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Registration Guide

This will guide you through the course planning process including
items to reflect on, items to prepare for, and items to plan.

Registration Hours:

UIS will be available for registration Monday - Saturday : 7:00 am to
11:00 pm and Sunday : 11:00 am to 11:00 pm.



GO TO SIGNON.STJOHNS.EDU, ENTER YOUR USERNAME
AND PASSWORD, AND CLICK SIGN IN

Email address in the format
firstname.lastname##@my.stjohns.edu

## = two digit year that you entered the University
Example: john.doe23@my.stjohns.edu

PASSWORD

Capital S, Lowercase j, 8 digits of your StormCard ID number
StormCard ID can be found in your Registration Email
Example: Sj98765432

If this is the first time that you are
logging in to the site, the system
will ask you to configure at least
one alternative way to verify your
identity. This is also known as
Multi-Factor Authentication.

Please visit the University Service Desk Website if you are having any issues.



https://ithelp.stjohns.edu/support/solutions/articles/16000010232%22%20%5Ct%20%22_blank
https://ithelp.stjohns.edu/support/solutions/articles/16000010232%22%20%5Ct%20%22_blank

Click on UIS
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Enter your UIS Security Question & Answer

(will only need to be done once)
- If this is your first time logging in to UIS, it will ask for your UIS PIN to complete
this step
Default PIN: Capital S, Lowercase j, 8 digits of your X# without the X

- Example: Sj01234567 (if the X# is X01234567)
- You must type in a Question and then an Answer, then click Submit
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MENU SITEMAP HELP EXT
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0 Lovalid Fin! Please re-enter PN,
Phexse Confirm your Pin;

Queestisn:
Angwer:

Submit | Reset

RELEASE: 8.9.1

Update Your Emergency Notification Information

- Check off “Number is current”’, type in Area Code and then Phone
Number, then click Submit Changes

UTEIR G PILLY Student  Financial Aid

RETURN TO MENU SITEMAP HELP EXIT

Update Notification Information

J You will not be able to bypass this screen until you enter your current phone - cell or land line - number (not a University phone number) OR opt out of receiving emergency alerts by
checking the box next to the label "I choose not to enter an EN number.” Once you have indicated your preference, the screen will no longer appear when you log on. (We will be asking
you periodically to confirm that the information you provided is still up-to-date.)

1 choose not to provide an EN number: |
Number is current: [
Area Code:

Phone Number:

Extension:

[Submit Changes | | Reset |




Once you see this screen, you can now begin searching for
classes by clicking the Student tab
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Select Registration

Personal Information  Alumni and Friends m Financial Aid Faculty Services Employee

Student

Mew Student Information
it Ormertabion ] Meet Your Advises,

Registration
Apply Tor Study ALnu-I Haquest Foas/Fal option for cowrse; Regmtration Change Request Form;, Chedk your registration status; Add .

dents-Applcation for Global Studies

Student Racord4

Check droades, Grade ails and Acadermic Becord; View Holds, Bun Advisernent Beports; Reguese an Official Transeripe.

Student Accounts

Roview Charges and Payments on Account Swmmary; View 1098T mformation; View Holds.

Graduation
Commancamant Ragistration; Applicstion for Diplems,
=R EThese inks do ot apply toe Schoeol of Law Stirdernts, %%

Student Life

Raesident Students, Co-Curriculsr Transcript, Servics Reporting System
Student Employment
Graduate and/or Doctoral Agresment

RELEASE: 8.9.1

Select Look-up Classes to Add

Personal Information ﬁhmiandﬁmm Financial Aid  Faculty Services

Registration

Intermational students: we are closely monitoring visa guidelines and will make needed change

Look-up Classes to Add

Registration Change R
Ex This e | dergrad

Choose a course from your Registration
Select Term Form, let’s take First Year Seminar for
example, and click on Course Search

Personal Information  Alumni and Friends
m Subject: [ENVIRONMENTAL LAW

Select Term or Date Range

Search by Term:
[Fai 2623

Submit || Reset
(course searcH | [ Advanced search |




On your Registration Form, look at the Course Number (in our case, FYS
1000), select the ‘View Sections’ tab of the corresponding course

About Me

Student Name: [LN], [FN] Look-Up Classes to Add:

Student X#: [ID] College: [Coll_Desc]

Major: [Major_Desc] ([Major]) Fall 203

Priority #: [Priority_#] (valid through June 8th) » F.::,sr TR SE":,'::fym SEMINAR

Math Placement:

Chem|stry Placement: 1000H FIRST YEAR SEMINAR (MON) 0 h

CORE COURSES____ _ Course department & number CREDITS
. [(Fvs 1000)

FYWI000 or ENG 1100

HIS 1000

PHI 1000 or PHI 3000

SCI 1000

SPE 1000

If there are seats available in a section, there will be a number greater than
zero under the column “Rem” (which stands for Remaining Seats); if there is
a “C” under “Select” instead of a checkbox, it means the section is closed.

Lock-Up Classes to Add:
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Sarwrtiones Found
FEHST VEAR SIHIRAR

Sabect (RN Subl Cre
TIMES YR 1000

o0 BOCIAL WETHE
1000 3 DISTINCT FURICOS 1N MeC
o0 DOBOOVER M YORK
CROWTH ANG BAORTE

O e GLOBAL CITY

Note: Courses that meet Mondays and Thursdays are coded under the column
“Days” as “MR” and courses that meet Tuesdays and Fridays are coded as “TF”

Days Key: Monday = M, Tuesday = T, Wednesday = W, Thursday = R, Friday = F, and Saturday = S
Campus Key: Queens = Q, Distance Learning (Online) = D

(DO NOT REGISTER FOR ANY COURSES ON ANY OTHER CAMPUSES because
you will receive a Registration Add Error.)




Hybrid courses meet both in-person and online, with the online
component being either Synchronous or Asynchronous.

« Synchronous courses have specific online meeting times.
« Asynchronous courses have a more relaxed schedule and do not have
specific online meeting times. Students access class materials during

different hours from different locations.

If you see “TBA” under the column “Instructor”, this means that the
instructor has not yet been assigned to that section.

MONDAY

THURSDAY

WEDNESDAY

TUESDAY FRIDAY

SATURDAY

T:30am-B:55am
0T IC-DEEE

T:30am-10:20am
[{zhe i er ]

9:05am-10: 30am

(0D05- 10300

T:30am-8:55am
POTI0-0855)

9:05am-10:30am

{09035 1030)

8:30am-11:20am
(I 11209

10:40am-12:05pm
(01205

10:40am-1:30pm
(POF0-1 3300

12:15pm-1:40pm
(121513400

10:40am-12:05pm
{1001, 205)

12:15pm-1:40pm
(121513400

1:50pm-3:15pm

(1350-151%

COMMON HOUR

1:50pm-4:40pm
(735016400

3:25pm-4:50pm

[1REE- 16500

1:50pm-3:15pm

(1350-1515)

3:25pm-4:50pm
(152516500

5:00pm-6:25pm

[fin o =)

S:00pm-T7:50pm
(TR0 15:50)

S:00pm-6:25pm
(1 Fo0.1d28)

T:10pm-8:35pm
(19i0-2005

7:10pm-10:00pm
(TR 1023000

7:10pm-8:35pm
(1970-2035)

This is our Standard Class Meeting Times grid,
which identifies the most common class times for
each day. It is helpful when mapping out your class
schedule.




For more information about a section, click on the CRN

Look-Up Classes to Add:
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When you’ve decided on a section, select the checkbox under Select and
click Add to Worksheet

IEEEERERT!

Enter your Priority Registration Number that is in your Registration Email

Personal Information [EETTEERE  Financial Ald  Employes

Priority Registration Number Verification

¥ please enter your Priority i jon Number in the Alternate PIN box below and click Submit.
Priority Begistration Mumber for Fall 2023

Submit

RELEASE: 8.7.1

Once you’ve added the desired section(s) from that subject to the Worksheet,
click Class Search to add another course; repeat the same steps above for
each of the remaining courses on your Registration Form

Registration Part I = Add/Drop Classes:

(Pieass 1ilth Registration Part 11 wiven dons,

G Upe thin form 3 39 or drop clawmes for Tha nalecied farm. H you bave iready regitbered for the ferm, Thove ciaases. will sppess in the Current fchadele bection. hddtional clasbes may be 3dded in the ASd Classes Borkciewt.
T 4 b clis ey Tha Comma Rafyrencs Mamiar [CAN) n the Add Clasen Workabaet. Clriia mary b dropped by using th $ptons svallatés in e Action feld, 1 s options sre Buted in B Action flakd than the <ia9s may Rot be Seapped. Whan add/ drogn ans tomplets cick
Suberel Chande.
Wmitlist. ;5 s Bemined resmiar of sations hawe thst option. Whan 3 class it Tull, v mory pace yosrsell on 3 walthst 1o register for Tha class, 1T 6pan opans up bn the clis you will b notified by smail

TaRhet intormation for 3 pection wil b indicated on th Look e CUmaes to A33 page.

Wou it et (et rakriEions b order Lo plitn poursell on the waltial.

Wiut Rl 4 Rousts 10 Pepend 1o pie amail aad register for The Liass,

Fara 1 0% By e 14 Baur deacing wil rRiR i 1T RS B remarsd fram e matiies

Figane be advised Bhud Bhe makind aption wil be turned off & meek bafors claaes

Dedine aiSding Wikl CREFSE Wil Cm v thie fetall Brice and LSO of vise beaiboohs. ok Clids SEarch Batlon b,
Add Classes Worksheet
CRMs
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Submit Charges || Class Search || Reset
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When you have added ALL of the CRNs to the Worksheet, click
Submit Changes

Registration Part [ = Add/Drop Classes:

Floass diick Hoqisbration Fart I when dons.

S e then forms 1o 388 51 S CLRAR 457 D8 AR b 1 o I SR MRS K7 T (T, TN CLIASS Wl SR TN DR SR BTN, AT CLIAH S b8 SI0R] 0 I k53 (1T RN
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Add Classes Worksheet
CRNS
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Sobmi Changes || Clads Seawch || Reset
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If any of your courses end up under the “Registration Add Errors”
section, you have not been enrolled in the course(s)

Registration Part [ - Add/Drop Classes:

Plaase click Reglstration Pan 11 when done,

*— e Bhis form to add o drop dasses for The selected term, IF you have aiready reqgistered for the term, thode dasses will appear in the Cumment Sciwedule section. RadGonal clisses may be ad
To »8d a class enber the Courte Reference Humber (CRN) i the 433 Classet Workabewt, Classes may be droppssd by uaing the options available in the Botion feld. If no options are Bsted in B
click Submit Changes
Waislisg 5 & Emited roeber of sections e 3 waitiiss optien, When & class is full, you may place yowrself on o waitiist to register for the class, i spece spens up in the class you will
‘Waitisy infonmation Tor  eection will by indicated on the Look Up Classes to ddd page.

Wikl et il ourEE - reganites and restrictiond in onder to place yeursell on the walise.
You have 24 hours to respond o your amal and register for the class.

Falurs b2 S0 By thit 24 Rour desding will retull in your neme Deing remayed from e watan,
Flease be advited that the waltlist option will be terned gff & wesk before clasret begin

[Bedere sdding your course you can view the retail price and ISBN of vour textbooks, dick Class Search buiien below,
Current Schedule

Status Action CRN  Subj Crse Sec Level Cred Grade Mode Tithe
"*Web Registered™® on Apr 27, 2023 [nona W | T5382 FYS 1000 552 Undergraduate 3.000 Standard Letter Grades SCIENCE IM THE CITY

Total Credit Howrs: 3.000

Billing Hours 3000

Minsmum Mours:  0.000

MM HOUrs:  18.000

Date Ape 3T, DOX3 08:16 pm

0 wagiutration Add Ervors

Status CRN Subj Cree Sec Level Cred Grade Mode Title

Conequisite CHE 1102R (CRN 71113) required 73112 CHE 11000  Undergraduate 3.000 Standard Letter Grades COLUEGE CHEMISTRY

Fiedd of Study REstricnon - Major TIBTITOK 14010 Undergraduate 3.000 Standard Letter Grades MOLECULAR TOXICOGENOMICS
College Restrction 73068 ACC 23700  Undergraduate 3.000 Standard Letter Grades FINANCIAL ACC AND REFORTING
Campus Restriction 75916 ENG 1100 165 Undergraduate 3,000 Standard Letter Grades LIT IN A GLOBAL CONTEXT




Here are a list of “Registration Add Errors” you may see under the
column “Status”:

Those that you can fix:

. Campus Restriction means that the class you are registering for is on the incorrect campus
Make sure there is a “Q” (Queens) or “D” (Online) under CMP
. Closed Section means that there are no seats left in that particular section so you must choose
another
Corequisite means you need to register for an additional section(s) simultaneously
For example, in order to register for General Chemistry you need to register for the lecture (CHE
1210), lab (CHE 1211L), recitation (CHE 1212R), and collaborative (CHE 9991) at the same
time
Duplicate Course means that you have already registered for that particular course
Duplicate Equivalent means that you have already registered for an equivalent section of that
particular course
Maximum hours exceeded means you are trying to register for more than 18 credits
- i you are adding a class you must drop one first to successfully add another
Time conflict means the time of that particular course conflicts with a course in which you have
already registered

Those that prevent you from registering for a course because you are not eligible:

Class Restriction means that a class you are trying to register for has been restricted to a
specific student population
College Restriction means that the class you are registering for is in the incorrect college
Degree Restriction means that the class you are registering for is in the incorrect degree

. Field of Study Restriction means that you are registering for a class that is outside of your
current major
Level Restriction means that the class you are registering for is at the incorrect level
(Graduate, Law, etc.)
Prerequisite and Test Score error means you must take the pre-requisite (please see bulletin
through the QR code below)
Repeat count exceeds 0 means that you have already been given credit for that particular
cdurse

Section status prohibits registration means that a class you are trying to register for has been

restricted to a specific student population
Student Attribute Restriction means that a class you are trying to register for has been
restricted to a specific student population

Scan QR code for
Undergraduate Bulletin




You are enrolled in all of your courses if the Status for each
course is “**Web Registered**”

Registration Fart [ = Add/Orop Classes:
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Click “Registration Part II”

Statun Actian ERN  Subj Crac Sccbevel Titke

"Eieh Registerad™® on Ager 37, 2023 | sone TEMI S 1000 592 Undergraduate 1 .000 Standand Lither Grades SCIENCE IN THE CITY

=Fih Regisberad™® of Apr I7, J0EY | s TRASHIFYW 10000 Underjrdduite 1000 Sthadid Litter Grdes FYW ERGLISH COMPOSITION
Uil REQISLene i Age’ X7, TOTD | et TESTIART B LEtte Grbdis THE CREATIVE PROCESS

== Registere Age I, TOTD | hisena TEIGT SPE 4 L 0 LEtTe Grandis PUBLIC SPEAKING

=rwEh Ragistire on A F7, 20T | e TEIST ANT 3 - (005 N LT Gradet LANG/CULTURE: ANTHEOPOLDGY

Toal Credit Maurs; 15,000
Bilng Hours
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Date:! Apr 3
Add Classes Waorkshest

CRMS

Submet Changes || Class Search || Reset

Click “Finalize Registration” to complete the registration process
(you DO NOT need to complete the “Non-Credit Internship
Submission” form)

Registration Part I - Non-Credit Internship Submission
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Need More Support?
We're here to help.

The Center for Student Success is here to
help you with your registration. Our business
hours will be Monday through Thursday,
8:30am-4:30pm, and Friday 8:30am-3:00pm.

Contact us by phone at (718) 990-5858 or
send us an e-mail at
studentsuccess@stjohns.edu if you have any
guestions or concerns. You may also contact
your advisor if you have questions regarding
your classes.
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