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Registration Guide 
 

Register for Classes 
1. Click “Registration” under the Student Registration section of the new My.emich Student 

Services Card 
2. Click “Register for Classes” 
3. Complete the Financial Responsibility Statement (once each academic year) 

• The text remains hidden until the item on the left is clicked. Students can click anywhere 
within the AIP item to “open” it for action.  

 

• Read the statement, check the box at the bottom, and click Save. 
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• Click Continue to return to Registration 

 

4. If you’re an undergraduate student, verify your current major/minor/concentration (once every 
30 days) 

• Note: Follow the same steps used to complete the Financial Responsibility Statement. 
5. Select a term and click “Continue” 
6. Enter search criteria and click “Search” to find classes 
7. Scroll through the listed class options and click “Add” for the desired class(es). These selections 

will be visible in the “Summary” window below the search results. 
8. Once you’ve added your desired classes to the Summary, click “Submit” 
9. The system now reviews your selections and will trigger outcome notifications; 

a.  - indicates that you’ve successfully registered for a class or 
successfully REMOVED it from the Summary 

b.  - indicates an error of some kind that prevented you from 
registering for the class. Review the listed error messages to determine your next steps 

i. The “Action” listed for a class with an error will default to . Clicking 
“Submit” again will remove the classes with errors from the summary. This will 
allow you to move forward adding alternate class options. 

10. If you had errors, click Submit again to remove them from your summary. If no errors occurred 

or once prior errors have been cleared, you will see  as the “Status” shown in 
summary. 
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Join a Class Waitlist 
If you want to add yourself to a waitlist for a class (NOTE: Not all classes have waitlists); 

1. Choose the desired class and click “Add” 
2. Use the “Action” drop-down to select “Waitlist” on the desired class and click “Submit”

 
3. The class status will update to “Waitlisted” 
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Drop/Withdrawal Information 
Classes can be dropped from your schedule until the date listed as the “Last date for 100% tuition 
refund” on the term dates and deadlines calendar. Please note that the different parts of term have 
separate deadlines.  

Dates & Deadlines information can be found on the Office of Records & Registration’s “Calendars” 
webpage. 

Click the term you wish to view to open the menu links, then click “Dates and Deadlines” 

 

 

After the 100% drop deadline, there's a period for individual withdrawal from classes. Withdrawal 
results in a "W" on your academic record and you'll get no tuition credit or refund.  

 
  

https://www.emich.edu/registrar/calendars/index.php
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Drop a Class 
If you want to drop an individual class from your schedule; 

1. Use the “Action” drop-down to select “Web Drop” on the desired class and click “Submit”

  
2. The class status will update based on the timing of the drop 

a. If dropping the class before tuition is being assessed, you will see “Deleted” and the 
class will disappear from the summary when the page is refreshed. 

b. If dropping the class after tuition assessment has been processed, you will see 
“Dropped” and the class will remain in the summary when the page is refreshed. 

A $20.00 drop fee per transaction will be assessed beginning with the first day of the semester through 
the 100% drop deadline. 

If you are an athlete, international student, graduate assistant, or are receiving financial aid, dropping 
classes may put you below full-time enrollment and jeopardize your eligibility or immigration status. 
Check with the appropriate office before dropping below full-time status: 

• Financial Aid Office -- 734.487.1048 
• Student Athlete Support Services -- 734.487.1283 
• Graduate School -- 734.487.0042 
• Office of International Students and Scholars -- 734.487.3116 

Visit Service EMU (268 Student Center) or contact Records and Registration at 734.487.4111 or 
registrar@emich.edu if: 

• you have a hold and need to drop a class or 
• you are dropping all classes (or your last/only class) for the term 
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Withdraw from a Class 
If you want to withdraw from a class; 

1. Navigate to Summary 
2. Use the “Action” drop-down to select “Web Withdrawal Indv Class-“W” Grade” on the desired 

class and click “Submit”

 
3. The class status will update to “Withdrawn” 
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Academic Transcript & Final Grades Guide 
 

The pages where you view your Academic Transcript and Final Grades have been updated. This guide 
will note where these resources can be found on the “(New) Student Academics” card and provide an 
overview of navigation and content on the updated pages.  

Where do I find my Academic Transcript? 
• Navigate to My.emich 
• Locate the Locate the “(New) Student Academics” card 
• Click the “Academic Transcript” link 

 

 

You will be directed to the page shown below; 

• Select Transcript Level (Undergraduate, Graduate, or All Levels) 
• Select Transcript Type 

 

 

 

(NEW) Student Academics 
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You will now see your Academic transcript. You can navigate to the different sections of your transcript 
by clicking the tabs at the top. 

• Student Information 
• Degree Information 
• Institution Credit 
• Transcript Totals 
• Courses in Progress 

 

 

 

What will I see in each section? 
Student Information 
Displays your name and curriculum information. 
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Degree Information 
Displays the degree you’re pursuing and your credit hours, quality points, and GPA.  

 

 
Transfer Credit 
Displays only if you have transfer credit as part of your academic record. Transfer credit information is 
grouped by institution. NOTE: Grades are not transferred. 
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Institution Credit 
Displays each term’s courses, grades, your academic standing, Dean’s List inclusion, credits, quality 
points, and GPA information. 

 

 
Transcript Totals 
Displays summary of credits, quality points, and GPA information. Transcript totals are grouped by level. 

 

 

 
Courses In Progress 
Displays the courses you’re currently registered for. 
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If you have questions about anything displayed on or missing from your academic transcript, email 
registrar@emich.edu. 
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Where do I view my Final Grades? 
NOTES: “Final Grades” is now found under “View Grades” 

You are only currently able to see up to 25 rows of course history on the View Grades page.  To see your 
full course history, view your Academic Transcript. 

• Navigate to My.emich 
• Locate the Locate the “(New) Student Academics” card 
• Click the “View Grades” link 

 

 

You will be directed to the page shown below; 

• Select Term 
• Select a Course Level (Undergraduate, Graduate, or All Levels) 
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You will now see your grades displayed. You will see GPA summary information and your primary 
curriculum summary in addition to your coursework. Each section contains a hyperlink to additional 
details. 

 

 
What will I see in each section? 
GPA Summary 

 

1. Clicking “View Details” will bring up the box below. It includes all earned hours, points, and GPA 
information. 

 

 

1 
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Primary Curriculum 

 
2. Clicking “View Details” will bring up the box below. It includes all major/minor/concentration 

details. 

 

  

2 
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Course Work 

 

3. Clicking the “Course Title” will bring up the box below. It includes the course detail information. 
You can navigate through the details using the tabs to the left; 

a. Catalog 
b. Course Description 
c. Attributes 
d. Restrictions 
e. Corequisites 
f. Prerequisites 
g. Fees 
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Course Work cont. 

 

4. Clicking the “CRN” will bring up the box below. It includes the class detail information. You can 
navigate through the details using the tabs to the left; 

a. Class Details 
b. Bookstore Links 
c. Course Description 
d. Attributes 
e. Restrictions 
f. Instructor/Meeting Times 
g. Enrollment/Waitlist 
h. Corequisites 
i. Prerequisites 
j. Cross Listed Courses 
k. Linked Sections 
l. Fees 
m. Catalog 
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Student Profile Guide 
 

The Student Profile is a new solution that brings several pieces of your student record together to view 
in one page. This guide will serve as an introduction to the profile and its features as well as note where 
to find items from the “OLD” My.emich Student Records menu. 

Where do I find the Student Profile? 
• Navigate to My.emich 
• Locate the “(New) Student Academics” card 
• Click the “Student Profile” link 

 

Below is a view of the Student Profile. The following pages will provide additional information on its 
features. 

 

(New) Student Academics 
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What’s included in the Student Profile? 

 

1. Term – Use the dropdown to select and view your records for the current, past, and future 
terms (NOTE: Future Terms will not appear until the class schedule is available for viewing ahead 
of registration opening.) All the information displayed to you will update as appropriate to 
reflect the information during the term chosen. 

2. Standing – This is your academic standing status as of the term listed. 

  
3. Overall Hours & Overall GPA – This is your current overall earned hours and GPA as of the term 

listed. 

 
4. Registration Notices – Clicking this item opens a detailed display of informational messages 

regarding your current ability to register for classes. 

 
5. Holds – Clicking this item opens a list of holds currently assigned to you. Click  to see detailed 

information about the hold, including department contact information you may use to ask 
questions about the listed hold. 

 

1 

2 3 4 5 
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6. Bio/General/Graduation Information & Advisors – Displays summary information of your 

student record. 
a. Advisors – Clicking the listed Advisor name will pull up the advisor contact card which 

displays a photo and contact email. 

 
7. Curriculum, Hours & GPA – Displays your current major/minor/concentration information on the 

“Primary” & “Secondary” tabs. Institutional (EMU credits only) & Overall earned hours and GPA 
information is listed on the “Hours & GPA” tab. 

8. Registered Courses – Displays summary information of your registered courses for the term 
chosen. 

a. CRN – Clicking the listed CRN will pull up a display of the class details. 

 
b. Instructor – Clicking the listed Instructor name will pull up the faculty contact card which 

displays a photo and contact email (see Advisor card example above). 

SWOOP 

6 

7 

8 
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9. Prior Education and Testing – Clicking this link changes your view from “Curriculum, Hours & 
GPA” to “Prior Education and Testing”. 

a. Secondary Education – lists the high school(s) from which you graduated (if applicable) 
b. Post Secondary Education – lists any other higher education institutions you’ve attended 

(dual enrollment and/or transfer) 
c. Testing – lists test score information (eg. SAT scores, ALEKS math assessment, etc.) 
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10. Additional Links – These links will direct you to various other resources you’ll need to reference 

throughout your student journey at EMU. 
a. Academic Transcript – takes you to your “unofficial transcript” (also included on the new 

My.emich Student Services card) 
b. Registration – takes you to the Registration landing page (also included on the new 

My.emich Student Services card) 
c. View Application to Graduate – takes you to a page that details submitted Graduation 

Applications (also included on the new My.emich Student Services card) 
d. View Grades – takes you to a page that lists your previous and current term grades (also 

included on the new My.emich Student Services card) 
e. Preferred Name and Pronoun – takes you to the page where you may add/update a 

preferred name and/or pronoun 
f. Degree Audit (u.Achieve) – takes you to your u.Achieve degree audit landing page 
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