the mnemonic box.

Registering a Student

To Register a Student type RGN in the mnemonics box.

Select, CUPRINT by checking the box beside it and clicking on the save button at the bottom of the screen.
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A copy of the student schedule will print automatically after you register a student by entering the schedule and clicking the save and update buttons. The schedule will print to the printer you have labeled as default under the printer folder in the control panel of your computer. Make sure this is changed to the appropriate local printer before you register a student.
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Student Lookup Box will appear
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Type the Student SS#, or Colleague ID#, or last name and first name

Press Enter of Click OK

(Check to see if the correct term is shown, see Term Box)

If the correct term is showing, enter the desired courses (example:  ENG 111 SD1

You may search for courses several ways: 

a. By semester, ex. 2006FA or 2007SP -this will show all the courses for that semester which are offered

b. By course prefix , ex. ENG -this search will limit results to courses with only that prefix

c. By course prefix and number, ex. ENG 111 -this search will list all the sections for that particular course

d. By course prefix, number, and section, ex. ENG 111 SD1- this will show this specific course only
If a different term is showing, enter the correct term, on the first available line, space, and then the Courses to be registered.
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Continue entering courses until all courses have been entered.

Click Save 

Click Update

To look up a course to see what sections are available type in only the course prefix and number, and it will show the capacity and availability on the right side of the screen. 
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Under the status section if you see “Wlst” this means the course has a waiting list because it has met its capacity. The number under availability in this case is referring to the number of slots on the waitlist.
If you choose a course that has a waitlist the following screen will appear. If there are spaces available on the waitlist then you will have the option to click on “W.” If there are not spaces available then it will prompt you that the course cannot be registered.
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From the RGN Screen you can access other screens by detailing on

Other Info 
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If you have a student that has a registration flag, you may click on Other Info on the RGN screen and choose PERC (Person Restriction) and click OK.

The PERC screen will appear. Then you can detail on the restriction and know what the restriction is.  Send the student to the specified office.
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