Service Registration 
• Course Add/Change/Drop 
• Semester Withdrawal / Dropping Your Last Class 
• View Unofficial Transcript 
• Order Official Transcript 
• Instant Enrollment Verification 
• View Grades 
• Degree Works 
• Dates & Deadlines 
 
Registrar’s Website 
 

Financial Aid: 
 
• Your Financial Aid 
• Forms 
• Email Financial Aid 
 
Financial Aid Website 
 

Student Account & Billing: 
 
• Student Accounts 
• Student Refunds 
• Make a Payment  
• Deferred Payment Plan Application 
• 1098T Tax Form 
• 1098T Electronic Consent Election 
• Buy Additional Services 
• Short Term Loans 
• Dates & Deadlines 
 
Student Accounts Website  

https://www.umt.edu/registrar/default.php
https://www.umt.edu/finaid/
https://www.umt.edu/business-services/students/
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Student Profile 
 

 
 
In your student profile, you can view the following information: 
 

• Name 
• Student ID Number (790#) 
• Academic Standing 
• Registration Notices & Time Ticket 
• Account Holds 
• Bio Information 

o Email 
o Phone 
o Gender 
o Date of Birth 
o Ethnicity 
o Race 
o Citizenship 
o Emergency Contact 

• General Information 
o Level (Undergraduate/Graduate) 
o Class (Freshmen/Sophomore/Junior/Senior) 
o Status (Active/Inactive) 
o Student Type (New, Transfer, Returning, Continuing) 
o Residency (In-State, Out-of-State) 
o Campus (UM-Msla, Missoula College) 
o First Term Attended 
o Matriculated Term 
o Last Term Attended 
o Leave of Absence 
o Graduation Status 
o Advisors 

• Notes from Advisors 
• Curriculum, Hours, & GPA 

o Curriculum (Degree, College, Major, Concentration, Minor, etc.) 
o GPA (Institutional, Transfer, Overall) 

• Registered Courses  
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Self-Service Registration 
 
Select the term you wish to register for: 

 
 
This will take you to the Registration Menu: 

 
 
If it is past the 15th instructional day of the semester for the term you wish to register for, you must 
use the Course Add/Change/Drop link instead of Self-Service Registration. 
 
 
  



6  Return to Table of Contents 

Course Add/Change/Drop 
 
Read through the instructions, then click “Proceed.” 
 

 
 
See the below instructions on how to: 

➢ Submit a Course Add Request 
➢ Submit a Course Change Request (Change credit hours/grade mode or switch sections) 
➢ Submit a Course Drop Request 
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Submit a Course Add Request 
 

Step One: To submit an add request, click the “Add Course” button. 
 

 
 

Step Two: Type the CRN, instructor name, course name, or other search parameter into the search 
bar. Then, select the CRN of the section you wish to submit an add request for. 
 

Tip: If the search bar does not appear, refresh your browser. 
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Step Three: Select the number of credits and the grade option (not available for all classes), then type 
in your reason for adding the class. Click “Finish Adding Course” to complete your request 
 

 
 
Step Four: An automatic confirmation email will arrive in your UMConnect student email inbox upon 
submission.  
 
The request will automatically route to the instructor and then your advisor for approval. If approved, it 
will come to the Registrar’s Office to be manually added to your schedule. You will get automatic 
email notifications at each step, as well as a notification upon completion. 
 
Tip: If you do not receive an email confirmation upon submission, this means an error has occurred in 
the system, and you will need to contact (406) 243-5600 or registration@umontana.edu for further 
assistance. 
 

Submit a Course Change Request (Credit Hours, Grade Option, Switch Sections) 
 
Step One: Select the CRN of the class you wish to submit a Course Change Request for. 
 

 

mailto:registration@umontana.edu
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Step Two: Select “Change Credits/Grade Options” or “Switch Sections.” 
 

 
 
Step Three: Make the requested change and enter a reason, then click “Finish Changing Course.” 
 

 
 

Step Four: An automatic confirmation email will arrive in your UMConnect student email inbox upon 
submission.  
 
The request will automatically route to the instructor and then your advisor for approval. If you are 
switching sections, it will route to both instructors for approval. Once approved, it will come to the 
Registrar’s Office to be manually adjusted. You will get automatic email notifications at each step, as 
well as a notification upon completion. 
 
Tip: If you do not receive an email confirmation upon submission, this means an error has occurred in 
the system, and you will need to contact (406) 243-5600 or registration@umontana.edu for further 
assistance. 
 
 

mailto:registration@umontana.edu
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Submit a Course Drop Request 
 
If you are attempting to drop all classes or your last/only class, you will need to submit a Semester 
Withdrawal Form instead. 
 
Step One: Select the CRN of the class you wish to submit a Course Drop Request for. 
 

 
 
Step Two: Select “Drop Course.” 
 

 
 
 
 
 
 

https://www.umt.edu/withdrawal/how-to.php
https://www.umt.edu/withdrawal/how-to.php
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Step Three: Select a drop reason, then provide additional context in the text box below. 
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Semester Withdrawal / Dropping Your Last Class 
 
By clicking on the “Semester Withdrawal / Dropping Your Last Class” link, you will be taken to the Semester 
Withdrawal information page on the UM website. 
 

 

 

https://www.umt.edu/withdrawal/
https://www.umt.edu/withdrawal/
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View Unofficial Transcript 
 
To view your unofficial transcript, select “All Levels” from the Transcript Level dropdown and “Web Unofficial 
Transcript” from the Transcript Type dropdown. 
 

 
 
This will pull up your unofficial transcript, which contains exactly the same information that is printed onto an 
official transcript. 
 
To print your unofficial transcript, you can print from your browser menu. To save as a PDF, see this tutorial on 
how to save your browser screen as a PDF. 
  

https://www.digitaltrends.com/computing/how-to-save-a-webpage-as-a-pdf/
https://www.digitaltrends.com/computing/how-to-save-a-webpage-as-a-pdf/
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Order Official Transcript 
 
To order an official transcript, click “Go to Clearinghouse Site.” This will redirect you to the National Student 
Clearinghouse in a new tab. 
 
Select “Order a transcript” from the menu options on the National Student Clearinghouse site. 

 
 

Pointers for Using the National Student Clearinghouse 
 

• Type in exactly “University of Montana” in as your school, including if you are a Missoula College 
student. Do not type in “The” and do not select “University of Montana-Western.” 
 

• Please double check that you have entered your recipient’s information accurately – we will send your 
transcript to exactly the destination that you provide, so if there are any typos, you will need to initiate a 
new transcript order and pay the order fee again. 
 

• If the order screen displays the following prompt, all you need to do is select that you do not want to 
edit your information, and then it will allow you to proceed. 

o Sometimes the system gets confused by middle names and shows this error, but you can just 
bypass it without any issues. 

 

• Options for delivery: Electronic Delivery or Mail Delivery – we recommend that you check with your 
recipient to ensure that they will accept the delivery method you choose. 

o If you have any educational records at UM from before September 1993, then it will be unable to 
send via electronic delivery. Choose mail delivery instead. 
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Instant Enrollment Verification 
 
To download an instant enrollment verification, click “Go to Clearinghouse Site.” This will redirect you to the 
National Student Clearinghouse in a new tab. 
 
Select the radio button next to either “Current enrollment,” “All enrollment,” or “Advanced registration.”  
 

• Current enrollment – displays enrollment status for the current semester in progress 

• All enrollment – displays enrollment status for each semester attended at UM 

• Advanced registration – displays your enrollment status for an upcoming semester 
 
Then, click on “Obtain an enrollment certificate.” 

 
 

What is included in an Instant Enrollment Verification? 
 

• Full Name of Student and School 
 

• Enrollment Status: Full Time, Half Time, Less Than Half Time, etc. 
 

• Term Start Date & End Date 
 

• Anticipated Graduation Date: This date is automatically estimated based on the student’s program and 
start date. Call (406) 243-5600 to update this date if different. 
 

If you need to verify other information that is not included in the Instant Enrollment Verification, please 
use the Enrollment Verification Request online form. Requests outside of the Instant Enrollment 
Verification will take approximately 7 to 10 business days for processing. 
 

 
  

https://umofficeoftheregistrar.submittable.com/submit
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View Grades 
 
To view your grades for a given semester, select the term, then select the course level (Undergraduate or 
Graduate). 
 
Your grades may take several seconds to load on the screen. 
 

 
 
Please note: Instructors will post final grades, but they may not post midterm grades. Contact your instructor if 
you do not see a grade that you are expecting. 
 
If you notice a discrepancy with a grade reported, first contact your instructor. If the issue is not resolved at the 
instructor level, then contact your department chair, followed by your dean. 
 

Degree Works 
 
This button will take you to Degree Works, where you can evaluate your degree progress, see remaining 
degree requirements, and make plans for future semester. 
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Dates & Deadlines 
 
Click on this link to view important dates and deadlines for a semester. Information included on these pages 
includes: 
 

• Registration deadlines 

• Withdrawal deadlines 

• Refund deadlines for course drops & withdrawals 

• Deadlines for shortened parts of term 

• And more! 
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Financial Aid 
 

Your Financial Aid 

Forms 

Email Financial Aid 

 

Financial Aid Website 

  

https://www.umt.edu/finaid/
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My Financial Aid 
 
The “My Financial Aid” page displays any requirements that must be satisfied in order to be eligible financial 
aid, along with your award offers, aid history, satisfactory academic progress, and more. 
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Forms 
 
The following forms are available on the Financial Aid website. 
 

 

 

 

https://www.umt.edu/finaid/forms.php
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Email Financial Aid 
 
If you have any financial aid questions, you can contact the Financial Aid Office at finaid@umontana.edu.  
 
  

mailto:finaid@umontana.edu
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Student Accounts & Billing 
 

Student Accounts 

Student Refunds 

Make a Payment 

Deferred Payment Plan Application 

1098T Tax Form 

1098T Electronic Consent Election 

Buy Additional Services 

Short Term Loans 

Dates & Deadlines 

 

Student Accounts Website  

https://www.umt.edu/business-services/students/
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Student Accounts 
 
The Student Accounts menu option allows you to view charges and payments for each semester.  
 

 
 

Student Refunds 
 
Select your refund option via the Student Refunds dashboard. You may opt to receive a direct deposit to your 
bank account or a paper check sent to your mailing address on file in CyberBear. 
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Make a Payment 
 
This menu option pulls up your Account Summary by Term where you can click the “Make a Payment on 
Account” button to pay your bill. 
 

 
 

Deferred Payment Plan Application 
 
Use this link to apply for a deferred payment plan on your tuition. Note: Payment plans are NOT available for 
the summer semester. However, you may be eligible for summer financial aid. Please contact the Financial Aid 
office at finaid@umontana.edu or (406) 243-5373 to determine eligibility. 
 

 
  

mailto:finaid@umontana.edu
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1098T Tax Form 
 
Access your 1098-T Tax Notification online via this link. In order to opt into an electronic-only 1098-T Form, 
use the 1098-T Electronic Consent Election link below this one. 

 
 

1098T Electronic Consent Election 
 
Use this link to opt into an electronic-only 1098-T Tax Notification or a mailed paper 1098-T Tax Notification. 
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Buy Additional Services 
 
Students may purchase the Campus Recreation Fee to access Campus Recreation Department facilities and 
programs, including the Fitness and Recreation Center and the Grizzly Pool. 
 

 
 

Short Term Loans 
 
Apply for a short-term loan using this link in the CyberBear Student Services Menu. 
 

Dates & Deadlines 
 
Use this link to view when your registration bill will become available in CyberBear and when payment is due. 
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