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Registering for Classes on the
my.sussex.edu portal

- After logging into the my.sussex.edu portal, follow these steps
o Note: If you have not yet set up your new Portal account and are an
existing student, please visit htips://my.sussex.edu for instructions. On the
left-hand side of your screen, under “MYSUSSEX PORTAL”, click
“‘Resources — User How-to Documents”. From there, click “Setting up your
account in the Portal for Email, etc.”
o If you have not previously attended classes, click “New Student First-Time
Portal Login”
1. Upon logging in, you will see an additional tab appear next to “Admissions” that is
labeled “Student”. Click on the tab
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2. Onthe left-hand side, you will see a “Registration” tab
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3. Underthe “Student Registration” section, you can pick from available terms. If a term is
not yet open for registration, you can view the schedules for each course, but you won’t
be able to register until registration opens.

ation

Student &
Registration Overview (2] Student Registration
Class Instruction Methods Add/Drop Courses

Remote Hybrid Courses: A course with live instruction (students
must log into CANVAS on a computer for part of the course, and
then EITHER an entirely online instruction OR in-person
instruction at a specified campus location.

Spring 2026 ~

Planning now open

Registration begins 11/17/2025 12:00 AM and ends

Hybrid Course: A course with both in-person instruction AND 21212026 11:59 PM

online instruction (students must log into CANVAS on a computer

for part of the course) Plan Course search Schedule Not Available
a. In-person Courses: Taught with an instructor and students in a

b. Note: Once Registration opens, instead of seeing the “Plan” button, you will
see a “Register” button instead.
4. You may have a hold on your placed on your ability to register. In that case, you will see
ared “Holds” button in the Student Registration section.
a. You can click on the “Holds” button to see details about the hold.
i. Mosttimes, you will just need to speak with an advisor about your
major and required courses in order to complete your degree.

Registration Holds (1) x

Advising Hold for Registration

ratu

Description
Meet with Advisor

To resolve
Contact the Student Success Center by emailing advising@sussex.edu.

Close

O

1. Upon speaking with an advisor, they can either clear the hold
so you can register for classes yourself, or they can register for
you.



Sussex “wCounty
COMMUNITY ) COLLEGE

5.
up this page

S ua.\cx‘Counry

MySussex

I.T. Department
(973) 300-2333 or itservice@sussex.edu

If you have no holds on your registration, you can click on the “Register” button to bring
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You can search for the courses you would like to register for by pressing

courses by Course Code, Course Title,
Location, and Meeting Type (i.e. virtual,
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You may receive a warning when registering for classes that says, “Possible financial aid issue”.

BUSA 205 ON (%
Available with warnings
Fossible financial aid issue

Show details ~

This warning will pop up if you are not declared in a major or if you are registering for a course that is
not part of your major requirements.

Please note —we are still actively transitioning to our new system so our degree audits are not
completely ready. This may cause thiserror to show up when registering. Ifyou know the class is part
of your degree requirements you do nat have to worry about this message. Ifyou are unsure, you can
always contact your advisor or the Registrar's Office.

To complete your registration for the class, just click on Override.
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6. To add the course, press the blue Plus button and it will add it to your schedule.
Student Registration [~]
Winter 2026 ~ My Schedule Calond:r Koy
Course Search Mon Tue Wed Thu Fri Sat Sun
M Back to search Tam
12pm

ENGL 201 0A
o UNDG Winterim full term; 01/05/26 - 01/16/28

30 seats remaining 1pm
Mary Thompson

2pm
ENGL 201 ON
o UNDG Winterim full term; 01/05/26 - 01/16128 3
30 seats remaining pm
Mary Thompson
apm
S5pm
6pm
7pm

a. -
b. Ifitisanonline course, it will appear on top of the schedule calendar.

Student

Student Registration

Non-scheduled courses (3 hrs) Less

ENGL-201-0A v

Winter 2026 ~ My Schedule

Course Search

M Back to search S L Wed Thu
11am
ENGL 201 OA
o UNDG Winterim full term; 01/05/26 - 01/16/26
30 seats remaining 12pm
Mary Thompson
c Section added successfully 1pm

7. From here, you can continue to add the rest of the courses you would like to take to your
schedule.

8. When you are done, press the green “Registration Checkout” button right below
“Calendar Key”

Calendar Key

Registration checkout

Fri
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9. Checkthe boxes for the courses you would like to register for

Registration Checkout X

Available to Register

[—| ENGL-201-OA - Effective Speaking

- No schedule available (3.00 hrs)
[l UNDG Winterim full term; 01/05/26 - 01716726
30 seats remaining

a.
Registration Checkout X
Available to Register
ENGL-201-OA - Effective Speaking
No schedule available (3.00 hrs)
[l UNDG Winterim full teem; 01105726 - 01/18126
30 seats remaining
Contact~ | Register
b

10. After clicking the green “Register” button, you will have successfully registered for
courses.

Registration Checkout X

Successfully Registered

Q ENGL-201-OA - Effective Speaking
No schedule available (3.00hrs) &
1] UNDG Winterim full term; 01105126 - 0116126
Registered

a.
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- Afterwards, if you would like to view your schedule, go back to the main “Student”
page on Portal.
o Under “Registration”, find the “Student Registration: Add/Drop Courses”
section.
= (Click “My Schedule”.
- Fromthere, you can view your schedule!
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