
MyInfo Online Course Search 

& Registration Tutorial

Updated October 2024Student Central

1



Table of Contents

Information Page No.

MyInfo & DegreeWorks 3-5

To Look Up Classes 6-9

To Register for a Class from Class Search 10-15

To Register for a Class with the CRN 16-23

To Drop a Class 24-29

Types of Registration Errors 30

2



MyInfo

https://myinfo.concordia.edu

Logging In: https://myinfo.concordia.edu 

• Sign in using your CTX credentials (SSO)

• Your username is your CTX email address (usually firstname.lastname@ctx.edu)

• Your password is the same as your CTX email password

Can View: 

• Courses & Grades

• Navigate, Blackboard, & Handshake

• Student Account Information

• Financial Aid Information

• Degree Works – Degree Audit
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https://myinfo.concordia.edu/


Click "Discover More" 
to access all cards

You can save to or remove cards from your homepage 
by clicking the bookmark icon

If a card mentioned in this guide is not on 
your homepage:
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TO ACCESS YOUR DEGREE PLAN AND 
SEE NEEDED CLASSES

Please also meet with your 
Academic Planner about classes

Click “DegreeWorks” 

If this card is not on your homepage, 
click "Discover More"
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1. Or Click “Browse Courses” under Search for Courses

TO LOOK UP CLASSES:

If these cards are not on your 
homepage, click "Discover More"

1. Click “Add/Drop or Register" under Registration and 
then "Search for Classes"
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2. Select the appropriate term from the dropdown

3. Click "Continue"

TO LOOK UP CLASSES:
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4. Select or type a subject 

If you know the course number, you may enter it in 

the "Course Number" field

TO LOOK UP CLASSES:

5. Click “Search” to see class results
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6. Review the list of all available class times 

for the subject or specific course

7. Make note of the Course Registration Number (CRN) 
for the section you want to add to your schedule

Online indicates asynchronous online (usually an 8-week class)
Main indicates in-person

Pay attention to the number of seats remaining

Please meet with your Academic Planner 
if you have any questions about a class!

You can see the days and times for each section

Hover over a cell for more information to pop up
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Click the class title to view more information
(class details, course description, pre-reqs, fees, etc.)

TO LOOK UP CLASSES:



1. Click “Add/Drop or Register” under Registration

TO REGISTER FOR A CLASS FROM CLASS SEARCH:

If this card is not on your homepage, 
click "Discover More"
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Check the Academic Calendar for Registration Dates! 
You will not be able to register for a class before 

registration opens for you (dates based on credits earned).



2. Click “Add/Drop Classes"

If you have a hold or questions, 
contact Student Central for assistance!
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TO REGISTER FOR A CLASS FROM CLASS SEARCH:



3. Select the term you want to register for 
from the dropdown

4. Click "Continue"

If you have a hold or questions, 
contact Student Central for assistance!
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TO REGISTER FOR A CLASS FROM CLASS SEARCH:



5. Use the "Find Classes" tab and follow the 
"To Look up Classes" steps 4-6

If you have a hold or questions, 
contact Student Central for assistance!
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6. Once you've identified the class you want 
to register for, click "Add"

You can repeat previous steps to add 
multiple classes to your Summary

7. Check the Summary box
The Action should be "**Web Registered**"

8. Click "Submit"

TO REGISTER FOR A CLASS FROM CLASS SEARCH:



9. If successfully added, the status will show "Registered"

Please meet with your Academic Planner 
before/after to make sure you are 

registering for the appropriate classes!
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TO REGISTER FOR A CLASS FROM CLASS SEARCH:



Once the class or classes are added, you can view 
them under the "Schedule and Options" tab

You can see how many credits you are 
registered for here

Add another class by repeating previous steps
Please meet with your Academic Planner 

before/after to make sure you are 
registering for the appropriate classes!
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TO REGISTER FOR A CLASS FROM CLASS SEARCH:



1. Click “Add/Drop or Register” under Registration

If this card is not on your homepage, 
click "Discover More"
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TO REGISTER FOR A CLASS WITH THE CRN:



2. Click “Add/Drop Classes"

If you have a hold or questions, 
contact Student Central for assistance!
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TO REGISTER FOR A CLASS WITH THE CRN:



3. Select the term you want to register for 
from the dropdown

4. Click "Continue"

If you have a hold or questions, 
contact Student Central for assistance!
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TO REGISTER FOR A CLASS WITH THE CRN:



5. Click the "Enter CRNs" tab

6. Enter one 4-digit CRN per box for each class you want to add (ex. 2425) 
and the course information will appear

Click "+Add Another CRN" to populate additional boxes and enter multiple CRNs at once
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If you have a hold or questions, 
contact Student Central for assistance!

TO REGISTER FOR A CLASS WITH THE CRN:



If you have a hold or questions, 
contact Student Central for assistance!

7. After entering a CRN, 
click "Add to Summary"

If you run into scheduling conflicts or 
prerequisites errors, you’ll receive an 

error notification
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TO REGISTER FOR A CLASS WITH THE CRN:



8. Check the Summary box
The Action should be "**Web Registered**"

9. Click "Submit"

If you run into scheduling conflicts or 
prerequisites errors, you’ll receive an 

error notification

Please talk with your Academic Planner if 
you have questions about this
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TO REGISTER FOR A CLASS WITH THE CRN:



10. If successfully added, the status will show "Registered"

Please meet with your Academic Planner 
before/after to make sure you are 

registering for the appropriate classes!
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TO REGISTER FOR A CLASS WITH THE CRN:



Once the class or classes are added, you can view 
them under the "Schedule and Options" tab

You can see how many credits you are 
registered for here

Add another class by repeating previous steps
Please meet with your Academic Planner 

before/after to make sure you are 
registering for the appropriate classes!
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TO REGISTER FOR A CLASS WITH THE CRN:



1. Click “Add/Drop or Register” under Registration

If this card is not on your homepage, 
click "Discover More"
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TO DROP A CLASS:



2. Click “Add/Drop Classes"

If you have a hold or questions, 
contact Student Central for assistance!
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TO DROP A CLASS:



3. Select the appropriate term 
from the dropdown

4. Click "Continue"

If you have a hold or questions, 
contact Student Central for assistance!
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TO DROP A CLASS:



3. Under Summary, select "Web DROP"
from the Action dropdown

If you have a hold or questions, 
contact Student Central for assistance!
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TO DROP A CLASS:



4. Click "Submit"

If you have a hold or questions, 
contact Student Central for assistance!
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TO DROP A CLASS:



5. If successful, the dropped class will be 
grayed out and status will show "Deleted"If you have a hold or questions, 

contact Student Central for assistance!
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TO DROP A CLASS:



Possible Registration Error Notifications

Time Conflict

Missing Prerequisite & Test Score

Missing Required Corequisite (ex. science lab)

Class or Waitlist Full/Closed
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Thank You!
Contact Student Central 

(studentcentral@concordia.edu) if you 
need assistance with registration

mailto:studentcentral@concordia.edu

	Slide 1:  MyInfo Online Course Search  & Registration Tutorial
	Slide 2: Table of Contents
	Slide 3: MyInfo
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11
	Slide 12
	Slide 13
	Slide 14
	Slide 15
	Slide 16
	Slide 17
	Slide 18
	Slide 19
	Slide 20
	Slide 21
	Slide 22
	Slide 23
	Slide 24
	Slide 25
	Slide 26
	Slide 27
	Slide 28
	Slide 29
	Slide 30: Possible Registration Error Notifications
	Slide 31

