
THE CITADEL 
Office of the Registrar 

 
Welcome to the new Banner Registration pages 

 

You may access registration through your my.citadel.edu account by clicking on Student Registration 
Tools located on The Office of the Registrar tile. 

 

 

You are now in your Banner Web account and may navigate through the different options. 

 

 



Your Profile allows you to see your personal information as well as your advisor assignment. 

 

 

If you click on your advisor’s name, you will be able to email your advisor and find their office 
information. 

 

 

 

 

On the left side there are tools that you may find useful such as registering for classes and viewing 
grades.  These are the same options that are located on the main Banner Web page. 

You can also update your personal information such as address and phone number.   

 

For registration, use the Registration Tools link found on the Student Services page.  

 

 

You will be asked to enter the term that you would like to register for.  This is a drop-down menu.   



 

You are now able to search for classes.  Although this page is helpful, we suggest that you click on the 
Student or Registration link at the top of the page.  This provides you with multiple options.  

 

 

You will now be able to view additional registration options.    

 

Start by clicking on the Prepare for Registration link. 



 

 

This link allows you to view important information prior to registration. You will be able to view the date 
and time you can start registering as well as any holds that may prohibit registration. 

 

 

In the above example, the student has an academic advising hold highlighted in red that must be 
removed by the student’s faculty advisor prior to registration. 

Your registration time, known as a time ticket, is listed in the blue bullet.  

You may take advantage of the Plan Ahead option. 

This function allows you to plan for the semester by selecting the courses that you plan to take during 
the next semester prior to registration. By completing this plan, you will have an easier time registering 
for classes. 

 

You will be directed to select a term and create a plan by clicking the Create a New Plan button.  

 

 

You must first search for the courses you expect to take during the upcoming term.   You can search the 
subject and/or course number. Note: It may be faster to enter the subject code rather than the 
complete subject (FSWI rather than Freshman Writing).   



You can also type information in the Keyword search if you want to search for a course title or ROTC 
fulfillment course. 

 

Once you have entered the subject and course information and have clicked the search button, you will 
be able to view the course and the available sections during the selected term.  

 

Select the Add Course button, and the course will be added to you plan for the term.  

 

It is advised that prior to registration, do not select a specific section until your registration time unless 
you have specific requirements such as an honors section. 

You will see the course added to your Untitled Plan for the term. 

You can click the Search Again button to add additional classes. 

 

Continue these steps until you have listed the courses that you would like to register for when your 
registration period begins.  

 

When you are done, click the Save Plan button.  

 



When your registration period begins, click on the Register for Classes link and select the registration 
term. 

 

  If you have a hold that prohibits registration, you will see a window colored in red. 

 

If your hold was recently removed it could take a few minutes for the system to process the request, so 
it is important to resolve outstanding obligations prior to your registration period. 

You can now register for classes.  If you did not create a plan, you can search classes by subject, course 
number, days of the week etc.   You can search by CRN or you can use your plan. 

 

The Find Classes tab allows you to enter a subject and/or course number, Key words, days of the week, 
and course times. 



 

The Enter CRNs tab allows students to enter the CRN for a specific course.  CRNs that start with a 1 are 
spring courses, CRNs that start with a 5 are fall courses and CRNs that start with a 3 are summer courses. 

 

The Plans tab allows students who created a plan to use their plan to select classes.  

 



When registration opens, students can click the View Sections button to see all the sections related to 
the class. 

 

All the sections of that class will appear with the days and times.  Expand the Status column in order to 
view all the messages.  

 

Click the Add button, and it will be added to your schedule as pending. 

 

You will see the course appear in the Class Schedule and Summary windows, and click submit. 

 

The course will change to a different color indicating that you are registered for the course.  

 

Continue this process through all the courses that are on your Plan. 

If a conflict exists, there will be a Time Conflict indicator located in the Status block.  

 

If an error appears in the summary, it means you will need to adjust your schedule. 

 



 

Common errors are: 

Time Conflict – Means there is another course at the same time as the course you are trying to register 
for.  To resolve this issue, try to find another section of one of the courses at a different time.  

Corequisite – Means that a course must be taken at the same time as one of the courses on your 
schedule.  Quite often it will indicate what the corequisite is and you can register for the other course.  
This happens with lab sciences, Freshman Writing and Freshman Seminars. 

 

Prerequisite – This means you must to another course prior to enrolling in the course you just 
attempted to register for.  You can click on underlined course title and look at the prerequisites. 

 

Once you have resolved the error, you can click submit again.  



 

When you are done, you should see your schedule on the left and your course registration status on the 
right.   

 

 

 

 

 

 


