
The Registration Menu 
 
The registration menu allows you to register and drop classes as well as, manage your 
waitlisted classes. 
 

 
 
Register for Classes 
 
Select the type of registration you wish to use. 
 



 

 
Search and Register for Sections 
 
Select the Term (mandatory) and any other additional information you wish to limit the 
search to. 
 
Note:  You will be allowed to search for classes in future terms, but you will not be able 
to register for those classes until registration opens for that term.  They will be sitting in 
your preferred sections list. 
 
Click Submit 
 

 



 
 
Once you click submit, a list of courses which fit your search criteria will appear on the 
screen. 
 



Pay attention to the status of courses, as well as the number of seats available. 
 

 
 
Click on the course to see a course description, faculty contact information, course 
costs, as well as required materials purchase and price information. 
 
 
 

You would have to add 

yourself to the waitlist 

of this class. 



Choose the class(es) that you would like to add to your preferred list and click submit. 
 

 
Once you click submit, the class(es) will be add to your “Preferred Section List.” 
 
Express Registration 
 
Express registration is used when you know either the exact Synonym (TLN) or Course 
and section that you want to register for. 
 
Enter the Synonym (TLN) and the Term OR enter the Subject, Course Number, Section 
Number and the Term. 
 
Once you click submit, the classes will be added to your “Preferred Sections List.” 
 

 



Preferred List of Classes 
 
You have now created a preferred list of classes or a “checkout” cart of classes that you 
are interested in registering for whether you were in Express Registration or Search and 
Register for class. 

 

 

 

 
 
By selecting “All- Allow me to adjust all”—If there are any problems, you will not be 
registered for any of the classes.  Resolve the problems then register for all of the 
classes again. 
 
If you select, “Part- Complete only available”—you will be registered for the classes that 
did not conflict or that you were eligible for, but you will need to correct the information 
on courses that had problems. 
 

Change this to 

“Complete only 

available", to 

register for the rest 

of your classes, if 

one of them fails. 



Once you have completed your registration, you will see a confirmation page, please 
verify that you were registered for all of the classes that you intended. 
 

 
 
Monitoring Waitlist Status 
 
Click on Manage My Waitlist from the main menu. 
 
You will see the class(es) that you are on the waitlist for and which of the class(es) you 
have permission to register into.   
 

 
 
 
 



Permission to Register 
 
You will receive an email when a space has opened up in the class you are on a waitlist 
for, saying you now have permission to register for the class. 

 Be sure that you have a current email address on File at Southwestern.  
You can check by visiting “My Profile” in WebAdvisor.  

 

  
 
Once you have Permission to Register, ignore your rank on the waitlist. 
 

 
 
Reminder:  You can add and drop classes at the same time.  Because you are allowed 
to put yourself on a waitlist of a class that could conflict with a class you are currently 
registered for, be sure to drop any class that conflicts with your waitlisted class. 
 
 
 
 



Register and Drop Classes 
 
If you choose Register and Drop Classes from the main menu, you will be taken to the 
“Preferred Sections” screen. 
 
You will be taken to the Preferred Sections screen; you can add classes and drop 
classes at the same time. 
 
Check the box next to the class you would like to drop.  Click Submit 
 

 
 
Once you submit, you will be taken to the confirmation page, please verify that you were 
removed from the class. 
 
 


