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BEFORE YOU REGISTER

We recommend that you work with your advisor to discuss your schedule. Be prepared with a
proposed schedule based on your chosen major in your catalog year. You can log in to the student
portal to see your advisor under the “Student” tab.

Be sure to register for Service and Outreach (SAO’s) when you register for your regular courses.

Each student is responsible for completing his/her program of study as set forth in the proper catalog.
Advisors are not liable for a student’s failure to meet academic requirements. Follow your major
program outlined in the catalog to see a selection of courses.

WHEN TO REGISTER

You will be able to begin your schedule selection process according to according to the following
schedule by Class Year (hours earned):

Honors Program, Athletes, Seniors and Juniors: Monday, the first day the registration period opens
Sophomores: Thursday, after the registration period opens
Freshmen: Monday, one week after the registration period opens

HOW TO REGISTER

e Sign in to the UTF student portal using your regular log in credentials (Email & Password)

e C(Click the Registration tab at the top of the screen and scroll down to the Add/Drop Courses
box

e Click on the “Register” button (open when your registration period begins) and use the course
search feature to add classes to your calendar

e Once you find the desired course, click the Add symbol to the left of the course to place it on
your calendar. Repeat this process for each course until you have all the desired courses on
your calendar.

e Click “Registration Checkout” button for a final review of your selected courses.

e Click the checkbox next to all of the courses you wish to register for and then click “Request
advisor approval.” We recommend emailing your advisor to ensure your courses are added in
a timely manner.

ERROR MESSAGES
Registration Hold— If you have a Student Accounts Hold or a Missing Documents Hold (which could

include official transcripts or medical records), these will need to be cared for before you can register
for the following term.



Course prerequisite has not been met— You may not register for the course unless approved by your
department chair.

This class is full- You may not register for the class through the student portal. Please return a signed
“Request to Enter a Closed Class” form to the Registrar’s Office for manual processing.

You are attempting to register for more credit hours than allowed— Only submit classes that add up to
the total number of hours you are allowed. The remaining course(s) that put you in overload status
will require the “Course Overload” form available in the Registrar’s Office. Both your advisor and the
Registrar must approve course overloads. Hours greater than 19 incur overload tuition rates.

Special class arrangements such as Directed or Independent Study courses will need to be processed
manually in the Registrar’s Office and must be submitted prior to the Drop/Add period, or earlier if
needed for financial aid full-time status.

ONLINE CLASSES FOR TRADITIONAL STUDENTS

Traditional students taking online classes will be charged their regular block tuition rate in the fall and
spring. Traditional students taking online classes in the summer are charged a reduced summer rate
(see academic catalog for details). Session A courses are offered in the first 8-weeks of the semester
and Session B courses are offered in the second 8-weeks of the semester. To take an online course,
students must complete the appropriate form, which should first be approved by your academic
advisor and distance education. Traditional students are allowed up to 12 online hours total for their
time at UTF in a regular semester throughout their academic career, summer does not apply towards
those hours. Keep in mind that a 3 hour course in 8-weeks carries a “felt workload” of 6 hours.

FINANCIAL AID AND STUDENT ACCOUNTS REMINDERS

After scheduling your classes, verify your Financial Aid status and Student Account balance in the
“Finances” tab of the student portal. Payments can be made online and there are Nelnet payment plan
options available as well.

CHECK-IN

Each term has a process for checking in. If a student does not complete check in requirements by
either completing the check-in quiz online or attending class the first day, they are at risk of being
dropped from the term. Any extenuating circumstances preventing a student from completing check in
requirements should be communicated to the Registrar’s Office.

DROP/ADD

If schedule changes are needed, they should be completed within the drop/add window at the
beginning of the term. Continuing students can make those changes through the student portal up until
the closing of drop/add. New students will need to work with the Registrar’s Office for schedule
changes. No drops will be made after 5pm at the end of the drop/add window.

CONTACT INFORMATION

Mail: MSC 896

Phone: 706-914-8680

Email: registrar@utf.edu

Campus Location: Second floor, Earl Hall
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