Student Registration Guide
1. Know your program requirements.  Use your catalog and unofficial transcript or talk to an academic advisor or program instructor about which courses in which you need to enroll for the upcoming semester.  (It is helpful to complete a PTR or worksheet to put your information – courses and Course Reference Number (CRN) numbers - together before you go to the web to register.)

Access OneTech (http://onetech.atu.edu. Click on the Students tab at the top of the screen, then look for the links under Registration Tools on the right of your screen.

2. Click on “Registration Status” to be sure you do not have a hold that will prevent registration.

a.  Select appropriate term

b. Click submit

c. If there are no holds, continue to #3.  If there are holds, contact the appropriate office for more information.

3. If your registration status is “Eligible to Register”, click on the “back to Students Tab” in the upper left corner of your screen.  

4. Under Registration Tools:
· Click on “Look up Classes” to look up course information and CRN numbers

or

· Click on “Register and Add/Drop Classes” to begin entering your schedule.

5. If you have already looked up the CRN numbers for the classes in which you want to enroll, enter them in the boxes across the page (one six-digit CRN in each box) and click on “Register”.  

If you need to look up a class, click on “Class Search”:

· Enter search criteria (course prefix, course number i.e. BUS 1303)

· Click on Class Search

· Click on the box to the left of the course in which you wish to enroll.

6. Click “Register”.

7. Click “Submit Changes”.  Please note:  your seat in the class will not be reserved until you click Submit Changes.

8. Click “Student Detail Schedule” to display your schedule and then print.

If you get off track or out of sequence, click on Return to Main Menu at the top right of your screen.  It will take you to the Main Menu where you will select “Register and Add/Drop Classes” and continue at number 5 above.

