
Instructions on 
Registering for Spring 

2011 Classes



You must meet with your Academic Advisor – find the updated list of advisors online 
at http://www.njit.edu/registrar/directory/index.php.  You will complete an Advising 
Form with your advisor and turn it into the Center for First Year Students – your 
advisor has a copy of the form.

The first day that Freshmen students (anyone with less than 28 earned credits) can 
register is November 18 – make sure you have turned in a copy of the Advising Form 
to the Center for First Year Students BEFORE November 18.

If you unready to register or not sure what classes you want to take for the Spring, 
you can always register after November 18.  Plus you can change your class schedule 
until the first week of the Spring semester – don’t stress out making it perfect, since 
you may need to change your schedule for any number of reasons.

There are THREE major steps to registering for classes:  Build a Schedule, 

Find the Course Call Numbers and Register on Banner Student Self-Service.

Before Registering for Classes

http://www.njit.edu/registrar/directory/index.php
http://www.njit.edu/registrar/directory/index.php


Step One – Build a Schedule

Before you register for classes, make sure that the 
schedule you want doesn’t have time conflicts – the 
easiest way to do this is to use the Schedule Builder 
on the Registrar website:

http://www.njit.edu/registrar/schedules/index.php 



Step Two– Choose the Semester
and Courses to Build
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Pick Spring as the semester 
you want to add courses (1)

Select the courses you want 
to add – first by subject (2), 
then by subject and section 
(3)



Step Three– Choose Open Courses 
for your Schedule

You will notice when you select a 
course that open and closed 
courses can be viewed – closed 
courses are clearly marked (1) 
and open courses show how 
many seats are taken (2) – you 
can only select open courses for 
your schedule builder (3)
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Step Four– Review course 
selections & conflicts

Courses you select will show up 
on your schedule in the times 
and days of the course (1). 
Select a new course section (2) 
and it will show up on the 
calendar if there are no time 
conflicts (3)
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Step Five– Find Course 
Call Numbers

Once you have a schedule you want (or at least without 
time conflicts) you will need the call numbers in order to 
register for the courses.

You can find the course call numbers by semester (1) on 
the Registrar’s website – remember to select the correct 
semester!  Don’t forget to look up Rutgers-Newark 
information in case you need to cross-register (2)
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Step Six– Course Call Numbers

Pick  the department with the class you want to 
register for.  On the next screen, you pick out 
which course you want – Honors sections are 
listed separately.
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Step Seven – Course Call Numbers

Look for the section you found on the Schedule Builder (1) and make sure there 
are still spaces available (2).  Make a note of the Call Number (3)– you will need 
it to register for this course.  Repeat Steps Six and Seven for all the courses you 
want for the Spring semester.
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Step Eight– Log-In to Banner

Log-in to Highlander Pipeline with 
your UCID and password (1).  Click on 
the Student Services tab (2) and then 
click on Banner Student Self-Service 
(3).  This will take you to a new 
screen where you can find your holds 
and register for classes.2
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Step Nine – Banner Self-Service

At the Main Menu click on Student (1) – then Registration (2) – then Add 
or Drop Classes (3) – then Verify (4) the Registration Term (2011 Spring)  
You can also check your Holds under Student Records in the Student 
Section of the Main Menu (2).  All Freshman have a department and 
First Year hold – this will be lifted the first day Freshman can register 
after turning in advisor form to the Center for First Year Students.
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Does Your Hold Say….:
Academic: Contact your 
Academic Advisor 
Admissions: Contact the 
Office of Admissions at 
(973) 596-3300
Bursars:  Contact the Bursar 
at (973) 596-3148
Registrars:  Contact the 
Registrar at (973) 596-3236
Health Services: Contact the 
Office of Health Services at 
(973) 596-3621



Step Ten – Add/Drop Classes

Add all the Course Numbers you want to add to your schedule (1).  
Click on Submit Changes and the courses will show up under 
Current Schedule if the class is still open (2) Use the pull-down 
menu under Action to drop a class (3).

2

1
3



Registration Questions/Answers
I have holds on my account but I don’t know what they are for.
You can view all of your holds online by accessing Banner Student Self-Service.  Click on Student and then 
Student Records.  Typical holds are:  department advisor holds, first-year advisor holds, bursar holds, medical 
holds.  Contact each department to find out how to get the hold lifted.   NOTE: The first-year advisor hold is 
lifted on November 18 only for students that return the advisor form to the Center for First Year Students.  

The class I need is closed – how do I get into that section?
There are no guarantees that closed sections will be opened – however, you can petition each department.  
You will need to personally walk to each department for permission to enter a closed class – find the form 
online at: http://www.njit.edu/registrar/forms/index.php.  If you can’t get into the closed section, have a back-
up plan!  

The class I want to register for requires a pre-requisite that I know I took –what do I do?
You will need to contact your departmental advisor to have the pre-req hold lifted from your registration.  You 
should make sure to have this addressed before you try to register – anticipate any obstacles you may have!

I have other Registration questions – where can I find general information on registering?
You can find updated Spring Registration information on the Registrar’s website -
http://www.njit.edu/registrar/registration/spring_reg.php.  

http://www.njit.edu/registrar/forms/index.php
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