
Course Registration Guide

1. Go to your myLETU and select the hyperlink at the top for Colleague Self-Service 

2. Select Student Planning

3. Select “plan your degree & register for classes”

4. clear prior to registration
a. These are in place of your “registration checklist”
b. These holds will vary student to student, but all must:

i. Verify address, email, and phone number
ii.

c. You will NOT be able to register for courses until these are 
cleared

5.
a.



i.
1. This is where you will 

6.
a.
b. Select “emergency contact information”

7. Now you are ready to plan your courses!
a. Go back and select “plan & schedule”

8. Type in the courses you wish to plan



a. If you need guidance on which courses you need – please reference your 
myLETU degree audit

b. If the Fall 2025 term is not showing up, you can select the + sign to add the 
term to your plan

i. Use the search for courses function in the top right corner

9. -hand side.  If the 

a. Section Listings
i. Online Courses – listed as

ii. On Campus – listed 
iii. Dual Credit – reserved only for our high school/dual credit students

b. Once you’ve found the course you wish to take, select “add section to 
schedule”

i. Repeat this process until you have selected all your courses for 
registration

10. Once you have added all the classes you want, go back to plan & schedule
a. From here, select “advising”
b. Select “request review”

i. This will email your academic advisor for course approval
1. advisor approval prior to 

registration.  There is no seat holding through this process.



2. Once your advisor approves your courses, you will receive an 
email informing you registration is now ready if your 
registration window is open.

11.
a. Review your schedule to ensure accuracy – if no changes are needed select 

“register now”

12. Click “print” to verify your registration and view your schedule
a. Courses that say “planned” are not fully registered


