How to Register for Classes via Web Portal

Once students from all degree programs have consulted with the Director of Studies about the courses for which they will register, they will be given a PIN number necessary to complete the on-line registration process.  [Note:  In addition, all doctoral students must have consulted with their advisors].
Step One: Logging onto CTS Web Portal via CTS website.
Go to the CTS Website (www.ctschicagto.edu).  Access to the STUDENT PORTAL can be found on the current student drop down menu or on the task bar at the bottom of the home page.   Login using your username (firstname.lastname) and password (last 4 digits of your student ID# and birth year).    For example, if my student number is 1234567 and my birth year is 1975, my password would be 45671975 and my username would be cherie.miller.
Step Two: Under the “Student Records Tab” select Course Registration

This is where you will be asked for your PIN NUMBER which you must get from the registrar (cmiller@ctschicago.edu) .

Step Three: From the drop-down menu, select the term (ie. Winter 2012 or Spring 2012) for which you would like to register.  Click “Register”.  
Step Four: On the Registration screen, click the “Add Courses” button in the upper left-hand corner beneath your name.   
Step Five: You may search for courses by course number (ie. 330, 561 etc…), course category (ie. RH, TEC, CM or FE) or by the day that classes meet.   If you do not sort by any criteria, all courses will be listed.  On the next page, select the classes you want and click “Register”.  To see a course description and other info about the class, click the “Details” link to the right of the course listing.  
Step Six: Your courses will be listed as successfully registered or pending registration. If your course is pending registration, be sure to contact Cherie Miller, Director of Studies/Registrar, for more information. If you selected the wrong class, you can click on the “Drop” link to the left of the course listing for successfully registered classes or “Delete” for classes whose registrations are pending. 
All ACTS cross-registration and registration for directed readings will need to be processed by the Registrar.

