Student Web Registration

Student web registration or “on-line” registration allows students to register for classes from
any computer with an internet connection from any location.

Once your registration period opens you may register for courses for the upcoming term
utilizing the Student Portal. If you have any questions regarding what courses to register for
see your Academic Advisor, or Department Chairperson for assistance. If you are unable to
register for a full schedule of courses or have difficulty registering for any needed courses,
please see the Registrar at your campus for assistance and on-ground scheduling.

It is the student’s responsibility to make sure they are registering for the appropriate
courses each term. Do not hesitate to ask for assistance if you are unsure of what

you should register for.

The following steps will guide you through the on-line registration process.

Step 1.  After you log in to the portal, select the Academics menu on the left and
then the Online Registration link.
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Step 2: All available open terms for registration will display.

Step 3: This will let the student know the Registration Status for that term. If the
status is Open, the student can select the link for Begin Online Registration.
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Step 4: The next screen will begin the three steps for registration: Select, Adjust, and
Register. The search tool will provide a list of classes offered for the term that are

needed based your program.

Step 5: Once the registration page is open you may select the courses you wish to
register for by Required or Elective status under the Display option. Under level
select the default of ALL option from the drop down choices to populate the course

listing.
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Clicking on the red flag next to the course code and name will open the course dialog
box so you may see more detailed course information like time, day, delivery method and
seat availability.

If you select a course that you have not fulfilled a Prerequisite for you will see the
PreReq field under Add and not be able to choose that course.

Step 6: Select the Add icon to add the course to your selected courses list. Repeat this
process until you have the courses you wish to register for.
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If you wish to unselect a course click on the minus icon under Selected Courses >
Action.

Step 7: Once you have selected the courses you would like select the Proceed to Final
Step button on the lower right had side.

You will see a preview of your schedule. Your courses will show as selected status.

Step 8  Confirm those are the courses you wish to register for and Select
Register/Drop Courses Above button.



NOTE: If you do not select the Register courses button you will not be registered for

the selected courses.
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Your course Status will move to Registered. You may print your schedule from this
screen. Note: Policy information on course drops is also contained here.

Course Schedule

Classroom assignments are subject to change. Please check your schedule within 24 hours of your course start
date to check for your room changes.

Course Sec Cr Campus Instructor Seating Status Areas of Study
E7234 BLO 2.0 020132 Instructor 1/12/0 Registared
R7035 oLA 2.0 020132 Instructor 1/12/0 Registared

Attendance and Withdrawal Policy:

Refer to academic catalog.

Important Dates

Payment Due Date

IMPORTANT:

Step 9: Ensure your online registration actually occurred by going to your schedule area
of the student portal. You should see the schedule you registered for displayed there.
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Congratulations you have finalized your Web Registration!



