
Banner Self-Service Registration Instructions

Eligible Colgate students may use Banner Web/Self Service to:

 register for courses (with priority order based on class year and last name);

 modify course registration prior to the beginning of the term; 

 view their course schedule; 

 view final grades and unofficial transcript.

Colgate University



Log on to the Colgate University Portal (portal.colgate.edu)



Sign in using your network login and password.



h

In the Banner Self-Service portlet, click 
the Registrar Tab to access a variety of 
links associated with registration and 
your academic record. 

To begin registering, click the Register 
for Classes link.



Check Your Registration Status
On this screen you can view your registration start time, whether you have any issues that will prevent 
registration, and when it’s your time you can access the Add or Drop Classes link to begin registering for 
courses.

At the start of your 
registration time, click 
Add or Drop Classes to 
begin registering.

Look here for your 
begin registration day 
and time

Confirm your eligibility



Select the term

From the drop-down menu, highlight the appropriate term, then click “Submit.”



Alternate PIN Verification

Enter the 6-digit registration PIN you received from your academic adviser, then click “Submit.”

Alternate PIN = Registration PIN



Add Classes Worksheet

Enter the CRN for each course/lab you wish to register for.  Please note: you must submit lectures and their 
corequisite labs simultaneously. Once you’ve entered all of your first-choice CRNs, you must click 
Submit Changes.

The CRN (Course Reference Number) 
is the 5 digit course number found in 
the course offerings.

You must Submit 
Changes.



Class Search

You may search for courses by selecting “Class Search.”



Class Search

Search for courses 
offered in the term using a 
variety of criteria.

You must select a subject.

Choose additional 
criteria, if desired.

Once you have 
specified your 
search criteria, 
select Section 
Search.



Class Search

If you find a course that you wish to add to your schedule, check the corresponding “Select” box in the far 
left column. Once you have selected all of the courses you want from this search, click “Register” to add the 
course(s) to your schedule. 



Drop a Course
To drop a course, select the drop-down menu in the action column. Select Drop/Delete, then click Submit 
Changes to remove the course from your schedule. Confirm that the course no longer appears in the 
Current Schedule portion of the page.



When you are done registering, sign out of the portal and close your browser. 
You may continue registering past your registration group time, but please sign out when you 

are done to lessen the server load and allow faster transactions for other students.

Continue on for information on Registration Errors



CLOSE – XXX WAITLISTEDCourse Closed
This error indicates that the course is closed and a waitlist has started. 
See the picture for instructions on how to add yourself to the waitlist.

This number shows 
how many people are 
currently on the 
waitlist; your position 
would be +1

To add yourself to 
the waitlist, click the 
drop-down under 
Action and select 
Wait List

You MUST click Submit Changes after 
selecting waitlist in the action column. You 
will not be added if you skip this step.



CLOSE – XXX WAITLISTEDWaitlisted Courses
After you “Submit Changes,” the waitlisted course will appear on the current schedule portion of the screen, 

with the status of “Wait List.”



INSTRUCTOR’S SIGNATURERestricted Courses
You cannot register online for a restricted course.  If you receive the “Instructor’s Signature” error, you must 
obtain the instructor’s signature.  You must bring your signed registration form to the registrar’s office for 
processing. (Registration forms are available online or in the registrar’s office.)



CORQ_(Course) REQCoreq Error
The course you entered has a corequisite (e.g., required lab).  Check the Co-Req column in the Course 
Offerings result page.  Add the course again with a lab section (or vise versa).  Remember to submit the 
CRNs (lecture and lab) simultaneously. Both the lecture and the lab must have open seats to successfully 
register.



DUPLICATE EQUIVALENT SECDuplicate Equivalent

You are already registered for a different section of the same course.  You must choose a different course to 
add to your schedule.



Maximum Hours Exceeded
You may not register for more than 4.50 course credits during registration.  Students wishing to register for 

additional courses/course credits must wait until the Drop/Add period. 

If you wish to add the course that received 
the error, you’ll need to drop one of your 
registered courses and add the CRN 
again.



PREQ AND TEST SCORE ERRORMissing Course Prerequisites
You have not fulfilled one or more prerequisites for the course.  If you receive the instructor’s permission 
(i.e., signature) to register for the course, bring your signed registration form to the registrar’s office for 
processing.



REPEAT COUNT EXCEEDS ORepeat Course
If you have already earned credit for a course and are eligible to repeat it, you may not register for it online.  
Please see “Repeating a Course” in the Colgate University Catalogue to determine your eligibility and 
whether you need the instructor’s permission (signature) to repeat the course.



Time Conflict
You cannot register for two courses that meet at the same time or have any time overlap.  Either select 
another course or, if you prefer this course to the course with which it conflicts, change the “Action” of the 
registered course from “None” to “Drop/Delete” in the drop-down menu.  Then, re-enter the CRN of the 
course you want in the “Add Classes Worksheet” section, and “Submit Changes.”



The Office of the Registrar is open during the evenings of Registration, in addition to regular business hours.
If you need help while registering or have any questions, please contact the office for assistance. 

For immediate assistance, please call or come to the office; there may be a delayed response to emails.

Office of the Registrar
126 McGregory Hall

315-228-7676
registrar@colgate.edu

Additional registration information can be found of the registrar’s web page (www.colgate.edu/registrar). 


