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“Joe Student can’t register. 
Can you help?” 

Don’t be this person! 

Registration 101 



• Enrollment Appointments 
• Registration Holds 
• Class Permissions 
• Over-Electing 
• Waitlists 
• Combined (“Bound”) Classes 
• Reserve Seating (“Reserve Caps”) 
• Viewing Enrollment Transactions 
• Error Messages 
• Other Enrollment Issues 
• Post Add/Drop Procedures 

Today’s Agenda 
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• Who gets an enrollment appointment? 
• When are they assigned? 
• How are they assigned? 

Enrollment Appointments 



• Who gets an enrollment appointment? 
• Active students who: 

• have enrollment in the current semester 
• have not applied to graduate for a term prior to the appointment term 

• Students on an approved leave who will be returning in the 
appointment term 
• leave must be showing in Cardinal Station – verbal approvals that don’t 

go through proper process will not result in appointments 
• New students and non-degree/non-certificate students do not get 

appointments 
• Access to enrollment begins on open enrollment date or once they are 

matriculated by Admissions, whichever occurs first 

• When are appointments assigned? 
• After the deadline to enter transfer credit 
• Roughly 1 month prior to start of registration 
• Only for the Fall and Spring semesters 

Enrollment Appointments 



• How are appointments assigned? 
• Differs by career 

• Undergraduates: based on credits earned 
• Does not include credits in progress 

• Law: based on class year 
• Graduates: must be in a degree or certificate program 

• Assigned via a one-time process 
• Once assigned, appointments do not change 
• Enrollment Services must be notified of any changes to the student’s 

record that would qualify them for a different appointment 
• i.e., additional transfer credits posted, added to UHP group, etc. 

• Once assigned, appointments           
can be viewed on the right-hand    
side of the Student Center page.            
>>>>>>>>>>>>>>>>>>>>>>>>>>>>> 

Enrollment Appointments 

http://enrollmentservices.cua.edu/Registration-and-Records/EnrollmentAppointmentSchedule.cfm


Questions? 

Enrollment Appointments 



• Enrollment Appointments 
• Registration Holds 
• Class Permissions 
• Over-Electing 
• Waitlists 
• Combined (“Bound”) Classes 
• Reserve Seating (“Reserve Caps”) 
• Viewing Enrollment Transactions 
• Error Messages  
• Other Enrollment Issues 
• Post Add/Drop Procedures 
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• What types of holds prevent registration? 
• How can the impact of a hold be determined? 
• Why are Enrollment Services holds assigned? 
• When are Enrollment Services holds assigned? 
• Can a hold be temporarily removed? 
• How are students made aware of holds? 

Registration Holds 



• What types of holds prevent registration? 
• Negative service indicators       with AENR, CENR, OR 

IENR impact   
• Positive service indicators        or indicators with NOIMP, 

NOREF, or TRAN impact do NOT prohibit registration 
• Most common holds preventing registration:  

• ADV – Advisor Hold 
• DN – Academic Dean/Chair Hold 
• DS – Dean of Students Hold 
• ES – Enrollment Services Hold 
• FRS – Freshman Enrollment Hold 
• HTC – Health Services Hold 
• JH – Judicial Hold 
• SF1/SF2/SF3/SF4/SF5/SF6/SF7 – Enrollment Services Hold 
• SFR – Enrollment Services Hold 
• UAD – Undergraduate Advisor Hold 

 
 

Registration Holds 



• How can the impact of a hold be determined? 
• To view impact of a hold: 

1. Select the hold icon 
 
 
 

2. Select the hyperlinked code for the hold you wish to 
view 

 
 
 
 
 

 

Registration Holds 



• How can the impact of a hold be determined? 
• To view impact of a hold: 

3. Scroll to the bottom of                
the View Service                   
Indicator page 

 
 

 
 
 
 

 

Registration Holds 



• Why are Enrollment Services holds assigned? 
• Student owes an outstanding balance  

• Balance less than $300 = EST hold 
• prevents official transcript release and receipt of diploma 

• Balance of $300 or more = ES hold 
• same impact as EST + prevents registration 

• Student needs to sign Statement of Financial 
Responsibility  
• Accessible via Student Center – signing electronically 

results in immediate removal of hold 
• Student is in or has been in collections 

• SF1/SF2/SF3/SF4/SF5/SF6 holds 
• Student has passed a bad check 

• SF7 hold – requires payment via certified funds for removal 
 
 
 
 

 

Registration Holds 



• When are Enrollment Services holds assigned? 
• ES/EST holds are assigned after the add/drop deadline 

for regular session classes 
• Students with ES/EST holds owe from the prior semester(s) 

• Once a new semester has begun students with these holds have 
significantly overdue balances 
• Do not permit students to sit in class even if they insist they have a 

plan to clear their balance 
 

 
 
 
 

 

Registration Holds 

Spring Summer Fall 
Due Date Friday before 

term 
Friday before 
term 

Friday before 
term 

Add/Drop 
Deadline 

2nd Friday of 
term 

Varies by 
session 

2nd Friday of 
term 

Holds 
Assigned 

Tuesday after 
add/drop 

Tuesday after 
add/drop for 
Session 26 

Tuesday after 
add/drop 



• Can a hold be temporarily removed? 
• This is up to the office that assigned the hold 
• Enrollment Services may temporarily remove a 

registration hold if the addition of another class(es) won’t 
increase balance such as when: 
• Student is already registered for a full-time courseload 
• Student is already registered and needs to add a zero credit 

class  
• Additional class(es) will qualify student for financial aid 

• Do not advise a student that their hold can be removed, 
even temporarily 
• If student is in one of above situations, advise them to 

contact ES to “discuss options” 
 
 
 
 

 

Registration Holds 



• How are students made aware of holds? 
• Holds are viewable to student via their Student Center 

• Selecting details hyperlink will take them to additional 
information about the hold, including impact and who to 
contact 

 
 
 
 

 

Registration Holds 



• How are students made aware of holds? 
• Enrollment Services emails students with registration 

holds roughly 10 days prior to enrollment 
appointment (for Fall and Spring registration only) 

 
 
 
 

 

Registration Holds 



• Key Takeaways 
• Do NOT assume that because a student has a hold 

they can not register. 
• Take the time to review all holds and their impacts 
• Don’t put the student in a panic without reason 

• If advising a student of their holds, be sure to refer 
them to the correct office(s) 
• Remember, not all holds are placed by Enrollment 

Services 
 

 
 
 

 

Registration Holds 



Questions? 

Registration Holds 



• Enrollment Appointments 
• Registration Holds 
• Class Permissions 
• Over-Electing 
• Waitlists 
• Combined (“Bound”) Classes 
• Reserve Seating (“Reserve Caps”) 
• Viewing Enrollment Transactions 
• Error Messages  
• Other Enrollment Issues 
• Post Add/Drop Procedures 
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• Where is consent assigned to a class? 
• How can I tell whether a class requires consent? 
• Who grants enrollment permission for classes 

requiring consent? 
• How is consent given for a class requiring 

department consent? 
• What are some other types of permissions that 

might need to be needed for enrollment? 
• Hint: There are 3 
 
 

Class Permissions 



• Where is consent assigned to a class? 
• Maintain Schedule of Classes page 

• Navigation: Curriculum Management > Schedule of 
Classes > Maintain Schedule of Classes > Enrollment Cntrl 
tab 
 
 

 
 

Class Permissions 

Department 
scheduler 

has access to 
change this 
at ANY time 



• How can I tell whether a class requires consent? 
• Look via Maintain Schedule of Classes page, 

Enrollment Cntrl tab (see prior slide) 
• Look via Class Search results (what the student sees) 

 
 
 

 
 

Class Permissions 



• Who grants enrollment permission for classes 
requiring consent? 
• Consent is entered by the department offering the 

course 
• Please ensure your instructors/advisors understand this!  

They should not be referring students to Enrollment 
Services for consent or other permissions.  
• Actual line ES hears way too much: “My instructor/advisor 

told me to tell you it was okay to let me enroll.” 

 
 
 

 
 

Class Permissions 



• How is permission given for a class requiring 
department consent? 
• Permissions must be entered via the Class Permissions 

page 
• Navigation: Records and Enrollment > Term Processing > 

Class Permissions > Class Permissions 
• When entering permissions, ensure you have the correct 

ID for the student 
• Cardinal Station has many duplicate names 

• Ensure that you are entering permissions on the correct 
section of the course 
• Sections do not always appear in the Class Permissions page 

in the expected order. 
 
 

 
 

Class Permissions 

Note: If you’ve granted permission and a student is still unable to enroll, check the 
permissions page to verify permission was assigned to correct ID and correct section. 



 
 

 
 

Class Permissions Make sure 
you are on the 
Permission to 

Add tab Use these 
arrows to 

move 
between 
sections 

Use these 
arrows to 

move 
between 
sections 

Section 
number 
appears 

here 

Student 
ID is 

entered 
here 



• What are other types of permissions that might be 
needed for enrollment? 
• Requisites Not Met 

• Allows student to enroll even if they don’t meet the 
catalog requisite 

• Is entered by the department offering the course 
• Career Restriction 

• Allows undergraduate to enroll in a 500+ level course 
• Is entered by the academic dean’s office 

• Permission Time Period 
• Allows student to enroll after the add/drop deadline 
• Is entered by the academic dean’s office 

• Requires approval of Dean of Undergraduate Studies or Dean 
of Graduate Studies, depending on student’s status 

 
 

 
 

 
 

Class Permissions 



 
 

 
 

Class Permissions 

To enter 
permissions 
other than 
“regular” 

consent, select 
this tab 



 
 

 
 

Class Permissions 

CUA does not use 
this permission type 

Used to enable a student to 
enroll despite not meeting 

catalog requisite 

Used to enable an 
undergraduate to enroll in a 

500+ course 

Used to enable a student to 
register after the add/drop 

deadline (use only w/proper 
Vice-Provost permission!) 

Note: Does not enable 
override of reserve caps; 

must email cua-
classes@cua.edu 

Note: Does not work for 
dynamically dated classes; 

must e-mail cua-
enrollmentservices@cua.edu 

Note: Student will be graded 
according to the graduate 

grading scale  
(no C+, C- or D grades) 



Questions? 

Class Permissions 
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• What is the enrollment limit (maximum credits) 
for a single semester? 

• Who grants permission for a student to “over-
elect” (take more credits than normal maximum)? 

• How is permission granted for a student to “over-
elect”? 
 
 

Over-Electing 



• What is the enrollment limit (maximum credits) 
for a single semester? 
 
 

Over-Electing 

Fall/Spring limits Undergraduate Graduate 
CUArch 19 (6 no-GPA) 18 (6 no-GPA) 

A&S, B&E 17 (6 no-GPA) 21 

Canon Law NA 19 (12 no-GPA) 

Engineering 21 (6 no-GPA) 19 (6 no-GPA) 

Intensive English 19 

Joint Programs 19 (6 no-GPA) 19 (6 no-GPA) 

MSPS 15 (6 no-GPA) 21 (21 no-GPA) 

Music 21 (6 no-GPA) 15 (6 no-GPA) 

Nursing, NCSSS 17 (6 no-GPA) 19 (6 no-GPA) 

TRS 17 (6 no-GPA) 15 (12 no-GPA) 

Note: Limits are slightly 
lower in summer term 



• Who grants permission for a student to “over-
elect” (take more credits than normal maximum)? 
• Academic dean’s office must approve request 

• How is permission granted for a student to “over-
elect”? 
• Academic dean’s office overrides limit via Term 

Activation page 
• Navigation: Records and Enrollment > Student Term 

Information > Term Activate a Student  
• Enrollment Limit tab 

 
 

Over-Electing 



• How is permission granted for a student to “over-
elect”? 
• Select “Override Unit Limits” checkbox and then input 

the new limits  
 

Over-Electing 



Questions? 

Over-Electing? 



• Enrollment Appointments 
• Registration Holds 
• Class Permissions 
• Over-Electing 
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• Combined (“Bound”) Classes 
• Reserve Seating (“Reserve Caps”) 
• Viewing Enrollment Transactions 
• Error Messages  
• Other Enrollment Issues 
• Post Add/Drop Procedures 
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• Where are waitlists set up? 
• How can the list of waitlisted students be viewed? 
• How can a student get on a waitlist? 
• How can a student bypass or jump the waitlist? 
• How/when are waitlisted students enrolled into 

the class for which they are waitlisted? 
• Why would a student on a waitlist not be enrolled 

into the waitlisted class? 
 
 

Waitlists 



• Where are waitlists set up? 
• Via Wait List Capacity field on Enrollment Control tab on 

Maintain Schedule of Classes page 
• Department schedulers have access to this field when 

semester schedule is still open to them 
• To add a waitlist after access is closed, email cua-classes@cua.edu 

 

Waitlists 



• How can the list of waitlisted students be viewed? 
• Via Class Roster page 

• Navigation (Staff): Curriculum Management > Class 
Roster > Class Roster 

• Navigation (Faculty): Faculty Center >         icon next to 
class in schedule 

• Change Enrollment Status field to “Waiting” 
 

Waitlists 



• How can the list of waitlisted students be viewed? 
• The waitlist roster will display the students on the 

waitlist and their position on the waitlist 
 

Waitlists 



• How can a student get on a waitlist? 
• Same process as enrolling in an open class 

• Must select the Wait list if class is full checkbox before 
adding class to shopping cart 

 

Waitlists 



• How can a student bypass or jump the waitlist? 
• They can’t -- only way to override is to cancel waitlist 

completely (not a good practice) 
• How/when are waitlisted students enrolled into 

the class for which they are waitlisted? 
• Hourly -- enrollment is via an automated process that 

runs every hour on the hour 
• If a spot opens up in a class with waitlisted students 

that spot is held for the students on the list 
• Students are moved from the waitlist into the class in 

the order in which they were added to the waitlist (i.e., 
by waitlist position as listed on the roster) 
• Position #1 gets first seat to open, Position #2 gets second 

seat to open, etc. 
 

Waitlists 



• Why would a student on a waitlist not be enrolled 
into the waitlisted class? 
• Student is enrolled in another class with a meeting 

pattern that conflicts with the waitlisted class 
• Students is already enrolled in the maximum number 

of credits 
• Student’s position on the waitlist is below another 

student 
• Automated waitlist enrollment process will hold seats for 

students on the waitlist even if points 1 & 2 apply 
• May be necessary for department to contact waitlisted 

students to encourage them to drop the conflicting class, 
obtain permission to overrlect, or drop themselves from the 
waitlist 

 

Waitlists 



Questions? 

Waitlists 
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• What is a bound class? 
• How is the enrollment cap set for a bound class? 
• Where can the enrollment cap for a bound class be 

viewed? 

Bound Classes 



• What is a bound class? 
• Two or more sections of a course (or of multiple courses) 

taught simultaneously in the same location 
• Sections are combined together for purposes of rooming 

• How is the enrollment cap set for a bound class? 
• Department provides “bound cap” when requesting 

sections be bound  > ES sets cap when binding sections 
• Combined cap can be greater or larger than caps on 

individual sections depending on how department wants to 
control enrollment but enrollment will stop once combined 
cap is reached  
 

 

Bound Classes 



• Where can the enrollment cap for a bound class be 
viewed? 
• Via the Combined Section hyperlinks on the Maintain 

Schedule of Classes page. 
• On the Meetings tab 

 
 

Bound Classes 



• Where can the enrollment cap for a bound class be 
viewed? 

• And also on the Enrollment Control tab 
 

 

Bound Classes 



• Where can the enrollment cap for a bound class be 
viewed? 
• Selecting the Combined Sections link on the prior to pages 

will display this page: 
 

 
 

Bound Classes 



• Where can the enrollment cap for a bound class be 
viewed? 

• Students can also see bound cap in Class Search results 
 

Bound Classes 



Questions? 

Bound Classes 
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• What is Reserve Capacity? 
• How can a student who doesn’t meet the Reserve 

Capacity requirement enroll in a class? 
• Where can a section’s Reserve Capacity be seen? 

 

Reserve Seating 



• What is Reserve Capacity? 
• A type of enrollment cap that restricts enrollment in a 

class section based on set criteria 
• Works similarly to catalog requisites but at the class 

section level -- can be built to look at almost anything 
tracked by the system 

• Can restrict enrollment in three ways: 
• Ensures that at least X seats are held for a select population 

• ex) Class cap of 30 with 20 seats reserved for Nursing students; 
remaining 10 seats can be filled by anyone 

• Reserves the last X seats for a select population 
• ex) Class cap of 30 with first 25 seats open to anyone and last 5 seats 

available only to Nursing students 
• Restricts enrollment to no more than X students in a select 

population 
• ex) Class cap of 30 with no more than 10 seats open to Nursing 

students 
 

 

Reserve Seating 



• How can a student who doesn’t meet the Reserve 
Capacity requirement enroll in a class? 
• Reserve Capacities can not be overridden – granting 

permission via class permissions page will NOT 
enable the student to enroll 
• Must contact Enrollment Services to remove or adjust 

Reserve Capacity 
• Best to only use Reserve Capacity in cases where 

exceptions will not be made 
• Can set Reserve Capacity to “expire” or change at a future 

date 
• ex) Class cap of 30 with 20 seats reserved for incoming first-year 

students through July 1st -- as of July 1st all remaining seats are open 
to anyone 
 

 
 

Reserve Seating 



• Where can a section’s Reserve Capacity be seen? 
• Reserve Cap tab on Maintain Schedule of Classes page 

Reserve Seating 



Questions? 

Reserve Seating 
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When a student attempts to enroll in a class an is unable 
they are provided with an error message. 

 
Identifying the error message is key to determining the 

reason the student can’t enroll. 

Viewing Enrollment Transactions 



• Enrollment transactions can be viewed via the 
Enrollment Request page 
• Navigation: Records and enrollment > Enroll Students 

> Enrollment Request 
• Use Find an Existing Value tab 
 

 

Viewing Enrollment Transactions 

Page defaults to Add a New 
Value tab – Select the Find an 

Existing Value tab instead 



• Enrollment transactions can be viewed via the 
Enrollment Request page 
• All transactions are recorded, successful and failed 

• Adds 
• Drops 
• Swaps 
• Withdrawals 
• Credit Value Changes 
• Grading Basis Changes 
• Grade Posting, if done on Enrollment Request page 
• Grade Changes 

• Date and time is recorded for all transactions 
although will only display on this page for failed 
transactions 
 

 

Viewing Enrollment Transactions 

These 
transactions 
can be made 
by student 

or staff 

These 
transactions 
can only be 

made by 
staff 



• Enrollment transactions can be viewed via the 
Enrollment Request page 
• When searching, it’s best to use ID, career, and term 

• Term can only be limited if career is also limited  
 

 

Viewing Enrollment Transactions 



• A student’s enrollment transactions can be viewed 
via the Enrollment Request page 
• Search results will include all transactions that match 

the criteria entered 
• Results will be listed in chronological order with oldest 

transaction first 
• Usually best to look at bottom result first and work backwards 

 
 

Viewing Enrollment Transactions 



 
 

Viewing Enrollment Transactions 

Section #1: Header 

Section #2: Request Details 

Section #3: Error Messages 



 
 

Viewing Enrollment Transactions 

Section #1: Header 

User ID of person who 
initiated transaction 

Status of transaction: 
Success, Errors Found, 
or Success/Messages 

Unique ID # for this 
transaction 

Note: Error Messages 
display to students as 

“Message”  



 
 

Viewing Enrollment Transactions 

Section #2: Request Details 

Class Associated Classes (if 
any) would be here 

Associated class sections 
(if any) would be here 

If transaction 
involved more 

than one course, 
use arrows to 
move between 

classes 

If transaction 
involved more 

than one course, 
use arrows to 
move between 

classes 

Items in this section 
will be populated 
only for certain 
transactions by staff 

Student transactions will be either 
Enroll, Drop, or Swap 



 
 

Viewing Enrollment Transactions 

Section #3: Error Messages 

Date/time of error 
message/enrollment 

transaction 

Severity of message: 
Error or Message 

Note: Date/time of successful transactions will not display unless a message was delivered. 
 

If this data is needed, it can be found by searching the Enrollment Request Search page  (Records and 
Enrollment > Enroll Students > Enrollment Request Search) using the Enrollment Request ID.  

Use to move to earlier 
(previous) or later (next) 

transactions 

Use to move to earlier 
(previous) or later (next) 

transactions 



Questions? 

Viewing Enrollment Transactions 
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Error Messages 

What’s going on here? 
 
How would you assist this student? 
 
 



Error Messages 

There is a Reserve Capacity assigned to this class section.  This student does not 
meet the criteria for the open seat(s). 
 
Check Maintain Schedule of Classes page (Reserve Cap tab) to determine the 
population for whom the remaining seats are being held and advise the student 
appropriately.  (Is there another section without reserved seating?  Another 
course that would work in place of this one?) 
 
The department offering the course can contact Enrollment Services (cua-
classes@cua.edu) to adjust or remove the Reserve Capacity if they’d like to allow 
the student into the class. 
 
Do not refer the student to Enrollment Services.  ES can not adjust Reserve 
Capacity based on a student request – request must come from department. 
 
 

mailto:cua-classes@cua.edu
mailto:cua-classes@cua.edu
mailto:cua-classes@cua.edu


Error Messages 

What’s going on here? 
 
How would you assist this student? 
 
 
 



Error Messages 

This student has a registration hold. 
 
Check the student’s holds to determine which hold(s) is preventing 
registration and refer student to the proper office(s). 
 
Remember, not all holds are handled by Enrollment Services and not all holds 
prevent registration!  Do not refer the student to Enrollment Services unless 
they have an Enrollment Services hold which prevents registration. 
 
 
 



Error Messages 

What’s going on here? 
 
How would you assist this student? 
 
 
 



Error Messages 

This course requires department consent. 
 
The department offering the course can enter consent on the Class 
Permissions page to enable the student to enroll.   
 
If the course shouldn’t require consent, the department can remove the 
consent requirement on the Maintain Schedule of Classes page (Enrollment 
Cntrl tab). 
 
Do not refer the student to Enrollment Services.  ES does not grant permission 
for enrollment. 
 
 
 



Error Messages 

What’s going on here? 
 
How would you assist this student? 
 
 
 
 



Error Messages 

The course has a catalog requisite and the student does not meet the criteria. 
 
The department offering the course can grant the student Requisites Not Met 
permission via the Class Permissions page to enable the student to enroll. 
 
If the requisite should be removed from the course entirely, the department 
should contact Enrollment Services (cua-classes@cua.edu). 
 
Do not refer the student to Enrollment Services.  ES does not override 
requisites and can not remove or adjust requisites based on a student request 
– the request must come from the department. 
 
 
 
 

mailto:cua-classes@cua.edu
mailto:cua-classes@cua.edu
mailto:cua-classes@cua.edu


Error Messages 

What’s going on here? 
 
How would you assist this student? 
 
 
 
 



Error Messages 

The student is enrolled in another course (class 1582) with a meeting pattern 
that conflicts, either in whole or in part, with this one. 
 
Students are not permitted to enroll in classes with time conflicts.  This can 
not be overridden. 
 
In rare cases, the appropriate vice-provost may approve that a separate 
section of a course be offered to a student with a time conflict.  In these cases 
the missed contact hours must be made up either through an alternate 
meeting pattern or additional out-of-class work. 
 
Do not refer the student to Enrollment Services.  ES does not override time 
conflicts and does not approve alternate arrangements. 



Error Messages 

What’s going on here? 
 
How would you assist this student? 
 
 
 
 



Error Messages 

The student has already enrolled in the maximum number of credits allowed 
for the term. 
 
The students’ academic dean’s office needs to approve additional units for the 
student.  If approved, they will change the Term Activation page to enable 
enrollment in additional units. 
 
Do not refer the student to Enrollment Services.  ES does not grant approval 
for students to over-elect. 



Error Messages 

What’s going on here? 
 
How would you assist this student? 
 



Error Messages 

This is a bound class and the combined cap has been reached. 
 
The department offering the course can complete the Adjust Course Capacity 
form on the Enrollment Services website to have the bound cap increased.  
(Ability to increase is subject to what the classroom capacity will 
accommodate.  Classroom capacity can be viewed next to the room location 
on the Maintain Schedule of Classes page.) 
 
Alternately, student may add themselves to           
the waitlist. 
 
Do not refer the student to Enrollment Services.  ES does not adjust class caps 
based on student request – request must come from department. 
 

http://enrollmentservices.cua.edu/facultystaffinfo/CourseCapacity.cfm
http://enrollmentservices.cua.edu/facultystaffinfo/CourseCapacity.cfm


Error Messages 

What’s going on here? 
 
How would you assist this student? 



Error Messages 

This is an undergraduate student attempting to enroll in a course numbered 
500 or higher. 
 
The student needs to seek permission to enroll from their academic dean’s 
office.  If permission is granted, that office will enter the Career Restriction 
permission on the Class Permissions page. 
 
Student should be made aware that they will be graded on the graduate 
grading scale. 
 
Do not refer the student to Enrollment Services.  ES does not approve 
undergraduates to enroll in graduate level courses. 



Error Messages 

What’s going on here? 
 
How would you assist this student? 



Error Messages 

The add/drop date for this class has passed. 
 
If the academic dean’s office endorses the student’s late enrollment they will 
seek approval of the appropriate vice-provost.  If approval is granted the 
dean’s office will enter Permission Time Period permission on the Class 
Permissions page. 
 
Note: If the student is not yet enrolled in any classes this term they will be 
assessed a $500 Late Registration Fee once they register. 
 
Do not refer the student to Enrollment Services.  Late enrollment can only be 
approved by the academic dean in conjunction with the appropriate vice-
provost. 



Error Messages 

The class is full.  The waitlist is also full (or there is no waitlist). 
 
The department offering the course can complete the Adjust Course Capacity 
form on the Enrollment Services website to have the cap increased.  (Ability 
to increase is subject to what the classroom capacity will accommodate.  
Classroom capacity can be viewed next to the room location on the Maintain 
Schedule of Classes page.) 
 
To have a waitlist created or add additional       
seats to an existing waitlist, email                  waitlist, email 
cua-classes@cua.edu.  
 
Do not refer the student to Enrollment Services. 

http://enrollmentservices.cua.edu/facultystaffinfo/CourseCapacity.cfm
http://enrollmentservices.cua.edu/facultystaffinfo/CourseCapacity.cfm
mailto:cua-classes@cua.edu
mailto:cua-classes@cua.edu
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Error Messages 

Same as the prior error except this class has waitlist spots available. 
 
Advise the student to add his/herself            
to the waitlist. 
 
Do not refer the student to              
Enrollment Services. 



Error Messages 

What’s going on here? 
 
(Hint: This isn’t actually an error message.  The Enrollment Request page just 
shows all messages in the Error Messages section.) 



Error Messages 

This is the message students receive when enrolling themselves onto a 
waitlist.  Note that they are provided with confirmation that they have been 
added to the waitlist as well as their position number. 
 
No need to take any action here – if/when a spot in the class opens up 
waitlisted students are automatically enrolled into the class. 



Error Messages 

What’s going on here? 
 
(Hint: This isn’t actually an error message.  The Enrollment Request page just 
shows all messages in the Error Messages section.) 



Error Messages 

This is the message a student receives when enrolling in a class they’ve already 
taken (or for which they have been granted transfer equivalency) that is not 
designed to be repeatable for credit.   
 
If the earlier grade was a D or an F the new grade will replace the prior grade in 
the GPA.  If the earlier grade was a C- or better then both grades will calculate 
into the GPA.  Either way, the student will only earn credit once. 
 
If your department offers the course and it should be repeatable for credit email 
cua-classes@cua.edu to have the course made repeatable in the catalog. 
 
Do not refer the student to Enrollment Services.  ES can not grant credit for a 
repeat of a course – credit can only be given if the department makes the course 
repeatable for credit at the catalog level. 

mailto:cua-classes@cua.edu
mailto:cua-classes@cua.edu
mailto:cua-classes@cua.edu


Error Messages 

What’s going on here? 
 
(Hint: This isn’t actually an error message.  The Enrollment Request page just 
shows all messages in the Error Messages section.) 



Error Messages 

This is the message a student receives when dropping a course after the 
add/drop deadline.  Note that the message confirms that a grade of W has 
been assigned for the class. 
 
Do not refer the student to Enrollment Services.  ES does not have the 
authority to waive a W. 



Error Messages 

What’s going on here? 
 
How would you assist this student? 



Error Messages 

This student is attempting to drop a course that requires drop consent. 
 
The department offering the course can grant permission to drop via the Class 
Permissions page (Permission to Drop tab). 
 
If the course shouldn’t require drop consent,          
the department can remove the consent           
requirement on the Maintain Schedule of                  
Classes page (Enrollment Cntrl tab). 
 
Do not refer the student to Enrollment Services.           
ES does not grant drop consent. 



Error Messages 

What’s going on here? 
 
How would you assist this student? 



Error Messages 

This student has a hold that prevents drops. 
 
Check the student’s holds to determine which hold(s) is preventing registration 
and refer student to the proper office(s). 
 
Remember, not all holds are handled by Enrollment Services and not all holds 
prevent drops!  Do not refer the student to Enrollment Services – there are no ES 
holds that prevent drops. 



Error Messages 

What’s going on here? 
 
How would you assist this student? 



Error Messages 

This student has attempted to drop a class that is a required co-requisite of 
another class in which they are still enrolled. 
 
Review the student’s other courses to determine which course requires that they 
be enrolled in the one they are attempting to drop.  They will need to check 
with that department offering that course to request permission to remain 
enrolled even if they drop the co-requisite.   

• If permission is granted, the department offering the course that the 
student wishes to drop will need to grant permission to drop via the Class 
Permissions page (Permission to Drop tab). 

• If permission is not granted the student will need to drop both courses. 
  

Do not refer the student to Enrollment Services.  ES does not grant exceptions to 
requisites.   



Error Messages 

What’s going on here? 
 
(Hint: This is an attempt to drop a class.) 
 
How would you assist this student? 



Error Messages 

Student has attempted to drop a class after the last day to drop with a W. 
 
It is too late for the student to drop this class.   
 
Do not refer the student to Enrollment Services.  ES does not extend academic 
deadlines. 



Error Messages 

 
 
 
 
 
 
BONUS!  (These are pretty rare.) 
 
What’s going on here? 
 
How would you assist this student? 



Error Messages 

 
 
 
 
 
 
In both of these cases, catalog-level changes were made to the course (grading 
basis/credit value) after the student had already added the course to his/her 
shopping cart. 
 
The student should remove the course from the cart and re-add it from 
scratch.  



Error Messages 

What’s going on here? 
 
How would you assist this student? 



Error Messages 

An employee with enrollment access has attempted to enroll this student before 
the student has access to enroll. 
 
Check the Student Center page to see when the student has access to enroll.  Try 
the transaction again on or after that date (or, better yet, have the student enroll 
themself!)  
 
If you believe the student should have access to enroll now, contact Enrollment 
Services. 



Questions? 

Error Messages 



• Enrollment Appointments 
• Registration Holds 
• Class Permissions 
• Over-Electing 
• Waitlists 
• Combined (“Bound”) Classes 
• Reserve Seating (“Reserve Caps”) 
• Viewing Enrollment Transactions 
• Error Messages  
• Other Enrollment Issues 
• Post Add/Drop Procedures 

Today’s Agenda 



Other Enrollment Issues 

Student is attempting to enroll in classes and sees this message: 
 
 
 
 
 
 

 
• What’s going on here? 

 
• How would you assist this student? 



Other Enrollment Issues 

• Student has attempted to begin an enrollment transaction 
before they have access to enroll. 
 

• Refer to the student’s Student Center page to see their actual 
enrollment date. 
 

• If you believe the student should have access to enroll now, 
contact Enrollment Services. 
• Best to consult Enrollment Appointment page first 

http://enrollmentservices.cua.edu/Registration-and-Records/EnrollmentAppointmentSchedule.cfm


Other Enrollment Issues 

• Enrollment date: things to keep in mind: 
• Enrollment appointments are assigned based on credits earned not 

by projected class year. 
• Transfer credits entered after appointment is assigned do not 

automatically result in an updated appointment. 
• Contact ES to change appointment if transfer credits are posted 

after appointment is assigned 
• Students who withdrew or have been WADM’d (withdrawn for 

failure to enroll without being on an approved leave) need to apply 
for re-admission. 

• New and re-admitted students don’t have access to register until 
they have been admitted and matriculated by Admissions. 

• If a student has applied to graduate they will generally not have 
access to register beyond their graduation term.  

• If beginning a new program, they must be admitted and matriculated by 
Admissions before they can enroll. 

 
 

No Select button 
Matriculation is 

triggered by payment of 
enrollment deposit 



Other Enrollment Issues 

Student wants to enroll in ART 232 but there is no select button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
• What’s going on here? 

 
• How would you assist this student? 



Other Enrollment Issues 

• Possibility #1: The class is already in the student’s shopping cart. 
 

• To view their cart, select the Shopping Cart hyperlink in the student’s 
Student Center… 

 
 
 
 



Other Enrollment Issues 

… then select the term you wish to view. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• The shopping cart contents will appear after you select Continue. 
 
 
 
 



Other Enrollment Issues 

 
 
 
 
 

There it is! 



Other Enrollment Issues 

• Possibility #2: The student is searching in the Course Catalog and not the 
semester schedule. 

 
 
 
 
 

No Select button 



Other Enrollment Issues 

• Possibility #3: The class is dynamically dated and the add/drop date has 
passed.  (The select button will continue to display on regular session 
classes past the add/drop date.) 
 
• Late adds in DD classes can only be processed by Enrollment Services 

so there’s no need for the student to put the class in their cart at this 
point anyway. 

 
 
 
 
 



Other Enrollment Issues 

Student is unable to locate a class that is being offered. 
 
• What could the student be doing wrong? 
 
 
 
 
 
 



Other Enrollment Issues 

• What could the student be doing wrong? 
• Searching catalog instead of semester schedule 
• Searching incorrect semester 

• Criteria sets to current term by default 
• Entering course number in Class Number field 

• Course number = catalog number that identifies course 
(usually three digits) 

• Class number = term-specific number that identifies a 
particular section           
of a course 

 
 
 
 
 
 

Class Number field 



Other Enrollment Issues 

• What could the student be doing wrong? 
• Using search criteria that restricts the class they 

need from appearing in results 
• By default, search results will be limited to 

current term and will exclude closed classes 
 
 
 
 
 
 

Selecting this arrow 
enables student to select 
additional search criteria 



Other Enrollment Issues 

Student needs to enroll in a class that is hidden from 
the schedule. 
 
• Why would a class be hidden from the schedule? 
• How is a class hidden from the schedule? 
• How can a student enroll in a hidden class? 
 
 
 
 
 
 



Other Enrollment Issues 

• Why would a class be hidden from the schedule? 
• There is no classroom assignment 
• The section is scheduled only for one particular student 
• Department not yet certain section will be offered 
• Department wants to encourage enrollment in another 

section 
• How is a class hidden from the schedule? 

• Schedule Print box is unchecked on Maintain Schedule 
of Classes              
page               
(Basic                 
Data tab) 

 
 
 
 
 
 
 



Other Enrollment Issues 

• How can a student enroll in a hidden class? 
• Student should be provided with the Class Number so 

they can add class to cart without searching for it. 
• Remember: class number is the semester-specific number 

that identifies the particular section of the course 
• Class Number can be found via Maintain Schedule of 

Classes page and will always be four digits 
 

 
 
 
 
 
 



• When is a Late Registration Fee assessed? 
• How much is the Late Registration Fee? 
• How does a student appeal a Late Registration 

Fee? 

Other Enrollment Issues 



• When is a Late Registration Fee assessed? 
• Fee is assessed when a student’s initial registration for a 

term is on or after the first day of classes. 
• Only applies in Fall and Spring semesters 

• How much is the Late Registration Fee? 
• $75 for registration on first day of term through the 

add/drop deadline 
• $500 for registration after add/drop* 

• How does a student appeal a Late Registration 
Fee? 
• Fee is appealed through academic dean’s office 

• Approvals should be limited to cases of administrative 
delay or error 

*requires approval of appropriate Vice-Provost 

Other Enrollment Issues 



• What is a dynamically dated class? 
• How are academic deadlines calculated for 

dynamically dated classes? 
• Where are academic deadlines listed for 

dynamically dated classes? 

Other Enrollment Issues 



• What is a dynamically dated class? 
• Class that does not span the entire semester  

• How are academic deadlines calculated for 
dynamically dated classes? 
• Deadlines are based on the corresponding percentage 

of class meetings as classes in the regular session 
• For fully online programs in Metro, Nursing, and 

NCSSS, deadlines follow the Online Programs 
Academic Calendar 
• Calendar is linked to the Academic Calendar page on the 

Enrollment Services website 
 

Other Enrollment Issues 

http://enrollmentservices.cua.edu/Registration-and-Records/onlineprograms.cfm
http://enrollmentservices.cua.edu/Registration-and-Records/onlineprograms.cfm


• Where are academic deadlines listed for 
dynamically dated classes? 
• Via the calendar icon – visible in search results and in 

student’s schedule in Cardinal Station Student Center 

Other Enrollment Issues 

Select the calendar icon 
to view academic 

deadlines 

Select the calendar icon 
to view academic 

deadlines 

Select the calendar icon 
to view academic 

deadlines 

Student Center view 

Search results view 



• Where are academic deadlines listed for 
dynamically dated classes? 
• Selecting the calendar icon will display deadlines 

Other Enrollment Issues 



• Who is eligible to enroll in courses through the 
consortium? 

• Can students take any course through the 
consortium? 

• How does a student enroll in a consortium course? 
• How does a student drop a consortium course? 
• Can courses taken through the consortium be used 

to “replace” a grade of D or F? 
• How do students pay for consortium courses? 

Other Enrollment Issues 

Note: This section applies to the Consortium of Universities of the Washington Metropolitan Area. 
 

Washington Theological Consortium policies will differ (but apply only to TRS students).   



• Who is eligible to enroll in courses through the 
consortium? 
• Degree-seeking students except for students: 

• In School of Canon Law 
• In Columbus School of Law 
• In Metropolitan School of Professional Studies 
• In fully online programs 
• Who have been provisionally admitted 

• Can students take any course through the consortium? 
• Course must be needed for degree requirements and not 

offered at CUA 
• Only for-credit courses can be taken; auditing not permitted 
• Internship, directed readings/research, thesis/dissertation 

guidance/research can not be taken  
• Consortium schools may place restrictions on courses open to 

consortium enrollment 
• Student may need to obtain consent for courses that require it 

Other Enrollment Issues 



• How does a student enroll in a consortium course? 
• Must obtain two forms from Enrollment Services office: 

• Consortium Registration Form 
• Consortium Request Form: Statement of Need 

• Student completes forms with advisor, obtains dean’s 
signature, and returns to Enrollment Services 

• Forms must be submitted by the add/drop deadline 
• If other school has earlier add/drop deadline, must be 

submitted by that date 
• Once processed, student will be enrolled into the course 

in Cardinal Station (subject code CNXX) 
• How does a student drop a consortium course?  

• Via Cardinal Station – same process as dropping any 
other course 

Other Enrollment Issues 



• Can courses taken through the consortium be used 
to “replace” a grade of D or F? 
• No – only the same course taken at CUA can be used 

to replace a D or F in the GPA 
• How do students pay for consortium courses? 

• Charged by CUA at CUA’s normal tuition rate 
• Course fees (if any) may be billed by the visited 

institution (i.e., lab fees, studio art fees, etc.) 

Other Enrollment Issues 



Questions? 

Other Enrollment Issues 



• Enrollment Appointments 
• Registration Holds 
• Class Permissions 
• Over-Electing 
• Waitlists 
• Combined (“Bound”) Classes 
• Reserve Seating (“Reserve Caps”) 
• Viewing Enrollment Transactions 
• Error Messages  
• Other Enrollment Issues 
• Post Add/Drop Procedures 

Today’s Agenda 



• How can students enroll after the add/drop 
deadline?   

• How can a student drop a course after the add/drop 
deadline without receiving a W? 

• If a student withdraws from a course and then 
changes their mind how can they get back into the 
class?   
 

Post Add/Drop Procedures 



• How can students enroll after the add/drop 
deadline?  
• If the instructor and academic dean approve late 

enrollment the dean should request approval from: 
• For undergraduate students: Dean of Undergraduate Studies 
• For graduate students: Dean of Graduate Studies 

• If DOUS/DOGS approves late add: 
• For regular session courses: Dean’s office enters Permission 

Time Period permission via Class Permissions page so 
student can enroll his/herself. 
• Notification to Enrollment Services is not necessary 

• For dynamically dated courses: Approval is sent to cua-
enrollmentservices@cua.edu for processing 

• For swaps: Approval is sent to cua-
enrollmentservices@cua.edu for processing 
 

 

Post Add/Drop Procedures 

mailto:cua-enrollmentservices@cua.edu
mailto:cua-enrollmentservices@cua.edu
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• How can a student drop a course after the add/drop 
deadline without receiving a W? 
• Generally, they can’t 
• In rare cases where a student was incapacitated prior 

to the deadline or where there was administrative 
error approval may be given by: 
• For undergraduate students: Dean of Undergraduate 

Studies 
• For graduate students: Dean of Graduate Studies 

• Approval is sent to cua-enrollmentservices@cua.edu 
for processing 

• Note: In cases where a student claims to have 
attempted a drop before the deadline, search 
Enrollment Request page to check for drop attempts 
• Remember, Cardinal Station records all transactions, even 

those that are not successful 
 

Post Add/Drop Procedures 

mailto:cua-enrollmentservices@cua.edu


• If a student withdraws from a course and then 
changes their mind how can they get back into the 
class?   
• If the instructor and academic dean approve the 

student being allowed back into the course the dean 
should request approval from: 
• For undergraduate students: Dean of Undergraduate 

Studies 
• For graduate students: Dean of Graduate Studies 

• If DOUS/DOGS approves late add: 
• Approval is sent to cua-enrollmentservices@cua.edu for 

processing 
• Student does not have access to re-add a withdrawn course; 

ES must remove the W grade and restore the original grading 
basis 

 
 

Post Add/Drop Procedures 

mailto:cua-enrollmentservices@cua.edu


Questions? 

Post Add/Drop Procedures 



General/Registration Inquiries: 
cua-enrollmentservices@cua.edu 

 
Class Scheduling/Catalog issues: 

cua-classes@cua.edu  
 

Admissions and Enrollment Management are not under the 
purview of Enrollment Services.  To contact those offices: 
Admissions (undergraduate): cua-admissions@cua.edu  
Admissions (graduate): cua-gradadmissions@cua.edu  

Enrollment Management: cua-enrollmentmanagement@cua.edu  

Contact Enrollment Services 

mailto:cua-enrollmentservices@cua.edu
mailto:cua-classes@cua.edu
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