
E-services Resource Guide

Resources Covered 
• Search for a Course

o by subject
o by goal area
o by date/time

• Add course to the Wish List

• Register for a Course

• Drop/Withdraw from a Course

 How to read more about a course

 Registration Holds

 Enter registration Access Code

 Look up Registration Window

 Check Final Grades

 Unofficial Transcript

 Degree Audit Report – DARS

Dashboard 
The dashboard is what you first see when you log into E-services and now you will navigate to other 
services. A summary can be found on this page about your: 

 Academic holds

 Current class schedule

 Financial Aid

 Minnesota State school summary

Search for a Course 

To start searching for a course select “Courses & Registration” 
from the menu on the left hand side of the Dashboard 
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You see a list of options on the right. Select “Search for a Course” 
 

 
 
 
 
 
Here you can start searching for courses. 
Always make sure that you have the right SEMESTER selected (fall/spring/summer).  
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Search for a Course by SUBJECT 

Let’s search for a course by Subject by looking up the course MATH 112. Select the Subject of 

the course. For MATH 112 the Subject would be MATHEMATICS.  

(A list of subject areas can be found here: https://www.mnsu.edu/registrar/depts.html) 

 

 

 

 

 

 

 

 

 

 

 

 

Type in the Course Number. For MATH 112 the Course Number is 112. Click “Search” 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.mnsu.edu/registrar/depts.html
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Courses will be displayed on this screen. 
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This is the subject of the course. In this example the course is Mathematics

Subject:

This is the course number for the class. In this example the course number is 112.

Course Number:

There can be multiple sections of the same course. It is important to select the correct 
section when there are mulitple sections available.

Section:

This is what the course is called. In this example the name of the course is College Algebra.

Title:

This is the lenght that the course meets over the semester. In this example this course 
meets for the whole semester from 01/14 - 05/10.

Dates:

These are the specific days that the course meets during the week. In this example this 
course meets on Mondays, Tuesdays, Thursdays & Fridays.

Days

This is the length of time the course will meet during the days you are in class. In this 
example the course starts at 8:00am and ends at 8:50am.

Time:

This is how many credits the course is worth. Courses can be worth 0-5 credits. In this 
example this is a 4 credit course. 

Credit Hours:

This tells you if the course is OPEN or CLOSED. OPEN means there are still spots available. 
CLOSED means that there are no more spots available. 

Status:

This is the person who is teaching the course. Sometimes courses can have multiple 
instructors, especially if there is a lab portion of the course. 

Instructor:

This tells you how you will attend class. There are three options: in-person (go to physicall 
class) Blended-hybrid (meet in-person AND online) Completely online (class only meets 
online) If the Delivery Method is empty the class meets in-person.

Delivery Method:

Course Information 

Let’s walk through the course information displayed.  
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Gives a description of the course 

content 

Read Course Description 

To read more about a course, click on the title of the course. 

 

 

 

There is a lot of valuable information you can learn about a course.  

 

  

Shows days and times the class meets 

as well as where the class meets 

Explains if the section is for specific 

students or gives registration help 

Shows size of the class, number of 

students registered and seats left 

Details the prerequisites (if any) are 

needed to be able to take the course 

Lists the goal area(s) that the course 

meets, (if it meets any) 
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Search for a course by GOAL AREA 

You can search for classes based on the goal area of the course. This is helpful when you 

quickly want to see the courses available for a specific goal area.  

Navigate to Search page and click on  

 

 

 

The Search page will expand to show additional options to search 

To search by goal area click on  
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Select the goal area you want to search by. In this example we are searching for courses in 

Goal Area 6 

 

 

 

 

 

 

 

 

 

 

After you select the goal area click the blue Search button 

 

 

 

 

 

 

 

 

 

 
Courses will be displayed that satisfy the selected goal area. 
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Search for a course by DAY & TIME 
 
You can search for courses based on the day and time they are offered as well. This can be 
helpful when you have an open slot on your schedule and you want to quickly find the classes 
that are available on that day or time.  
 
Navigate to Search page and click on  

 

 

 

The Search page will expand to show additional options to search 

Here you can select the days and/or times you want to look for classes. In this example, we 

are searching for courses that meet on Mondays and/or Wednesdays and meet between 

12:00pm and 2:00pm.  
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Courses will be displayed at meet the days/times selected. You can see that all of these 
courses meet on Monday & Wednesday between 12:00pm and 2:00pm  
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Add a course to your WISH LIST 

When you find a course that you want to register for, you need to place it in your Wish List 

Once a course is in your Wish List you can then proceed to register for it. Let’s place a course 

in our Wish List.  

 **ADDING A COURSE TO YOUR WISH LIST DOES NOT MEAN YOU ARE REGISTERED FOR THE 

COURSE** 

Once you have found the course that you want to add to your Wish List click the Add button 

on the left of the course  

 

In this example we will put ACCT 210 – Managerial Accounting in our Wish List 

 

 

 

 

 

 

 

 

 

 

 

Once you click the Add button          a pop-up notification will appear letting you know that 

you have added the course to your Wish List. You can click the blue “OK” button 
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To review the courses in your Wishlist click on  

in the top right hand corner.  

 

 

 

 

 

 

 

 

 

 

 

This will take you to your Wish List where you can see all the classes you have added. Here 

we can see ACCT 210 has been added to the Wish List 
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Register for a Course 

Students register for courses through E-services. To register for a course navigate to your 

Wish List.  

 

 

 

 

 

 

 

 

 

 

 

Select the course(s) you want to register for by checking the box       to the left of the course  

 

 

 

 

 

 

 

 

 

 

 

Once you have selected all courses you want to register for click:   
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Confirm you have selected the correct course(s) and double check the selected grading 

method for the course (Normal (A-F), Audit, or Pass/No Credit)  

 

 

 

 

 

 

 

 

 

Enter your Start ID password then click the blue “Register” button  
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You will see a notification saying that you have successfully registered for the course  

 

 

 

 

 

 

 

Sometimes you receive a message saying that you were not able to register for a course  

 

 

 

 

 

 

Here is a list of the most common registration errors students receive:  

The course is full.  The enrollment maximum has been met. 

(error 13: Requested course is full) 

The number of people eligible to enroll in the course has been reached, so there are no seats 

left. Contact the course instructor or department to see if he/she is able to allow additional 

students to enroll in their course section. 

The course requires special permission from the instructor. 

(error 12: Course requires special permission) 

Some courses are set up so that the instructor can monitor exactly who enrolls in the class. 
These courses require special permission from the instructor in order to enroll. Contact the 
instructor to see whether they will make it possible for you to register.  If you are unable to 
contact the instructor, please contact the department offering the course. 
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The course is upper division. 

(error 24: Student program required for this course) 

Courses numbered in the 300's and 400's are considered upper division. Students may enroll in 
these courses only if they have been given permission to take upper division courses. This 
permission is granted by the department of your major and/or the Student Relations 
Coordinator for the college of your major. For individual courses that are not in your major, 
contact the department offering the course and ask for permission. 

The course is graduate level. 

(error 21: Admission Status required for this course) 

Normally, undergraduate students are not able to register for courses numbered in the 500's 
or 600's which indicate graduate level. Often there are courses at the 400 level running with 
the 500 level courses for which you should be registering.  If you wish to become a graduate 
student, contact the College of Graduate Studies and Research at grad@mnsu.edu. 

You are not fully admitted to the University. 

(error 21: Admission Status required for this course) 

Undergraduate students should contact the Office of Undergraduate Admissions. 
Graduate students should contact the College of Graduate Studies and Research. 
Non-degree seeking students should contact the Registration Help Center. 

The course requires prerequisites or minimum test scores. 

(error 68: Student must take/pass test or satisfy course pre-reqs) 

Some departments have courses for which you cannot register unless you have completed 
other courses or have earned a minimum score on a placement test. 
Contact the department responsible for the course to see whether they will make an 
exception to the prerequisite/test requirement, making it possible for you to register. 

You have a hold preventing registration. 

(error 6: Student on hold) 

Contact the office responsible for the hold to see whether they will end the hold or 
temporarily bypass it making it possible for you to register.  Consult the list of common 
holds to determine which office to contact. 

mailto:grad@mnsu.edu
mailto:admissions@mnsu.edu
mailto:grad@mnsu.edu
mailto:registration@mnsu.edu
https://www.mnsu.edu/registrar/regholds.html
https://www.mnsu.edu/registrar/regholds.html
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You are trying to register for a course that conflicts with another course on your 

schedule.  

(error 22: Time Conflict in Student's Schedule) 

Contact the course instructor to see if he/she will allow you to miss class to resolve the time 
conflict. 

The course requires a minimum GPA in order to register. 

(error 25: Minimum GPA required for this course) 

Contact the department offering the course or their advising center/Student Relations 
Coordinator. 

You cannot enroll in more credits. 

(error 26: Exceeds maximum credits allowed for this course) 

The maximum number of credits students may be enrolled in for Fall, Spring, or Summer 
terms, is governed by the following: 

Undergraduate Students 

 Maximum of 18 credits without any permission 
 19-21 credits with overload permission of your faculty advisor and department chair 
 22-24 credits with overload permission of your faculty advisor, department chair, and 

college dean 
 25-27 credits with overload permission of your faculty advisor, department chair, 

college dean, and Vice President for Academic Affairs 
 28 or more credits only under exceptional circumstances with the permission of the 

Office of Academic Affairs 

Graduate Students 

 Maximum of 12 credits without any permission 
 13 or more credits with overload permission of your major advisor and the Graduate 

Dean 

 

 

If you need more assistance, please contact the Registration Help Center: 

Registration Help Center 
Wigley Administration Center 132 

507-389-2252 
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Dropping/Withdrawing from a Course 

Difference between Dropping AND Withdrawing  

You may add or drop a full-term course(s) via E-Services (View/Modify) through the fifth day 

of the semester. Dropping a course by the deadline means the course is removed from your 

class schedule, you are not financially responsible, and the course does not appear on your 

transcript. 

You may “withdraw” from full-session course(s) via E-Services (View/Modify) through the 

published date for the semester. Withdrawing from a course(s) means that you are no longer 

in the course but the course counts as “attempted” and a grade of “W” is given. You are still 

financially responsible for the course(s). 

 

To drop/withdraw a course start on your dashboard.   

 

Search for a Course 
 
 

 
Select “Courses & Registration” from the menu on the left hand 
side of the Dashboard 
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You see a list of options on the right. Select “View/Modify Schedule” 
 

 
 
 
 

 

 

Select the course(s) you want to drop/withdraw by clicking the         icon to the left of the 

course



E-services Resource Guide 
 

 
 

Confirm that it is the course you want to drop/withdraw 

Enter your Star ID password and click 

 

 

 

 

 

 

 

 

 

 

You will see a message letting you know that the drop/withdraw was successful. 
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Registration Hold 

Registration holds can impact if you are able to get a transcript sent to you, if you can 

graduate, and can prevent you from registering for coursework. To see information on 

common holds follow this link - https://www.mnsu.edu/registrar/regholds.html 

You can see the holds you have on your record through E-services. Holds can be found on the 

Dashboard right when you log in. 

 

You can also navigate to the Registration Hold page. Click on “Courses and Registration” from 

the Dashboard. Then click on “Registration Holds” 

 

  

 

 

 

 

 

 

 

This will bring you to the Registration Hold page where you can see if you have a hold on your 

record and the department that the hold belongs to. 

 

  

https://www.mnsu.edu/registrar/regholds.html
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Enter Registration Access Code 

If your major requires an access code, you need to make an appointment with your advisor 

prior to registration. Your advisor will help you in planning your schedule and then give you 

the registration access code you will need to enter in order to register for classes. You can 

enter in your access code as soon as you have it, you do not need to wait for your window to 

open.  

To enter your Access Code start on your dashboard and click on “Courses and Registration” 

Then click on “Registration Access Code” 

 

 

 

 

 

 

 

 

 

 

Here is where you enter your 6-digit access code. Type in your 6-digit access code and then 

hit the blue “Submit” button. A notification will be displayed saying that you have 

successfully entered your access code 
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Look up Registration Window 

During the beginning of registration for a term, the order of registration is controlled to make 

sure that the registration system is not overwhelmed by sheer volume. Registration order is 

determined by how many EARNED credits a student has.  

You can look up when your registration window opens in E-services. From the Dashboard click 

on “Courses and Registration”. Then click on “Registration Window” 

 

 

 

 

 

 

 

 

 

Select the term you want to find the window for and click the blue “submit” button. You will 

be shown when your registration window opens. Keep in mind that you will be shown a date 

AND time.  
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Check Final Grades 

You can check your final grades for the term in E-services. Start on your dashboard and select 

“Academic Courses” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This will automatically bring you to the Check Grades page.  
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Select the term that you want to check grades for and then click “Get Grades”  

Your grades for the term will be displayed.  
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Unofficial Transcript  

You can view and download an unofficial transcript through E-services. Official transcripts are 

ordered through the Student Clearinghouse - 

https://www.mnsu.edu/its/userid/studentclearinghouse/ 

 

To view an Unofficial Transcript start on your Dashboard and navigate to “Academic Records” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.mnsu.edu/its/userid/studentclearinghouse/
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On the right hand navigation menu select “Unofficial Transcripts”  

 

 

This will bring you to the option to get the transcript in Chronological order or by Subject. 

Chronological is the most popular way to view a transcript. Click “Get Academic Record” 
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You will be able to see your Unofficial Transcript. There is an option to download a PDF 

version highlighted by the red arrow.  
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Degree Audit Report – DARS 

DARS uses a student's degree program information (degree, major, minor, catalog year) on 
file in the student records system, to create a "template" of that program. Then all of a 
student's courses are placed into the template to produce a document called an audit. The 
audit shows which requirements are completed and which are left to be done. It can be used 
by students and advisors to monitor a student's progress towards graduation. 

DARS should not be considered a replacement for academic advising or the University catalog, 
although the DARS program is based very heavily upon that document. DARS is a tool to assist 
students and advisors. 

Students are able to view their DARS through E-services. Start on your Dashboard and Click on 
“Academic Record” 
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On the right hand navigation menu select “Degree Audit Report ”  

 

 

Once on the Degree Audit Report page you can select the DARS you wish to view. In this 

example we will click on “Minnesota Transfer Curriculum”  
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This will bring you to the beginning of the DARS. Scroll down to view course requirements you 

have met and still need to meet.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Requirements that have a red X means that requirement has not been filled 

Requirements that have a green      means that the requirement has been fullfiled  


