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Web	
  Registration	
  
1.) Log	
  into	
  MyCollege.	
  	
  Go	
  to	
  https://mycollege.sunybroome.edu	
  

Enter	
  your	
  USERNAME	
  and	
  PASSWORD:	
  

	
  

If	
  you	
  need	
  assistance	
  logging	
  in,	
  contact	
  the	
  helpdesk	
  at	
  helpdesk@sunybroome.edu	
  or	
  call	
  607-­‐778-­‐
5011.	
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2.) Click	
  on	
  the	
  Students	
  tab:	
  

	
  

	
  

	
  

	
  



Webregistration	
  instructions	
  September	
  2015	
   3	
  
	
  

	
  

	
  

3.) Click	
  on	
  Register	
  tab:
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4.) Click	
  on	
  the	
  Financial	
  Responsibility	
  Agreement:	
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5.) After	
  reading	
  the	
  agreement,	
  if	
  you	
  agree	
  to	
  the	
  terms,	
  click	
  on	
  the	
  “I	
  Agree”	
  tab	
  below.	
  	
  	
  
• By	
  registering	
  for	
  classes,	
  you	
  are	
  incurring	
  a	
  bill.	
  	
  You	
  are	
  agreeing	
  that	
  you	
  will	
  be	
  

responsible	
  for	
  all	
  charges	
  owed	
  to	
  the	
  college.	
  	
  Please	
  be	
  sure	
  to	
  read	
  all	
  of	
  the	
  terms	
  
below	
  under	
  “Financial	
  Responsibility	
  Agreement:”	
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6.) Exit	
  the	
  survey	
  then	
  click	
  on	
  Return	
  to	
  Registration	
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7.) Review	
  the	
  information	
  your	
  advisor	
  gave	
  you	
  pertaining	
  to	
  the	
  courses	
  that	
  you	
  need	
  to	
  
register.	
  	
  The	
  following	
  documents	
  show	
  examples	
  of	
  classes	
  pertaining	
  to	
  our	
  Business	
  
Administration	
  program:	
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In	
  this	
  example,	
  the	
  student	
  is	
  being	
  advised	
  for	
  courses	
  pertaining	
  to	
  the	
  First	
  Semester.	
  	
  The	
  
courses	
  are	
  the	
  following:	
  
BUS	
  111	
  
BUS	
  197	
  
BUS	
  112	
  
BUS	
  118	
  
BUS	
  141	
  
	
  
Although	
  ENG	
  110	
  is	
  listed	
  as	
  a	
  degree	
  requirement,	
  the	
  student	
  is	
  not	
  being	
  advised	
  to	
  register	
  
for	
  ENG	
  110,	
  because	
  in	
  this	
  example,	
  the	
  student	
  has	
  transfer	
  credit	
  for	
  ENG	
  110.	
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You	
  would	
  write	
  in	
  the	
  CRN	
  #’s	
  on	
  the	
  form	
  above	
  as	
  you	
  look	
  up	
  classes	
  and	
  build	
  your	
  
schedule:	
  
	
  
	
  
	
  
	
  
	
  

8.) Click	
  on	
  Look	
  Up	
  Classes:	
  
	
  

	
  



Webregistration	
  instructions	
  September	
  2015	
   10	
  
	
  

	
  

9.) Submit	
  the	
  term	
  that	
  you	
  are	
  registering	
  for.	
  	
  In	
  the	
  example	
  below,	
  we	
  are	
  using	
  Fall	
  Semester	
  
2015:	
  

	
  

	
  

10.) Now	
  you	
  can	
  build	
  your	
  schedule	
  based	
  upon	
  the	
  courses	
  your	
  advisor	
  instructed	
  you	
  to	
  register	
  
for.	
  	
  	
  
Be sure to register courses that are in your major.   You may lose money if 
you are registering for classes that are not in your degree program.  You may 
not get financial aid.  Please be sure that your advisor approved the courses 
that you are registering for. 
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If	
  you	
  are	
  a	
  non-­‐matriculated	
  student	
  or	
  enrolled	
  in	
  a	
  program	
  in	
  our	
  Business	
  and	
  Public	
  
Services	
  division,	
  you	
  will	
  not	
  need	
  an	
  Alternate	
  Pin	
  to	
  register	
  for	
  classes.	
  	
  All	
  other	
  students	
  
need	
  an	
  Alternate	
  Pin	
  to	
  register	
  for	
  classes.	
  	
  Your	
  advisor	
  should	
  give	
  you	
  the	
  Alternate	
  Pin	
  
during	
  your	
  advising	
  session.	
  
	
  

Class Search Terminology/Tips 
Keep your search simple – it is easiest to look for a Subject or a Subject and Course 
Number 

 
Searching for Courses Field Terminology 

Subject Area of study 
Course Number The number following our three letter code for a course: i.e. HIS116, 

the course number is 116. 
Instructional Method The mode the course is taught in, e.g. Traditional, Distance Learning 

Asynch (Angel), etc. For example, you can use this to search for 
courses being offered online. 

Campus Where the course is being offered. 
Part of Term Indicates if the course if full term (1), 5 weeks, 8 weeks, trailer, etc. 
Attribute Type Civic Education, General Education, etc. qualifying courses. 
	
  
	
  

Class Search Information - The main Columns on the Class Search Listing: 
Select Click in the Select box to choose a class to register for. 

· “C” indicates the course section is closed (full). 
· “SR”/”NR” indicates a Student Restriction or not available for Registration. 

This may be a course that is reserved for a specific major. 
· No Check Box indicates that you are already registered for that course. 

CRN Course Reference Number-Identifies a specific section of course (4-5 digit number). 
Subj Three letter code for the subject of the course e.g., ANT. 
Crse Three number code for the Course Number e.g. 101 
Sec Course section. 
Cmp Campus where course is held; M=Main; Note there may be off-campus locations 
Cred Credit hours for course. 
Title Title of course. 
Days Days of the week the course meets. 
Time Time of day the course meets. 
Cap The total number of seats available for a course. 
Total Seats 
Taken 

Actual number of seats that students have already registered for in the course. 

Reserved 
Seats Avail. 

Remaining reserved seats available. 

Remaining 
Avail. Seats 

Remaining seats that are still open for registration. 
If this is 0, the course will be closed. 

Instructor Instructor(s) of course; (P)=Primary. 
Date (MM/DD): Semester dates. 
Location Location where the course will meet (Building and Room Number). 
	
  
	
  
A. The	
  examples	
  below	
  display	
  searching	
  by	
  Subject	
  and	
  Course	
  Number	
  (you	
  may	
  also	
  use	
  

other	
  searches	
  on	
  the	
  page	
  below):	
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B.)	
  Place	
  a	
  check	
  into	
  the	
  box	
  under	
  “Select”	
  next	
  to	
  the	
  course	
  section	
  that	
  you	
  want	
  to	
  register	
  for:	
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C.)	
  	
  You	
  can	
  use	
  the	
  Scheduling	
  Work	
  Sheet	
  to	
  keep	
  track	
  of	
  the	
  course	
  sections.	
  	
  	
  

BUS	
  111	
  05	
  is	
  held	
  TR	
  (Tuesday	
  and	
  Thursday)	
  from	
  9-­‐1050AM.	
  	
  Post	
  this	
  to	
  the	
  Scheduling	
  Work	
  Sheet	
  
then	
  click	
  on	
  Add	
  to	
  Worksheet:	
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D.)	
  You	
  may	
  now	
  look	
  up	
  other	
  classes	
  by	
  clicking	
  on	
  Class	
  Search.	
  

	
  

Repeat	
  stepts	
  10A	
  –	
  10C	
  until	
  you	
  have	
  CRN	
  #”s	
  for	
  all	
  course	
  sections	
  that	
  you	
  want	
  to	
  register	
  for:	
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11.) Once	
  you	
  have	
  all	
  of	
  the	
  CRNs	
  listed	
  on	
  the	
  Add	
  or	
  Drop	
  Classes	
  form,	
  click	
  on	
  Submit	
  Changes.	
  	
  
This	
  will	
  register	
  you	
  into	
  the	
  course	
  sections.	
  	
  	
  

You	
  may	
  get	
  warning	
  and/	
  or	
  error	
  messages	
  if	
  the	
  class	
  is	
  filled	
  or	
  if	
  the	
  class	
  does	
  not	
  pertain	
  to	
  
your	
  program	
  of	
  study.	
  	
  	
  Other	
  messages	
  may	
  appear	
  after	
  clicking	
  on	
  Submit	
  Changes:	
  	
  

The following are some of the possible Registration Add Errors you may encounter: 
Duplicate CRN Entered the same CRN twice 
Special Approval Need special approval from the department to add the course 
Major/Program 
Restriction 

Restriction that only allows students in the specified majors or programs to register 
for the course 

Class Restriction Only specified majors can register for the class. 
Closed Section Section is full – No seats available 
Time Conflict The specified course (CRN) is at the same time as another course in the schedule 
Preq and Test Score There is a Prerequisite course or test score grade required for this class. You do not 

meet this requirement. 
Coreq ***** REQ The course you are trying to register for has to be taken with the specified Co- 

requisite course. You have to register for both at the same time. 
Link Error The selected lecture/lab must be taken with the linked lecture/lab. Your lecture/lab 

combination are not correct or are missing. 
Duplicate Course or 
Equivalent 

Course is a duplicate or equivalent course for the course specified in the error 
message. 

Max Hrs Exceeded Students are limited to a maximum of 20.5 hours per semester 
	
  

If you receive a Registration Add error and feel you want to pursue registering for the course, 
contact the department offering the course for further information. You will have to get a 
signed drop/add permission form authorizing an override for the class in question. This 
form will then have to be taken to the Registrar’s Office, Student Services Building, Room 105 
for processing.	
  

	
  If	
  you	
  do	
  not	
  understand	
  the	
  error	
  messages,	
  please	
  contact	
  the	
  registrar’s	
  office	
  at	
  
registrar@sunybroome.edu	
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12.) Click	
  on	
  RETURN	
  TO	
  MENU	
  to	
  get	
  a	
  view	
  of	
  your	
  schedule.	
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13.) You	
  have	
  a	
  few	
  different	
  ways	
  to	
  review	
  your	
  schedule:	
  

Week	
  at	
  a	
  Glance,	
  Student	
  Detail	
  Schedule,	
  or	
  Concise	
  Student	
  Schedule.	
  	
  	
  

In	
  our	
  example,	
  we	
  are	
  choosing	
  Week	
  at	
  a	
  Glance:	
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14.) You	
  may	
  print	
  your	
  schedule	
  by	
  Clicking	
  on	
  File	
  then	
  Print	
  or	
  by	
  pressing	
  Ctrl	
  P	
  on	
  your	
  
keyboard.	
  

	
  

15.) You	
  my	
  then	
  exit	
  your	
  account:	
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If you experience difficulties with the registration process or have registration 
questions, please visit the Registrar - Student Services building, room 105 or 
call 607-778-5027.	
  	
  


