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1. You will first need to log in to your Connections account. You can do this by clicking on the Yellow 
Connections Login link at the top of the Webster University Homepage: 
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2. Once there, you will enter your Connections username and password (see screen shot below). If you 
do not know what your username and password are, you need to contact the Help Desk at 
support@webster.edu for assistance. Be sure to include your Student ID number in all 
correspondence. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

mailto:support@webster.edu�
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3. Once you log in, you will need to locate the gray Student tab. This tab is located at the top left hand 
side of your screen. Click on it, and then click on the Student Academic Services channel as indicated 
below: 
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4. After you log in a second time using the pop-up box which appears, you will see your main Student 
screen:  
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5. To determine what courses you need for the next available session, you will use:  
a. The degree plan that was provided by your academic advisor at the beginning of your 

program (this lists all of your course requirements and will indicate any waivers, substitutions 
or transfer credit that you discussed at the beginning of your program)  

b. In conjunction with the Degree Audit located in your Academic Services Channel (screen shot 
below)  

c. And the Webster University Graduate Studies Catalog (for information on course 
descriptions, to select electives, to review pre-requisite information). 

 
 
 
 
 
 

 

http://www.webster.edu/gradcatalog/index.shtml�
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6. Once you have determined which courses you wish to sign up for, you will click on the Registration 
link located toward the bottom of the left hand menu: 
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7. If you receive this message: 

 
 
You might have your Current Option Settings dialed to the wrong term and year. To fix this you will 
need to click on the Set Options button: 
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You will then need to set your program appropriately (Graduate or Undergraduate), your session 
(Fall, Spring or Summer, depending on what term you are registering for) and the year of your 
registration. BE ADVISED – the Spring session requires you to set the year ahead, for example if I am 
currently enrolled in Fall 2010 and I am attempting to register for the next term which is Spring I 
2011, then I must set the year to 2011 under the Current Option Settings. 
 

8. You may also receive a message indicating that you have a hold on your account. Messages that 
include holds will have a number for you to call to get more information. Common holds include lack 
of official transcripts or holds surrounding payment. Your account must be clear of holds in order to 
register.  
 

9. If your Current Option Settings are set correctly then your first step under Registration will be to 
enter your Payment Method. You can find a detailed list of payment methods here. Select the 
appropriate method from the drop down box.  

 
 
 

http://www.webster.edu/bursar/options.shtml�
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10. Next, you will enter the course number of the class you wish to register for in the box provided.  
(Ex. If I need to register for HRMG 5000 Human Resources Management, I will enter HRMG 5000.) 

 

BE ADVISED that the box containing a ‘?’ next to the course will allow you to pull a list of courses based 
on the suffix as shown below: 

 

Click the circle next to the course you wish to enroll in and then click the Select button at the top of the 
column.  
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11. Your next step will be to select a Section of the course. You can pull a listing of all available sections 
offered throughout all Webster University campuses by click on the ‘?’ box next to Section: 
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The section list will take a few moments to generate, but will look like the screenshot below: 
 

 
 
SECTIONS - Sections are assigned a number that corresponds to the specific section, textbook, 
instructor, registration limit, status, hours, requirements, campus location, dates, day and time for 
each class. 
 
TEXTBOOK – Clicking on this link will link you to the online bookstore for textbook information. 
 
INSTRUCTOR – This is the instructor assigned to a particular section of a course. If the column says 
Staff, this indicates an instructor has not been assigned yet. Instructor assignments may change 
depending on instructor availability and department assignments.  
 
REG/LIMIT – This column will show you how many seats are remaining out the total amount available 
in the class. (Ex. If there are 25 seats available in the class, but 4 people have registered this column 
will read 21/25.)  
 
CAMPUS - If you are taking classes on campus, you will want to look for your campus location in the 
“Campus” column. 
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LOCATION – This is the building that the course meets in. For online courses this will be ONLN.  
 
DATES – This column will tell you if the course is being offered term 1 or term 2. Pay close attention 
to these when registering. 
 
DAY – This is the day of the week the class will meet on.  

M = Monday  
T= Tuesday  
W = Wednesday  
R = Thursday  
F = Friday  
S = Saturday  

 
TIME – Most evening classes at Webster University meet from 5:30-9:30pm, however, some site 
locations will run classes from 6:00-10:00pm or 5:45–10:00pm. You can check your class time in the 
Beg = beginning and End = ending columns. 
 
SPECIAL NOTE REGARDING ONLINE CLASSES 

 
Online sections will be noted by their Campus code of WEBG, Building code of ONL1 and their time 
listing of TBA. Online courses within the School of Business list their sections as “OA – OZ” for the first 
term (Fall I, Spring I and Summer) and “QA – QZ” for the second term (Fall II, Spring II).  
 
Once you determine which section you wish to enroll in, click the circle next to it and click the Select 
button at the top of the column.  
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12. After you do this you will need to click the Add button next to the course on the right hand side.   

 
 

13. Once a course has been added, it will appear on a schedule on the same page as shown below: 
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BE ADVISED – Notes will sometimes appear in the blue bar above the schedule. In the example below this 
student is attempting to register for a course they have already completed: 

 

14. After you are done registering you can double check that everything went through in the system by 
reviewing your Student Schedule for the Session and Year that you completed your registration for. 
You do this by clicking on Student Schedule located on the pages left hand menu.  
 

15. If you are a St. Louis area or online student and you run into a technical difficulty and are unable to 
register yourself online, you may register by contacting Academic Advising at 
onlineadvising@webster.edu or 1.800.982.3847. You will need the following information 

a. NAME 
b. STUDENT ID  
c. ADDRESS 
d. PHONE 
e. PAYMENT METHOD 
f. COURSE AND SECTION (term if the course is online) 

 

16. If you are attending courses at a Webster University extended campus, simply contact your campus 
with the following information: 

a. NAME 
b. STUDENT ID  
c. ADDRESS 
d. PHONE 
e. PAYMENT METHOD 
f. COURSE AND SECTION (term if the course is online) 

You can find contact information for your campus by accessing the Worldwide Campus map: 
http://www.webster.edu/worldwide/  
 

17. If you do not know what course you need to register for you should make an appointment with your 
Academic Advisor. If you do not know who this is contact your campus location. Online students may 
contact the Webster Groves campus in St. Louis or a site location that is near them: 
http://www.webster.edu/worldwide/. 

mailto:onlineadvising@webster.edu�
http://www.webster.edu/worldwide/�
http://www.webster.edu/worldwide/�
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18. Students should be aware of the Academic Calendar and the Drop and Withdrawal policies of the 
University.  Online students should reference the Online Advising Memo. If you have not already 
done so you should familiarize yourself with this information. 

http://www.webster.edu/academics/calendar.shtml�
http://www.webster.edu/gradcatalog/policies.shtml#add_drop�
http://www.webster.edu/advising/graduate/orientation_onln.shtml�

