
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter ID# 

Enter password. If using the 

default password, note date 

format for students 

To Log onto the Web for Student 

To Register – Click on Student Services 

Registration Link 

Click link to continue 

 

Click link to continue 

Registration Menu 

Select a Term 

Select Term 

Search for Courses 

Click on Class Search courses 
offering and the CRN (Course 
Reference Number) for each 
course 

To look for all courses in a Subject Area 

Select subject area, eg. 
Management Studies 

Then click on Class Search 

Click on Registration Link to continue 
start the registration process 

Make a note of the CRN for each Course 

Mark a note of the CRN 
then return to Add/Drop 
page 

Click Lint to return 
to Add/Drop Page 
(Main Menu) 

Entering CRN 

Entering CRN for the course(s) 
you are registering 

Then click the Submit Changes 
button 
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Note:  After clicking on Submit 
Changes the system evaluates the 
selection and the courses(s) will 
appear as shown below, this shows 
whether the course selection is “OK” 

Course selection – Criteria Satisfied 

In this instance there is an 
error and a course override 

is required 

Click on request override link 
to request the override OR 

Return to registration menu 
and Select the Request for 

Course Error Over-rides link 

Criteria Not Satisfied 

Select course for Override 

Select course from 
drop down list 

Then click on the 
Submit Request 

button 

View status of override request 

This shows pending 
Override Request 

Students are required to view 
their records to see whether 
approval was given or not.  If 

override is granted the 
student must go back to main 

menu and click on the 
add/drop link 

Requesting Dean’s Approval 

Registration Status 

After successfully registering 
for courses, the registration 

status screen shows 
completed registration i.e. 
courses approved & those 

courses that overrides were 
requested for 

After making course 
selections check the 
“yes” box to submit 

registration for 
approval 
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