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How To Register, Waitlist, or Drop Classes 

 

 

 
 

Step 1 – View Registration Appointment  

The Registration Self-Service card (right) allows students to view 
registration appointments, holds, and other messages. In 
addition, this is where they will register for and drop classes. It 
also provides a link to pay for classes. When the student clicks the 
Registration Self-Service card, they will land on the screen below:     

Clicking the Registration Appointment option will allow students to view their registration 
appointment, which in Banner is called “time tickets.” This screen will also display holds and 
other information, including messages to the student.     

Registration Self-Service
in the New MySite 

Messages 
to Student
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Step 2 – Register for Classes (Including Waitlist and Drop)

Step 3 – Enter Search Criteria 

 

 

 

 

 

 

 

Students can register when they have a time ticket 
(formerly known as a “registration appointment”). Once 
they have registered for a class, they can drop classes 
using the same process during the drop period with a 
refund, the drop period without a refund, and the 
withdrawal period. Students will be notified which drop 
they will be doing.

If the class offers a waitlist, students will also be able to 
place themselves on a waitlist using the same process 
they use for registering for classes. If a class has started 
and an authorization code (formerly known as “APC”) is 
required, students will be prompted to enter the code 
using this same process.

Students can enter search criteria to help find classes. For instance, they can select IVC or 
Saddleback College in the “College” field to filter by college or they can leave the “College” 
field blank to view classes for both colleges. There are simple and advanced search criteria for 
students to find the right class or classes.

Search 
Criteria 

Enter a “Term” to start
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Step 4 – Find Classes Page

Step 5 – Summary Panel

 
 

 

 

 

 

 

 

 

Once students have entered the desired search criteria, they will land on the “Find Classes” 
page. When students find the class they want to register for, they click the “Add” button. If 
the class is on waitlist, students may select the class to be added to the “Waitlist.”

After the students click the “Add” button, the “Summary” panel appears (below) and it will 
indicate a “Pending” enrollment status. Students will click the “Submit” button to finalize 
their registration. This also applies to the waitlist.

Note: Adding a Class After it has Started
If a student is adding a class that has already started, the student will have obtained 
permission from the instructor to register and issued an “Authorization Code” (formerly 
known as an “APC.”) The student will be prompted to enter the “Authorization Code” 
prior to clicking the Submit button.
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Step 6 – Enrollment Status for Each Class
 

 

 

 

 

 

Note: Using “Conditional Add and Drop”
Clicking the ”Conditional Add and Drop” next to the “Submit” button will allow 
students to drop and add classes at the same time. This allows students to ensure 
that they don’t lose their seat in their currently enrolled class just in case something 
prevents them from adding the new class.

After students click the Submit button, the Summary panel will indicate the enrollment 
status according to what the student is trying to accomplish. The Status column will 
indicate the following: 

Registered – Registered students, including students who entered an authorization code.
Waitlisted - Students who placed themselves on a waitlist.
Dropped with a Refund – Students who drop during the refund period.
Dropped – Students who drop during the drop period without penalty.
Withdrawn – Students who withdraw from class after the refund or drop periods.


