Best Advice for Early Registration





(As of 3.1.17)








Registration by assigned groups begins prior to office hours. The Registrar’s Hotline @ 516.323.4300 for support will be available during regular business hours: Mondays through Thursdays from 9am-7pm and Fridays from 9am-5pm. The Student Solution Center also has hands on support during their business hours. Note that office hours during Spring Break and Easter Break are weekdays from 9am-5pm.
Browsers Issues: The Safari browser may not work well for Lion’s Den unless you are on the most recent version. Preferred web browsers are: Google Chrome or Mozilla Firefox are best for using our Lion’s Den website.

Student Registration Agreement Acceptance: Prior to or at your assigned time to “reserve/register” for courses, you must accept the Student Registration Agreement for financial responsibility for bills. It comes up when you open Fall or Spring terms in Course Search or when you add courses for the first time. 
Software Delay for Start Time: At your assigned start time, the servers may take an extra minute or two to recognize your assigned registration start time. Lion’s Den server may take a minute or two to synchronize with your start time. Just refresh your web page OR login again. 
Available Seats: An adequate number of seats and courses are offered for progression and timely graduation. Few seniors taking their upper-level requirements still need courses that are offered for freshmen. Freshmen, who have later dates to register, will find ample courses available at their level in college. Have a “Plan B” with alternate course choices in case of Closed Classes. Not every student will get their first choice of courses. Your advisors can assist you in finding acceptable courses.
Selecting two sections of the same course: This can lock the software, and you may not get either course. Only select the one you want. You will be dropped from any duplicate courses if saved inappropriately.

Prerequisite Errors: Students may not sign up online for courses with missing prerequisites or courses needing Chairperson’s approval. These courses will need to be registered into using Add/Drop Forms, signed by the course’s Departmental Chair or Associate Division Dean. Prerequisite courses being taken in the Summer, must be approved by the advisor before registering for Fall. For courses with corequisites, students and advisors must carefully select correct courses. Refer to the Course Descriptions in Course Search in Lion’s Den or the college catalogs.
Software Issues: The software can sometimes “freeze” or “lock” due to a conflict when multiple students are saving on the same course at the same time, or when students are trying to save courses with time conflicts. If this happens to you, you must either refresh your web page OR log out and try again.
Paper Registrations: Closed Class Forms and paper registration requests will be processed during Early Registration dates until business hours begin at 9 am. This will allow the Registrar’s staff to assist online users calling in for support.

Dual Degree Students: Undergraduate students needing to take their permitted graduate-level courses must register for them in-person with the Add/Drop Form signed by the Associate Division Dean or Chair.
5 Year Education Students in 3rd, 4th and 5th Year: These students need to register in courses that are in two divisions -both undergradauate and graduate. To register into two divisions, paper Add/Drop forms must be submitted and signed by the Associate Division Dean for Education. These forms will be accepted during the first week of Early Registration when the Graduate students register.
Graduate Students Taking Undergraduate Pre-requisites: Graduate students must register in-person for any undergraduate prerequisites that they have been directed to take. (No advisor signature is required.)

Non-degree Undergraduate students (continuing or new) will register after Early Registration ends.

Non-degree Graduate students (continuing or new) may register on the first date at 9am, when the counter opens, using paper Add/Drop Forms with the Associate Division Dean’s approval signature.

New Undergraduate Transfer and New Freshmen: will be notified by Admissions when their advising/registration will be scheduled after Early Registration for continuing students ends.
Tips for Reserving Courses during Early Registration:

· Make sure it is your week/date/time to register by running your “When Do I Register?” report. Registration is based on “Total Hours” (earned and in-progress credits). 
· Do the Student Registration Agreement by opening Course Search on Fall or Spring terms. It will save time later. 

· Summer and Intersession registrations for undergraduates are open prior to Fall or Spring registration. If prerequisite courses are in Summer or Intersession, be sure to “reserve” these first and have them approved!
· Be sure that you have NO HOLDS. Holds from Bursar, Student Health, Library or Admissions will prevent registration. (Warnings are not holds: The Veteran’s Warning [VA], Athlete’s Warning [AW] and Foreign F-1 Visa Warning [FO] are just that - “Warnings” for students and advisors to make sure the right full-time/part-time status is maintained. These “Warnings” do not prevent registration.)
· Check the Course Schedule in Lion’s Den AGAIN just before your Early Registration date! Courses are often still being added, cancelled or modified.
· Check that you will not have a time conflict. The software will give you an error.
· Many find “Course Search” the easiest method to use for selecting courses. You may also use “Add by Course Code” with the course dropdowns. 
· Plan what you need to take by using your customized degree audit/course needs software in Lion’s Den, your Status Sheet, the catalog and any specific instructions from your advisor. (You must click Recalculate for latest updates on degree audit.) All of these things will help you be prepared to “reserve” the courses you need and to prepare for your meeting with your advisor for “approval.”
· Athletes on NCAA team sports playing in the upcoming term with less that 90 total credits will have a special priority date assigned. No priority times are assigned once you have 90 or more credits!
· Sign up to see your advisor! Your advisor must approve the courses that you “reserve.” You do not have a seat in the course until it is “approved.” We recommend gaining approval within a week of “reserving” if possible.

· Read your emails!!! In the event that the Registrar or your advisor needs to inform you of an issue with Lion’s Den or should you have courses missing “advisor approvals,” we will email you before dropping you.
· WIFI Signal Warning: The WIFI signals throughout the college have been enhanced and boosted to handle a larger number of students using laptops around campus. If the volume of students in one WIFI location is too great, the signal could jam. Students using WIFI connections are encouraged to spread around the campus if you find you cannot get logged in.

Campus Computers Available for Early Registration:

· Registrar’s Office in Wilbur: Three Lobby computers are available for students for Early Registrations during early hours and also, during regular office hours (9-7 Monday – Thursday and 9-5 Fridays). Refer to email announcements and instructions posted in the Lion’s Den. 
· Student Solution Center in Wilbur: Four Lobby computers are available during office hours and the center has staff to assist students available.
· Public Square: 2nd Floor Information Commons (24/7 when campus is open) & two computer terminals adjacent to 1st Floor Subway stand.

· Wilbur: 2nd Floor Computer Lab (Check posted schedule of availability); Basement Student Lounge (24/7 when campus is open).

· Casey: 1st Floor Student Lounge (24/7 when campus is open).

· Kellenberg: Basement Student Lounge (24/7 when campus is open); Library Stack Room and Library Education Resource Lab (During posted hours; No staff support).
