Enrollment instructions and screenshots of the registration process:

Click on “Student Academics” tab
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Click on “Add or Drop Classes” and this will open up the following window:
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Registration/Fee Agreement and Contact Information Update
i’ By using the online registration system I hereby agree to the following:

I accept responsibility for ensuring that all courses for which 1 register are appropriate to my degree program and class standing.

I am responsible for the accuracy of all information I submit online to the University.

I agre= to use the online registration system to modify my schedule or notify the Office of the Registrar in writing of any withdrawal or other change that affects my enrcllment status in an
271-4223.

I further understand that a tuition and fes refund calendar and eligible dates for dropping, adding and withdrawing for each semester are available at http://vovw. missourivestern.edu/reqgi

I understand that I am respansible for all charges incurred dus to my online registration. If charges are incurred while attending MWSU and it should be necessary for Missouri Western Stal
collection costs and attorney's fees. I also authorize the University to apply Title IV funds to unpaid institutional charges incurred prier to the current term or aid year up to a maximum of $|
and supplies, and fines (library, parking and traffic fines, non-returned departmental supplies, etc). I hereby expressly consent for MWSU or its billing and collection agent(s) to contact me

T understand that due to federal regulations, my financial sid packsge is based upon 2 minimum number of hours of enraliment, and if 1 fail to mest that minimum requirement after the ad
participating in future registration periods or cbtaining & transcript(s).
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delays in finalizing my registration, may be dropped from my courses and, if applicable, may be removed from campus housing and have my meal plan canceled.

I understand that the official method of communication for Missouri Western State University is the MWSU e-mail system and the GeldLink portal for electronic statements. If communicatio
I understand that it is my responsibility to keep my contact information, including my physical address(s) and telephone number(s), up to date through my GoldLink account.
IRS Tax Form 1098-T Tuition Statement - For tax years beginning with 2013 and all subsequent years I will access and print IRS Form 1098-T Tuition Stabernent through m

to receive an electronic copy of IRS Form 1098-T, I will complete a request to receive a paper copy available at hitps: missourivwestern.edu/businessoffica/w)
stays in effect while I am enrolled and will require 2 new consent should I leave and re-enroll 2t a later date.

I have read this agreement/information and understand it. By clicking the *accept tarms and register’ button below, I affix my electronic signature, consent to this agreemant, and agres to

M Update Address & Phone \/ Click to Accept tha terms and continue registration
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Te sign up for Griffon Alert, please click on this link GRIFFON ALERT SIGNUP™+

Grn"fon alert is used for the following:

circumstances




At the bottom of this screen is your address and phone number. Please review this and update if needed
as this is where any Missouri Western mail will be sent. Once you have read through this
Registration/Fee Agreement, you need to click on the box with the red check toward the bottom of the
screen.

This opens up the Registration window. Now click on “Add or Drop Classes” here:
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Here you will go to the drop down menu and choose the semester for the upcoming registration. Click on
“Submit”.
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It will ask for your Alternate PIN here. This PIN changes every semester and you have to meet with your
Academic Advisor each semester to get this PIN. Enter the 4-dibit PIN and click on “Submit”.



You will then have a window where you can either enter the 5-digit CRNs to the courses you wish to add
or you can click on the “Class Search” option to look up availglfe classes.

EXTYTE P~ Ao T —y—_— - o S

& online-flirv.. - % GRIFFS beta - Login Jf Registrar's Office [=] Suggested Sites » ] Web Shee Gallery =

Search 6ol RETURN TO MENU  SITEMAP  HELP  EXIT
. GOODEZ449 Sam M. Studant
Add/Drop Classes: e e
Oct 25, 2013 02:03 pm

* Uga this interfaca to add or drop classes & gelected tarm. If you have already registarad for the term, thoss classes will appear in tha Current Schaduls list.

Dropping Classes: Use the ophions ¢ in the Action Field, Chek Submit Changes at the battom of the page. If no options are isted m the Action field then the class may not be drapped.

Adding Classas: Use tha Add
raviaw the class schadule.

ises Worksheat to enter the Course Reference Number (CRN) in the table. Chck Submit Changes at the bottom of tha page. If you are unsure of which classes to add, chck Class Search to
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If you enter the 5-digit CRNs, click “Submit Changes” and all classes that are open will be added unless
there is a time conflict or the pre-requisites have not been met (check for error messages.)

If you are doing a class search, you simply choose the subject area here:
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Look-Up Classes to Add:

i" Use the selection options below to search the

Pis schedule for the term displayed above. You may choose any combination of fields ta narraw your search, but you must sebect at least one Subject. When your selection is
complate, chick Get Classes to perform the c

Subject: | sccounting
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Chemstry
Chunese

Course Search | Advanced Search
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Then click on “Course Search” for a list of classes in that subject area or “Advanced Search” if you want
to narrow down the options for each class. If you click on “Course Search” this is the screen that will
appear (chosen subject is Communication Studies):
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Communication Studies

104 Oral Communication View Sections

210 Presentational Communication View Sections

304 Media And Society View Sections

314 Persuasion View Sections

324 Small Group Communication View Sections

345 Nonverbal Communication View Sections

Click on “View Sections” to the right of COM 104 to see what offerings are available for that course. If
the course has a box on the left, that section is open. You can see the section numbers, the days/times of
the week, how many seats are remaining, the instructor, the start/stop dates of the class, and the room and
building. To get registered into a section you simply click on the box of the preferred section and click
“Register at the bottom.
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Look-Up Classes to Add: oH0eTU9 Sam 4. St
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Sections Found

‘Communication Studies
Select CRN - Subj Crse Sec Cmp Cred Title Days Time Cap Act Rem WL WL wL AL ML XL Instructor Date Location  Attribute
Cap  Act  Rem  Cap At Hem (MM/DD)

21325COM 104 01 M 3.000 Oral Communication TR OB:00 am-09:20 28 0 28 0 L} [} 0 [} 0 David Travis McMahan  01/13-05/06 MURPHY  Basic

I 205 Skills

21326 COM 104 02 M 3.000 Oral Communication TR 09:30 am-10:50 28 0 28 O [} [} [} [} 0 David Travis McMahan  01/13-05/06 MURPHY  Basic

am ") 205 Skills

21327 COM 104 03 M 3.000 Oral Communication MWF 10:00 am-10:50 28 0 28 0 [} [} [} 0 o John Edward Tapia (F) 01/13-05/06 MURPHY  Basic

am 205 Skills

7 2132BCOM 104 04 M 3.000 Oral Communication MWF 11:00 8m-11:50 28 0 28 0 [} [} [} o 0 Mel Zhang (F) 01/13-05/06 MURPHY  Basic

am 205 Skills

21329COM 104 05 M 3.000 Oral Communication TR 12:30pm-01:50 28 0 28 O o ] o 1] o David Travis McMahan  01/13-05/06 MURPHY Dasic

pm (L] 205 Shills.

21330COM 104 06 M 3.000 Oral Communication TR 12:30 pm-01:50 28 0 28 0 [} [i} [} [} ] Ronald Capps () 01/13-05/06 MURPHY  Basic

pm 214 Skills.

21331COM 104 07 M 3.000 Oral Communication MWF 01:00 pm-01:50 28 0 28 0 [} [} 0 0 0 Mei Zhang (F) 01/13-05/06 MURPHY  Basic

pm 206 Skilis

21332C0M 104 08 M 3.000 Oral Communication MWF 12:00 pm-12:50 28 0 28 0 [} o [} 0 o John Edward Tapia (P} 01/13-05/06 MURPHY  Basic

pm 224 Skills

21334 COM 104 10 M 3.000 Oral Communication MWF 09:00 am-05:50 28 0 28 0O a 4] 1] 1] o Christopher David Bond 01/13-05/06 MURPHY Basic
am L

205 Shills.

This will go to a screen that shows you the class(es) you are enrolled in.



€ Sl hetpe 8 isssriwestesn.edu D50

Fle Est View Faortes Tooh  Mep

. Technalogy 5. [l e — W Change o Advisor derun. B Charge of Advator Form 1Y Claws Chmate oobinetury.. 5 GRIFFS beta - Login [ Registear's Ofice [5) Sugqeiiod Ste = 3] Wtk Shen Gullery =

Search Go) RETURN TO MENU  SITE MAR HELR  ExXIT

Add/Drop Classes: oroseDiay S 3, Surton

Oct 25, 2013 02:18 pm
I Use thes miterface to add or drop classes for the selected term. 1f you have skeady regstered for the term, those classes will appear in the Current Schedule fat.
ODrapping Classes: Use the options avallable in the Action field, Click Submit Changes at the battom of the page. If no options are ksted in the Action field then the class may not be dropped.

Adding Classes: Use the Add Classes worksheet to enter the Couse Reference Number (CRN) in the table. Click Submit Changes at the bottom of the page. If you are unsure of which classes to asd, click Class Search 1o
review the class schedule.

Current Schedule

Status Action CRN  Subj Crse Sec Level Cred Grade Mode  Title
**Web Registered®* on Oct 25, 2013 pNone - 2132B8C0OM 104 D4 3 [ 3.000 Standard Letter Oral Cs icats

Total Credit Hours: 3.000

Biling Hours: 3.000

Minimum Hours: 0,000

Maximum Hours:  18.000

Date: Oct 25, 2013 02:18 pm

Add Classes Workshest

CRNs

To enter the remainder of your classes, you will go through the same process under Class Search and
choose your desired sections. If you want to change a class after you have it on your schedule, you can
go to the drop-down arrow under the “Action” column and change the drop down to “Web drop-before
first day” and it will remove that class from your schedule.

CHECK FOR ERROR MESSAGES!

If the class does not add after checking the box and clicking on “Register”, it could be that you have
not met the prerequisites or there is a time conflict. Look for this message:

’o Registration Add Errors

Right below that it will show whether it was a prerequisite error, time conflict error, link error,
program restriction error, etc.

If you get a prerequisite error, you have not taken the class(es) required to take prior to enrolling in the
class you are trying to get into.

If you get a time conflict error, this means you are trying to enroll in another class that is at the same
time as another class you are already enrolled in. Check the error message for which CRN it is in
conflict with and work out the time conflict problems.

If you get a link error, it is because the class you have chosen has a class that is required to be taken with
another class. Example: PED 101 lecture requires a PED 101 lab; BIO 101 lecture requires a BIO 101
lab; CHE 310 requires you to take CHE 311 as well, etc. Check the University catalog for these specific
requirements.



If you get a program restriction error, this means that you have not met the major program requirements
to be enrolled in the course. Check the University catalog for these specific requirements:
http://catalog.missouriwestern.edu/.

If you have any questions regarding registration, please contact the Student Success & Academic
Advising Center at 816.271.5990, email advisor@missouriwestern.edu, or stop by Eder Hall 209.
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