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Chapter 7:  Student Self Service Registration 
 
Once students are term activated and assigned a registration appointment time they can enroll in classes 
using the self-service functionality in PeopleSoft. 
 
Log into the system using the 
SJSU Student User ID and 
Password. 
 
 

  
The PeopleSoft Main Menu page 
Displays. 
 
Navigate to the Enroll in a Class 
page. 
 
1. Main Menu 
2. Self Service 
3. Enrollment 
4. Enrollment: Add Classes 
  
The Enrollment page displays. 
 
 
 
 
 
Click on the Term in which 
you want to enroll. 
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Enter the class number or 
click on the Search for Classes 
Search button. 

  
Note: If a student is enrolled in classes for the term the student's class schedule display. 
  
The Add Classes page displays. 
 
 
 
 
Enter the Subject and an 
additional piece of search 
criteria. 
 
 
 
 
 
 
 
Click the Search button 
 
 
 
  
Page Description: 
 
Use this page to enroll in classes for the selected term and session. 
 
Field Description: 
 
Course Subject: Displays the course subject and catalog number. 
 
Course Number: Enter the Class Number of the class in which you want to enroll. 
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Course Career: The Career that the course was created under in the catalog e.g. undergraduate, graduate. 
 
Show Open Classes Only: When checked “On” will only display classes with seats available. 
 
Click on the Additional 
Search Criteria to view 
additional  

 
  
The Additional Class Search 
page displays. 
 
 
Enter two pieces of criteria 
and click the search button. 
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The class search results page 
displays. 
 
Click on the View All 
Sections. 

 
  
Select a class by clicking on 
the Section link. 

 
  
The Related Class Sections Add 
page displays. 
 
1. Select the related Lab 

section 
2. Click the Next button 
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Page Description: 
 
Use this page to select the related component classes if the class has multiple parts. 
 
Field Description: 
 
Class Nbr: Displays the five digit enrollment code. The system also displays the course subject, catalog 
number and class title. 
 
Class Section: Displays the class section number.  The system also displays the class component type. 
 
Schedule: Displays days and times class is offered. 
 
Location: Displays where the class meets. 
 
Instructor: Displays the name of the instructor assigned to teach the class. 
 
Status: Displays if the class is open or closed to registration. 
 
Add the class permission number 
if the class requires department 
or instructor consent. 
 
Click the Next button 
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A message displays that the 
selected class has been placed in 
the student’s shopping cart. 
 
 
 
 
 
 
 
 
Click on the Proceed to Step 2 
of 3 button. 

  
To enroll in course selected 
click the Finish Enrolling 
button. 
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Verify the enrollment status by 
looking at the Add Status field. 
 
 
 
 
 
 

 
  
If the Enrollment Request was 
not successful the system 
displays error message relevant 
to the class and student 
enrolling. 
  
 
 
 

 
  
To drop a class click on the 
Drop tab. 
  
The Drop/Update Classes page 
displays. 
 
Select the course you want to 
drop. 
 
Click Drop Selected Classes 
button. 
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The Drop Classes Confirmation 
page displays. 
 
 
 
 
To complete dropping the class 
selected click on the Finish 
Dropping button. 

  
The Dropped Results page 
displays. 
 
Check the status of your 
request. 

  
Page Description: 
 
Use this page to drop or update classes with a status of enrolled. 
 
Field Description: 
 
Action: Select the enrollment action that you would like the system to perform. 
 
Subject/Catalog #: Displays the class subject and the corresponding catalog number. 
 
Section:  Displays the class section number. 
 
Enrollment Status: Displays the Enrollment status of the class. 
 
Units: Displays the number of units assigned to the class. 
 
Grading Option: Displays the grading basis for the class. 
 
Instructor Choice: Displays the instructor assigned to the course. 
 
Update Status: Displays the status of the update/drop request. 
 
Submit: Click the Submit button to process changes made to the enrollment. 
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To view a class schedule 
navigate to the View My Class 
Schedule page. 
 
1. Main Menu 
2. Self Service 
3. Student Center 
4. My Class Schedule. 

 

  
The My Class Schedule page 
displays. 
 
 
Click on the Display Option 
and Term you want to view. 

  
Page Description: 
 
Use this page to view a class schedule for a specific term. 
 
Field Description: 
 
Subject/Catalog Number: Displays the class subject and the corresponding catalog number. 
 
Cls #: Displays the five digit enrollment class number.  
 
Class Section: Displays the class section number. 
 
Component Type: Displays the type of course offering e.g. lecture, lab, and seminar. 
 
Description: Displays the Title of the course. 
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Grading Options: Displays the Grading Basis assigned to the course. 
 
Grade: Displays the grade received for the course once grades have been recorded. 
 
Units: Displays the total number of units assigned to the class. 
 
Status: Displays the enrollment status of the course. 
 
Academic Calendar button: Displays academic deadlines for dropping and adding classes. 
 
Class Start/End Time:  Displays the start and end time of the class. The system also displays the days of 
the week the class is offered. 
 
Location: Displays the building and room number of the class. 
 
Class Begin/End Dates: Displays the start and end date of the class. 
 
Instructor: Displays the name of the instructor assigned to teach the class. 
 




