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Accessing Registration Options (Registration Entry) 
 
1. Sign in to MyPark with your Student ID number and password. 

 
2. Click on the “Student” tab, then on “Enroll in Classes.” 
 

 
 
3. Click on “Set_Option” to choose the term for which you wish to register. 
Online terms use “T” as the abbreviation – for example, S1T, S2T, U1T, F1T, F2T.   

 

 

 
4. Once your desired term is selected, click on “Set_New_Options.” 

http://my.park.edu
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Registering for a Class 
 
1. After you have accessed the Registration Entry screen, you can register for 

class.  To register, use the Question Marks (?’s) to select the course and section.  
First, click on the Question Mark (?) to the right of “Course Number.” 
 

 
 
2. Find the desired course from the list and click on the radio button (circle) to 
the left of the course.  Then click on “Select.” 
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3. Click on the Question Mark (?) to the right of “Section.”   

 

 
 
4. Find a section where the status is “Open.”  Click on the radio button (circle) to 

the left of that section.  Then click on “Select.” (Note: if there are no open sections, you can 
select a closed section and have the option to put yourself on the waitlist.  See page 6 of this guide for more 
information) 
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5. Click on “Add.” 
 

 
 
6. You will receive a message that the course has been added.  You are now 

registered. 
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Waitlist Information 
 
If the course section you want to register for is closed, you may add yourself to 

the waitlist.  If a student drops the class before the term or during the add/drop 
week, you will be contacted by email and you will have 2 business days to 
register and confirm for the course. 
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Dropping a Class Before the Term Has Started 
 
1. After accessing the Registration Entry screen, you can view your current 

schedule at the bottom of the page.  To drop a specific course, click on the Radio 
Button (circle) to the left of the course to be dropped, then click on “Drop.” 
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Registration After the Term Has Started 
 
Open Registration (the ability to register through MyPark) closes the Thursday before the 
term begins.  Registration is still possible through the first week of the term, however.   
 
Please note that after the term has started, there is a $50 late fee for registration.  
Confirmation is also due at the time of registration. 
 
If you wish to register after the term has started, you may: 
 
1. Access your Park Google e-mail using your Student ID number and password. 
Note: Registration requests cannot be accepted from a personal e-mail account. 

 
2. Send a registration request to pssc@park.edu.  You will need to include your 

Name, Student ID number, the course and term for which you’d like to register, 
and how you intend to confirm your registration. 
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Drop/Withdrawal After the Term Has Started 
 
The first eight calendar days of a term constitutes the Enrollment Adjustment Period. 
During Enrollment Adjustment, you can exchange courses with no charge. However, if you 
need to simply drop a class during this time, 10% of the tuition plus all fees will still be 
due.  
 
After the first eight days, removing a class from your schedule is considered a withdrawal 
and will be recorded on your transcripts. Course withdrawals receive a tuition refund by 
the following schedule: 
 
Week 1  90%          
Week 2  60%          
Week 3  40%          
Week 4  20%          
Week 5  0%   
 
If you wish to drop or withdraw after the term has started, you may: 
 
1. Access your Park Google e-mail using your Student ID number and password. 
Note: Registration requests cannot be accepted from a personal e-mail account. 

 
2. Send a drop/withdraw request to pssc@park.edu.  You will need to include 
your Name, Student ID number and the course you want to drop. 

 

 


