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Course Registration 
 

The Course Registration interface for students can be accessed from the Student Self-Service tab within 
myNKU. 

 
1. Log in to myNKU. 

 

2. From Student Self-Service tab, click the Academics sub-tab. 
 

 

3. Select Online Registration from the left navigational pane or from the body of the webpage. 
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 If selected from the left navigational pane, the Terms and Conditions window will pop-

up. 
 

 
 

 If selected from the body of the webpage, scroll down and click Online Registration. 
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NKU Registration Agreement - Terms and Conditions 
 
The Northern Kentucky University Student Statement of Obligation displays. 
  

1. Read the Terms and Conditions, scroll to the bottom and click I accept to proceed, or click Log 
Off to exit Course Registration.  
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Beginning Course Registration 
 

Before users can view course offerings, the appropriate Program Type and Academic Period (term) must 
be selected from the respective drop-down menus.  
 

1. Select the Program Type (graduate, undergraduate, law) for which you are interested in 

viewing registration details. 

 

2. Select the Academic Period for which you are interested in viewing registration details. 

 

3. Click Continue. 
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Understanding Header Information 
 

The Course Registration interface provides a header detailing information specific to the term selected. 
The information is displayed in two columns. The student’s name (Last name, First name) and 
identification number is displayed in the top row of the header.  
 

 
 

Note:  Registration Window is based on number of earned hours; contact the Office of the Registrar if 
you believe it’s incorrect. 
 

Column Field Example 

1. 

Program Type 
Displays the type of program in which the student is currently 
registering. 
ex. Undergraduate, Graduate, Doctoral 

Academic Period 
Displays the academic year and semester in which the student is 
currently registering. 
ex. 2011-2012 Fall, 2011-2012 Spring 

2. 

Reg. Window 
Indicator; “Red” means the student’s window for registering is closed, 
“Green” means the window is open, and the dates and times of its 
validity are displayed. 

Holds 

Indicator; “Red” means there are holds on the student’s record. Some 
holds stop registration; they must be released before registration can 
be completed. “Green” means there are not any holds. Please see 
Appendix B for a table of hold types which block registration and the 
offices to contact for more information. 

Attempted Credits 
Displays a numeric value calculating the number of credit hours the 
student is attempting in the given Academic Period based on the credit 
hour value of sections for which the student is registered. 

Registered No. 
Displays a numeric value calculating the total number of sections for 
which the student is currently registered in the given Academic Period. 

Reg. Cart No. 
Displays a numeric value calculating the total number of sections the 
student currently has in his/her Registration Cart. 

 

  

1. 2. 
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Toolbar Buttons 
 
 
 
 
 
 

   

 
Beneath the buttons three (3) tabs are accessible for viewing detailed course registration information. 
Click on a tab to view the itemized contents of each sub-tab. 

Working with “Search” 
 

The third tab, titled Search, is where users navigate to view all of the course/section offerings for the 
selected academic period. Follow the steps below to complete either a basic search or a more advanced 
search of the courses offered. Whether completing an advanced search or a basic search, the results will 
display in the “Search result” grid. 
 

 
  

Tab 

Sub-tab 

Use the Start Over 
button to begin Course 
Registration again.   

Use the Refresh button to 
update the student’s 
registration record with 
current data. 
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Basic search 
 

1. Enter a course in the Course Search textbox.  
Note: Courses in which the alphabetical prefix contains three (3) letters (PSY) require a space 
between the last letter and the first number, while courses with four (4) letter prefixes (CMST) do 
not require a space. ex.: PSY 100, CMST101  

2. Ensure there is a checkmark next to “With Section.” 
3. Click Search. 

 

 

Advanced search 
 

1. Click the Advanced hyperlink to display search options. 

 

2. Search options are provided, and display in two columns; users can search based on Course Criteria 

or Section Criteria. In order to search by Section Criteria, it is recommended that users also filter at 

the Course level by entering a Subject Area and Academic Level. This allows the system to return 

search results more quickly. See this table for additional details about each search category.  

 
Continued on next page.  

Ensure a checkmark is 
next to “With Section” 

b. a. 
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Search Category Search Item Description 

a. Course Criteria 

Subject Area Drop-down menu; select discipline in which courses are 
offered 

Academic Level Drop-down menu; academic progression of course 
ex. Remedial, 100, 200,  

Grading Scale Drop-down menu; use to filter and display courses that 
offer “Pass/Fail” grading  

Special Course Type Drop-down menu; used to identify course that meet 
General Education Requirement categories and 
Learning Communities 

Sub-session Drop-down menu; use to review courses that are 
offered during the 8-week sessions in fall and spring 
semesters, or any of the various summer sessions 

b. Section Criteria 

Section Text box; type three-digit section number 
ex. 001 

Instructor Search-enabled text box; instructor’s last name 
See Appendix  

Campus/Location Drop-down menu; physical location in which the 
section will meet, or online campus 

Building Drop-down menu; building in which the section will 
meet. The entries in this field are determined by the 
selection made in Campus/Location field. 

Days Offered Check-boxes; select desired meeting days 
ex. Monday, Wednesday, Friday 

Starts After Text-box; starting time (no earlier than) 

Ends Before Text-box; ending time (no later than) 

Starts After Date Date is determined by the academic period selected 
and cannot be changed here. Start over and select a 
different Academic Period to search courses in another 
term. 

Ends Before Date Date is determined by the academic period selected 
and cannot be changed here. Start over and select a 
different Academic Period to search courses in another 
term. 

Category Drop-down menu; use to identify sections assigned to 
specific categories 
ex. Independent Study, Lab, Special Topics, etc. 

Teaching Method Drop-down menu; use to locate sections taught in one 
of the following manners: Outdoors/Field Experience, 
Supplemental Instruction, Structured Learning 
Assistance 

Delivery Mode Drop-down menu; manner in which course content is 
delivered 
Ex. Online Programs, Web-based, PACE 

Show open sections only Check-box; select to eliminate sections with no seats 
available from the search results 

file://///fileserv3.hh.nku.edu/Departments$/RWD%20Documentation/CM_Academic%20Advising/Search%23_Working_with_
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Register for a course 
 

1. After selecting the course, click One-Click Registration. 
 
Note: If the course has a co-requisite, such as a lecture with a lab, add both courses to the 
Registration Cart before attempting to register. 

 
 

2. Click Register!. 
 

Note: Click Cancel to exit registration confirmation. The student will not be registered in the class.  

  

Add course to Registration Cart 
 

1. After selecting the course, click Add to Registration Cart. 

Note:  A course section permit can be issued prior to registration, but does not guarantee a seat in 
the class for which it is issued. 

 

2. The course will be added to the student’s registration cart. A message confirming the cart entry will 
display beneath the header. 
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Working with “Registration Cart” 
 

Use the Registration Cart to save multiple sections of any number of courses to allow options when 
registering.  Placing course sections in the Registration Cart does not reserve a seat in the class. To 
ensure the section is still available since placing the course in your cart, click Refresh before attempting 
to register. 
 

Note:  If blank fields appear in the Registration Cart where the course information used to be populated, 
a change may have been made by the department. 

 
 

Look for pre/co-requisites and/or schedule conflicts 
 

1. After selecting the course, click Check. 
2. Choose “Check All” or “Check Selected.”  

 
Note: “Check All” reviews potential conflicts for every course section in the cart, while “Check Selected” 
only reviews potential conflicts for the highlighted section. 
 

 

3. If conflicts are identified, the Course is highlighted in red. Click the error to view the details. 
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Choose a different section of the same course 
 

1. After selecting the course, click Change to display all sections of the course.

 

2. Select an available section by clicking the box in the first column, and click Save. 

 

 The updated section is now displayed in the Registration Cart. 
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Delete a course from the registration cart 
 

1. After selecting the course, click Remove. 
 

 

2. Review the confirmation, and click Yes. 
 

Note: Click No to exit the confirmation dialog box. The course will not be removed from the 
registration cart.  
 

 

 A confirmation message will display and the course is then removed from the 

Registration Cart. 
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Register for a course: 
 

1. After selecting the course, click Register. 
 

 If the course for which you are registering has a co-requisite, such as a lecture with a lab, 
use CTRL+Click (for PC) or Command+Click (for MAC) to select more than one course for 
registration. 
 

2. Choose “Register All” or “Register Selected.”  
 

Note: “Register All” books the student in every course section in the Registration Cart, while 
“Register Selected” only books the student in the course section(s) that are highlighted. 
 

 

3. Click Register. 
 

Note: Click Cancel to exit registration confirmation. The student will not be registered in the class. 
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Working with “My Courses” 
 

The “My Courses” tab contains three sub-tabs: Registered, Special Approval, and Cancelled. See below 
for details regarding each sub-tab.   
 
Note: Click the square to the left of the Course column to see more information about the course.  

My Courses – Registered 
 

The Registered sub-tab displays course details for sections which the student is officially registered. 
Select any row to see detailed information, cancel registration for the course, or swap for another 
section of the same course.  
 

 
 

View details about a course 
 

1. After selecting the course, scroll down to see the following tabs: Course and Section.  
 

 

2. Use the Course tab to see catalog information about the course. 

Ex. Course Description, Course Type, Course Category, Pre- and Co-Requisites and Rules. 

 

  



CM – Course Registration (Student) 

 

Rev: 8/11/2016 ©2013 Office of Information Technology 18 

 

3. Use the Section tab to display details specific to the particular course section. 

Ex. Open Seats, Total Meeting Days, Schedule, Section-specific Rules. 

 

 

Drop a course 
 

1. After selecting the course, click Cancel Registration. 
 

 

2. Review the cancellation details. 
3. If, after reviewing all cancellation details, the student wishes to drop the course section click 

Confirm Cancellation. 
 

 

Note: Click Do Not Cancel to exit the confirmation, and remain registered in the section. 
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 A confirmation message will display and the course is then removed from the My 

Courses tab. 

 

Register for a different section of the course 
 

1. After selecting the course, click Swap Section. 
 

  

2. Select an available section by checking the box in the first column, and click Check and Review. 
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3. Review section details, and click Swap to change to newly selected section. 
 

 

 A confirmation message and the updated section will display. 
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My Courses - Special Approval 
 

The Special Approval sub-tab displays course details of sections for which the student has received a 
course permit. Course(s) in this tab require official registration; the student is not automatically 
registered if he/she receives a permit. Permits can be issued prior to the student’s registration window, 
but do not guarantee seats in the sections for which they are issued. 
 

 

Register for a course 
 

1. After selecting the course, click One-Click Registration. 
 

 If the course for which you are registering has a co-requisite, such as a lecture with a lab, 
use CTRL+Click (for PC) or Command+Click (for MAC) to select more than one course for 
registration 
 

  

2. Click Register. 
 

Note: Click Cancel to exit registration self-service. The student will not be registered in the class.  
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 A confirmation message will display. 
 

 
 

 The course will be displayed under the My Courses, Registered sub-tab. 
 

 

Add course to Registration Cart 
 

1. After selecting the course, click Add to Registration Cart. 
 

 

 A confirmation message will display. 
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 The course will be added to the student’s Registration Cart.  
 

 

My Courses – Cancelled 
 

The Cancelled sub-tab displays course details for sections the student has dropped and for which he/she 
is no longer registered. The student cannot register for the course again from this sub-tab; an available 
course section must be identified using the Search tab. See “Working with Search”.  
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Appendix A 
 

The steps below will assist in using the search-enabled text box when looking for sections taught by a 
specific instructor.  
 
1. Type the instructor’s last name, and click the selection button. 

Note: This field is not case-sensitive.  
 

 

2. Highlight the row containing the instructor you’re searching for, and click OK. 
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Appendix B: Hold Types Which Block Registration 
 

Hold Hold Type (Description) Hold Grouping 

9000 Undergraduate Probation Academic Hold 

9001 Graduate Probation Academic Hold 

9002 1st Academic Suspension Academic Hold 

9003 2nd Academic Suspension Academic Hold 

9004 Final Academic Suspension Academic Hold 

9007 Dismissal from Program Academic Hold 

9010 Academic Warning Academic Hold 

9101 Major Declaration Req Advisor Registration Hold 

9102 Advising International Advisor Registration Hold 

9103 Advising Hold 1 Advisor Registration Hold 

9104 Complete Req Deficiency Advisor Registration Hold 

9105 Advising Hold 2 Advisor Registration Hold 

9106 Advising Hold 3 Advisor Registration Hold 

9107 Advising Hold 4 Advisor Registration Hold 

9202 Library Hold > $100 General Hold 

9203 Athletic Hold General Hold 

9204 Student Support Hold Advisor Registration Hold 

9205 Parking Balance >$100 General Hold 

9206 AllCard Hold General Hold 

9208 Undergraduate Admission General Hold 

9209 Graduate Admission General Hold 

9210 International Admission General Hold 

9212 Honors Program Hold Advisor Registration Hold 

9300 BURS General Hold Bursar Hold 

9301 BURS At Collection Bursar Hold 

9302 BURS Balance > $100 Bursar Hold 

9304 BURS Perkins Loan Bursar Hold 

9305 BURS Prior Yr Bal >200 Bursar Hold 

9307 BURS Financial Warning Bursar Hold 

9308 BURS Repeat Fin Warning Bursar Hold 

9309 BURS Uncollectable Bursar Hold 

9310 BURS KY DOR Collection Ag Bursar Hold 

9311 BURS Internal Payment Pla Bursar Hold 

9400 FINA Default on Stafford Financial Aid Hold 

9401 FINA Repayment to KHEAA Financial Aid Hold 

9402 FINA Repayment to Pell Gr Financial Aid Hold 

9403 FINA No Exit Interview Financial Aid Hold 

9404 FINA Repayment of SEOG Financial Aid Hold 

9405 FINA Repayment of Perkins Financial Aid Hold 
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9406 FINA Hold Financial Aid Hold 

9500 UG Credential Hold Credential Hold 

9501 GR Credential Hold Credential Hold 

9502 Intl Credential Hold Credential Hold 

9503 AELP Registration Hold Academic Hold 

9600 LW Law Hold Law General Hold 

9700 Code of Conduct Violation Disciplinary Hold 
 

 

The offices below can be contacted for more information about removal of holds, based on the hold 
grouping or specific hold type indicated: 
 

Hold Grouping Office Contact Info 

Academic Hold Student’s Academic Advisor See advisor listing in myNKU 

Advisor Registration 
Hold 

Student’s Academic Advisor See advisor listing in myNKU 

Bursar Hold Bursar Operations AC 235; 859-572-5204; bursar@nku.edu 

Credential Hold Admissions AC 400; 859-572-5220 

Disciplinary Hold Dean of Students SU 301; 859-572-5147; deanstudents@nku.edu 

Financial Aid Hold Student Financial 
Assistance 

AC 301; 859-572-5143; ofa@nku.edu 

General Holds Based on Hold Type:   

Library Hold >$100 Steely Library SL 3rd Floor; 859-572-5457 

Athletic Hold Athletics BK 133; 859-572-5193 

Parking Balance 
>$100 

Parking Services Welcome Center Garage; 859-572-5505; 
parkingservices@nku.edu 

All Card Hold All Card Office SU 120; 859-572-6016; allcard@nku.edu 

Undergraduate 
Admission 

Undergraduate Admissions AC 400; 859-572-5220 

Graduate Admission Graduate Programs AC 302; 859-572-6364; gradprog@nku.edu 

International 
Admission 

International Students & 
Scholars 

UC 405; 859-572-6517; oiss@nku.edu 

LW Law Hold Chase College of Law NH 314; 859-572-5383; osborney1@nku.edu 

 


