
Registering for Classes 

1. Now that you’ve selected your top 5-7 course options, you're ready to register 
during the Personal Enrichment student registration window, which opens at 10 
a.m. and ends at 3 p.m. on the second business day after the drop/add period ends. 
This is also listed on the program website and on your “Registration Status” page. 

2. At the start of the window, click “Register, Add, or Drop Classes.”  

 
3. In the “Terms Open for Registration” field, select the correct term from the 

dropdown menu and click “Continue.” 
4. On the registration page, select the “Enter CRN” tab.   

 
5. Enter the CRN of your first-choice course.  

a. You’ll notice the title, subject, course number, and section number appear 
next to the CRN when you click outside of the field.  

 
6. Click “Add to Summary.” The course will move to the summary box at the bottom 

right-hand corner of your screen.   
7. Now, we’ll check if there are any open seats. Click on the title of your first-choice 

course and the “Course Details” screen will appear. 

 
8. Navigate to the “Enrollment/Waitlist” tab and determine if there are available seats 

in the course.   



 
9. If no seats are available, exit the details screen and return to the summary box. 

Next, select “Remove” under the Action column, and click Submit to remove the 
course. 

 
10. Then move on to your second-choice course by entering its CRN. If seats are 

available, exit the details screen, return to the summary box. Then select “PE Self-
Register Web” under the Action column and click Submit. The word “Registered” 
should appear in the “Status” column. If the “Status” field shows anything other 
than “Registered,” you are not yet enrolled in the course. 

 
11. To view the details of your registration, click the “Schedule and Options” tab at the 

top left of your screen. Click the course title to view additional details. 



 
12. Some important reminders: 

a. Personal Enrichment students are only permitted to register for courses with 
the “CPS PE Approved” attribute. 

b. Personal Enrichment students are not permitted to contact faculty members 
directly to request special permission to enroll. 

c. Personal Enrichment students are not permitted to attend a course before 
they are officially registered. 

d. Please don’t hesitate to contact us if you have any questions or need further 
assistance with the registration process.  

 


