How to Register for Courses

Please review this guide in its entirety. If you have any additional questions regarding the registration
process, contact the Office of the Registrar at acadreg@mcw.edu.

Step 1: Log into MCWconnect: https://sis.mcw.edu using Chrome or Firefox, preferably not Internet
Explorer. If you forgot your password, click “Forgot password?” and follow the instructions. Email
mcwconnect_support@mcw.edu for assistance.

Step 2: Go to the "Registration Self-Service" card & select "Open Registration Dashboard"

After clicking on “Open Registration Dashboard,” the following screen will appear:
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Step 3: Click on the “Register for Classes” option when registration opens, or browse the "Schedule of Classes" to see
what's available before registration opens, or use the "Academic Planner" to create a registration plan to use on
registration day.

Note: if you attempt to register before registration opens for the next term, you will receive an error as seen
below that reads “Time tickets prevent registration at this time”. You must wait for the specific date and time
that registration opens. You may browse the "Schedule of Classes" in the meantime.

If the registration window is open, the following page will appear after clicking on “Register for Classes”:

Select the term in which you want to register and click “Continue.” This page will appear. You can click on “Plans” to
register from pre-made Academic Plans (see pages 6-7), or search by course number, subject, or keyword.

e When searching for specific degree requirements, enter the following in the "Course Number" field:
o Core Acting Internships (352xx): Enter 352%
o Acting Internships (362xx): Enter 362%
o Integrated Science Selective (342xx): Enter 342%
o Electives (47xxx): Enter 47%
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Step 4: You may choose to search using a broad search option or you may select the “Advanced Search” option, such
as looking for a course that fits a certain block. In the search box for “Part of Term” you may enter Med [Month] for a
course that starts in that month. For example, enter Med October for a course that starts in October. In the "Campus"
field, enter your campus or "online" as seen below.

Campus Note: Milwaukee students are not
permitted to complete elective courses on the
Green Bay campus. However, electives may be
taken at the Central Wisconsin campus with prior
approval. For additional information, please contact
the Office of the Registrar at acadreg@mcw.edu.

The Search Results page will appear:

Review the details of the course section that you are interested in.

Step 5: To review more of the course section information, click on the title of the course on the left side of
the results, and the following window will appear.

Review the “Instructor/Meeting Times” and “Course Description” to ensure you are still interested
in registering for the course. Contact the Course Coordinator and/or Course Director if you have
specific questions about the course.

Step 6: When you are ready to register, click on “Close” as seen above and this page will appear:
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Before registering, ensure there are available spots. Review the “Status” column; if the course says “FULL 0”,
you are unable to register for that course. If the course has spots available, it will appear similar to this
example:

14 of 20 seats remain.

On the right side, click on “Add” for the class section you want to add to your registration.

This page will appear:

Step 7: In the bottom right corner, you need to click on “Submit.”
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Once you click on “Submit,” the “Status” column will update from “Pending” to “Registered” in the
“Summary” section. This means you have successfully registered for the course section.

Please note: You may see errors such as “time
conflict” or “closed section.” To resolve a time
conflict, you need to drop the conflicting
course. For a closed section, wait until an
available spot opens.

Step 8: To view the added course(s) in your schedule, select “Schedule Details” as seen above.
You can also use the “Student Self-Service” card by selecting “Open Student Dashboard” and clicking on
“Student Profile” as seen below.

This page will appear and provide an overview of your registered courses:

Please note that in order to make registration changes after the add/drop deadlines, you must:

1. Visit the Office of the Registrar’s webpage: www.mcw.edu/registrar
2. Scroll down to "Registrar Resources for Students, Alumni, Faculty,
and Staff”
3. Click on “Learn More” in the "Students" section
4, The “Records, Requests, and Forms” section includes “Current
Student Forms”
5. Select “Add/Drop Exception”
a. Complete Section 1 of the form
b. Send the form to the instructor(s) of the course you're
adding for approval in Section 2
c. If approved, send to the Associate Dean for Student

Affairs for approval in Section 3
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Registering with an Academic Plan:

Once you have createdyour plan(s), loginto MCWconnect on the day of registration, use Registration
Self-Service >Open Registration Dashboard> This screen will appear.

Click on Register for Classes.

[ 1

This image will appear and click on Plans.
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Once you click on Plans, the plans that you have created will appear.
You may create up to 20 plans for each term.

When your plans appear, you can either add the courses from your plan individually by clicking Add

[]



OR you canclick ADD ALLand that will add all the courses under that plan.
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Click on Submit once you have added all the courses for the term toyour schedule.
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Once you press submit, the courses that are available will register automatically toyour schedule.
The courses that are not available, will not appear on your schedule.

For the courses that were not available, go to your next academic plan and add the courses
individually for the blocks that were not successful in your original academic plan.
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