
St. Vincent’s College 
Online Registration Guide 

 
Follow the steps below to register online for courses. Make sure to see the Business 
Office first if you have an account balance from a previous term. You will NOT be able 
to register if you have a past due account balance. 
 
1.  Go to the Online Student Services portal, either by accessing the link on the College 

website or by entering the following web address: 
https://www.campusanyware.us/studentservices/7597/crindex.cgi 
 

2.  Once the home page is displayed, click on the “Registration” link on the left side 
under the Registration header. 

 

 
 
3.  When the window below appears, enter your Student ID and PIN. Then click the 

drop down arrow to select the term you want to register for. Click the “Login” 
button when done. 
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4.  The first time you access Online Registration, you will receive the following 
message, letting you know that you need to enter your Registration Access Code. 
This is the access code your Faculty Advisor gave to you after discussing and 
approving your course selections for registration.  Click the “OK” button. 

 

 
 
5.  When the screen below appears, type in your PIN again and the Registration Access 

Code that was provided by your Faculty Advisor. The code is not case sensitive. 
Then click on the “Login” button. 

 

 
 
6.  The top of the screen shows your course registrations. If this is your first time 

registering for the term, no courses will be listed. 
 

 
 
Now you will make your course(s) selections. These are the courses that you have 
previously discussed and agreed upon with your Faculty Advisor.  

Rev. 11/30/2007  Page 2 of 8 



 
If you know the course number(s), you may enter it (them) directly in the field(s) on the 
left side on the screen. 
 

 
 

 
If you don’t know the course number, use the “Search feature” on the right side of the 
screen, by clicking on the “Search” icon. 
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The window below will appear with options to narrow down your course search. If you 
don’t change any options, all courses offered will be displayed when you search. When 
you are done selecting the options, click on the “Start Search” button. There will be a 
delay while the courses are being searched in the system. 
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A window similar to the one below will appear. The list will vary depending on the 
selections made on the search screen. To register for a particular course, click in the 
“Select” box on the right side of the window. Make as many course selections as 
appropriate. 
 

 
 
When you are done selecting the courses you need to register for, click on the “Add to 
Schedule” button at the bottom of the window. You will have to scroll down the screen 
to see it. 
 

 
 
7. Whether you entered the courses manually or selected them from the search window, 

the following window will appear next. It displays your tentative schedule. If you 
want to make a change (for example, remove a course), click on the “Update 
Tentative Schedule” button. If the schedule is correct, click on the “Submit for 
Registration” button. 
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If there is a problem with the schedule, such as time/day conflicts, you will need to 
resolve them first. Click on the error code to get a description of the error. 
 
8.  The last window to be displayed is the following. It shows the courses in which you 

have a reserved seat. Remember, your registration is NOT FINAL until the 
Business Office, the Financial Aid Office and the Registrar’s Office have 
reviewed your courses and financial arrangements. 

 

 
 
9.  At the bottom of the screen, it will show if there are any courses that could not be 

added to your course schedule. Click on Error code for an explanation of why the 
course could not be added to your schedule. If you are done registering, click on the 
“Finished” button. 

 

 
 
 
 
 
 
 
 
 

Rev. 11/30/2007  Page 6 of 8 



10.  A Thank You window will appear. You can now click on the “Return to Main 
Menu” button. 

 

 
 
 
11.  If you are ready to make a payment via a credit card to your student account, click 

on the “Online Payment” link under the Student Services banner. 
 

 
 

12. The window below will appear displaying your current Student Balance. Any 
estimated Financial Aid amount for the term will be factored into your Student 
Balance. Any questions about your Student Balance, please contact the Financial Aid 
or Business Office. 
Enter the amount you want to charge to a credit card and click the “Continue” 
button. 
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13. A new browser window will open up.  Enter the information in the Payment form, 
filling in all required fields.  Then click the “Submit” button at the bottom of the 
payment form. 

 

 
 
14. A Payment confirmation screen will appear.   
 

 
 

15.  A confirmation e-mail from Alfreda Mozdzer will also be sent to your e-mail that 
we have on file in the student information system.  Any questions about your 
balance or payment, you can reply to the confirmation e-mail. 
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