Web Advisor: Class Registration

Web Advisor is a helpful tool for both students and faculty. Within Web Advisor, you can access your
grades, view your financial aid status, view your class schedule, and you can register for classes. To do
any of these, you must first login to your account.

Locate the “Web Advisor” link either on the top right of the BHSU homepage naval, or from the “Quick
Link” drop box on the left side of the BHSU homepage.
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From there, click the “Students” link to go to the students menu.



If you are new to Web Advisor, click the “I’'m New to Web Advisor” link to receive a password and
username.
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The “Registration” function on Web Advisor makes it easy for students to register for classes from any
computer that has Internet access. Notice the many options given under the “Registration” column.



You can check the date in which you will be able to register, and you can register and drop classes as
necessary.
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If you want to find out your registration time, click the “Registration Time Inquiry” link, and then enter
the semester you want to register for and click “Submit.” This will show you the exact date and time in



which you can register.
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You can register for classes in multiple ways. Click on the “Register for Sections” link found in the
“Registration” column.



This can also be found in the “Search for Sections” link. This is the main page for registering classes.
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Spring 2009 classes begin January 14, 2009 and registration will continue through January 23, 2009.
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You must enter the Term, and the University or Location in order to be able to search for classes,
although you do have the option to leave the Location field blank if the University field is filled in. The
same applies for the Academic Level field—filling it in just refines your search, thus giving you a more



accurate selection.

Search/Register for Sections

Three fields are required for a valid search. The Term , plus University or Location , are reguired. The third field can be
anything not already selected.
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If you know the course number(s), you can enter them in the text boxes provided.



If you’re unsure of the course number, leave the spaces blank, and instead enter the information in the
other columns.
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The “Subject” column has multiple drop boxes that allow you to search for the department that you
want to register within.



For example, if you want to register for a speech class, scroll down until you find the SPCM — Speech

Communication subject, and click it.
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You can also type in the drop box, the first letter of the subject to quickly locate the one you’re looking
for.

Once you have all the subjects you need, go over to the “Course Level” column to select the academic
level for the applicable course. You have numerous options to choose from within this drop box, but



choose the one that pertains to your academic level.

Search/Register for Sections

Three fields are reguired for a valid search. The Term , plus University or Location , are reguired. The third field can be
anything not already selected.
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If you’re unsure of the course level, you can leave the space blank, and when you view the results, all of
the classes will be shown for the subject chosen by you.

Once the required fields are filled out, and the course fields are filled, click the “Submit” link at the
bottom of the page.

This will bring up all of the available courses within the subject and course levels you entered. If you
didn’t fill out a required field, an error message will prompt you to try again.



From the “Results” page, you can view course listings and their availabilities.
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When you’ve found a course that fits your criteria, check the box next to it, and move down the list. The
courses are broken up within the list and sorted by subject, so if you find that the course you are looking
for is not on the list, then it’s probably because the course level you entered was incorrect. If that’s the

case, simply go back and reenter the course level and submit the page again.

It is important too, to check the “Meeting Information” column on this screen to make sure that all of

your selected classes are on the BHSU campus, or if it’s an internet course, that it’s specified as being on

the internet.

Once you have everything you need to fulfill your semester schedule, go over your selected courses and

make sure that none of them overlap. Web Advisor will not allow you to continue if the class times

conflict with one anot

her.



Select the action that you want to perform with each class you’ve selected by changing the drop box in
the upper left of each class to either “Register” or “Remove from List.”

When you've selected the courses you need, click the “Submit” link at the bottom of the page. This will
bring up a confirmation page in which you can more easily review your semester schedule.

You cannot select the “Waiting List” option, as it is not offered at BHSU. It's important to check the term
that you’re about to register for as well.

Once you have submitted your schedule, you can view it as a finished product at the Web Advisor Main
Menu page, inside of the” My Class Schedule” link.
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If you have followed these steps, you should be able to successfully register for you classes via Web
Advisor.



