
Page 1 of 9 Enrolling in Courses  
 

Enrolling in Courses 
 

 

Before you begin – ensure you do not have any holds on your account that would 
impact your registration. 

1.) Log into LOCUS and access the “Manage Classes” tile and then “Class Search” from the 
menu on the left. 

 
 
 
 
 
 
 
 
 
 

  
 
 

2.) Find classes by entering search criteria such as Term, Subject and Course Number. 
Note: If you do not know the 4-Letter Subject code, use the “select subject” button.  

 

Leave this checked 

Course Subject 
Specific Course Number, 
If you know it 

OPTIONAL: These options 
allow you to narrow your 
search 

Select Term  
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3.) You may come across this message – you can select “OK” to continue or “Cancel” to 

refine your search criteria.  

 
 
 
 

4.) Search results will display as in the example below. Click on the Section Number to 
see the course details 
 

 
 
Note: The Status Options are   
  
Open: Open seats available for enrollment. 
Closed: Currently no seats left for enrollment. 
Wait List: There are no available seats/the class is full. If individual(s) drop the class, you may have 
the option to enroll.  
 
 
 
 
 
 
 

Section Number - 
Click here to see additional details about the course 

Green Circle = 
Seats available 

Additional Details – Date/Time, 
Location, Instructor 
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5.) To enroll in a class, click “Select Class” at the bottom of the page 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Review important 
Enrollment Requirements 

Wait list  

Available Seats  
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6.) Click “Next” to continue with enrollment 

 
 
 

7.) The class will then be added to your LOCUS shopping cart. Repeat the above steps to 
add additional classes to your shopping cart.  

 
 
 
 

Check this box if 
the class is full 
and you want to 
be added to the 
waitlist 
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8.) Access your “Enrollment Shopping Cart” on the menu on the left side of the screen. 

 
 

9.) The class you selected will be in your shopping cart. Click the “Select” box and then 
the “Enroll” button.  

 
 

10.) Select “Finish Enrolling”  
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11.) Read the Disclaimer, this must be accepted to move forward.  

 
 

12.) A  will appear in the Status if there was an issue with your registration 

along with an error message. A  will appear if the registration was successful.  
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  Common Issues with Enrollment 
 

 
 

Why can’t I enroll?  
Common reasons include:  

- You do not have a valid enrollment appointment: 
An enrollment appointment is the time in which you can 
begin registering for the next term. To find out your 
enrollment appointment, click "Enrollment Dates" on the 
menu on the left side of the screen in the Manage Classes 
tile. 
 
 
If you do not have an enrollment time, you will not see “Select Class” as an option on the 
course details page and when you are in your shopping cart, you will see that you do not 
have access to enrollment.  

  

 
 

- There is a hold on your account

 
 

- You need permission to take a course 
- You do not meet the prerequisites  

If you cannot resolve the error yourself, contact your advisor for assistance. 
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Swap/Drop Courses 
 

 

 

If you wish to change class sections after you have successfully enrolled in classes, it is advisable 
to swap rather than separately drop and add. 

The benefit of swapping is that if, for some reason, you are unable to get into your desired class you 
will retain your current seat. Dropping instantly removes you from the class section in which you 
are enrolled. 

 

Swap a Class 

To swap, click ”Enrollment: Swap Classes” on the left of your screen. You can swap a currently 
enrolled class with another class section.  

 

 

Class Search 

Shopping cart 

4-5 digit class 
number 
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Drop a Class 

To drop, click ”Enrollment: Drop Classes” on the left of your screen. You can drop a currently 
enrolled class by checking the box under “Select” and then “Drop Selected Classes”. 

 


