Step by Step Registration Process
***Preliminary Action:

 If you have questions:

MATC students:Dr Ron Herms is your advisor; ron.herms@northwestu.edu.  MAML/MIM students:  Dr. Alan Ehler is your advisor; alan.ehler@northwestu.edu  

Contact your advisor for an appointment to go over schedule selection and or release of the Advising Hold. 

The Online Registration process at Northwest University requires 2 STEPS.
Step 1: On the Eagle Website click on the Self-Service link
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· Click on the register tab.  

· You will see a link to “Pre-Registration”. 

· Click the link and fill out the “Pre-Registration” information. This has to be done each time you register.

· When you complete this step....you will be redirected to the registration page.  

If you do not do this (step1) you will not be able to register.
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All students select Registration to access registration.

If you are on a Pre-Registration StopList, please complete the pre-registration process by
logging in to Pre-Registration.

If you are on an Advising StopList, you must contact your academic advisor to obtain
registration authorization.
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Completion of the Pre-Registration leads you directly to the Registration Process

Step 2 – Registration:
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Select Traditional Courses Menu Item

Select Period 

 (Period = 2011 Fall; Session = MAIN) -For MATC and MIM -   (MAIN2 for MAML)
· If the status for the period is OK to register, select the Period and continue with the registration process.

Finding Your Course Sections

· Select Section Search.

· Enter your search criteria, and Search for the course sections you want to take.

Hints for Advance Search Criteria -

· Period = 2011 Fall

· Session = MAIN  (MAIN2 for MAML)
· Select the courses you want to take:

· For any open course section you want to take, select Add to Cart.

· For any closed course section you want to take, select Add to Waitlist.

Review the Courses in Your Cart

· Review the Course Added confirmation message that appears above the list of Course Section Results.

Finalize

· On the Finalize Registration page, review the list of courses and the current Status for each course.

· Review the New Charges.  If you are ready to accept the New Charges and the Payment Due, and finish the Registration process.  If you want to make changes to your list of registered courses, select Previous to return to the Review Schedule page.

· If on-line payments are being accepted, you can choose ONE of the options. (If on-line payments are NOT being accepted, these options will not appear on the page and you will be billed for your courses.)

Complete

· On the Complete Registration page, view your registration confirmation message.

· Select Finish ending the registration process.

