
UW-Platteville Registration Guide 

 

 
a 

Registration in courses at UWP will be completed 
via the PeopleSoft Student Administration 
system.  This is a web-based tool, thus 
scheduling classes can be done at any computer 
with Internet access.   

From the UWP homepage, click on the 
“Academic Tools” Link. 

Select PeopleSoft SA Site 
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Enter your UWP username 
and password 

Click on “Academics” 
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Click on “View Enrollment Appointment” to see 
when you will be allowed to register. 

Click on “View My 
Advisor” to see who your 
advisor is.  

Once you have been advised, your 
advisor will give you a 4-digit pin 
number.  Before you will be allowed to 
register, you will go to “Remove My 
Advising Hold.” 

Enter the 4-digit pin number given to 
you from your advisor and click on 
“Submit.” 

Once you enter the pin number 
successfully, you will be allowed to 
register during your enrollment 
appointment.  To register for classes, 
click “Return to Academics.” 
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Click “Enroll in a Class” 

Select the appropriate term. 
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Click on “Add Classes” 

Enter the class number in the 
“Class Nbr” window, or click 
the Lookup button (magnifying 
glass) to view the schedule of 
classes.   

Lookup button 
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After clicking the Lookup button, the Basic Search 
feature will open.   

To process a simple search, type in the subject of 
the course that you would want to add.  If you are 
not sure of the abbreviation for the subject area, 
enter the 1st letter of the subject area.  Click the 
Lookup button to view a list of subjects with that 
letter.   

Click the subject area of choice. Once you are 
back to the Basic Search, you may enter the 
catalog number and click “Search.”    

If you do not know the catalog number, leave it 
blank and select undergraduate or graduate for the 
Course Career.  Click “Search” to bring up a list of 
possible courses.   

Note:  A message may appear indicating that your 
search will return a rather large number of options 
(e.g. more than 50 classes!).  You may disregard 
the message by clicking “OK” or return to the Basic 
Search function by clicking “Cancel.” 
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Scroll through the displayed list to locate 
the desired course. Select the class you 
want by clicking on the “Checkmark” icon 
located on the left side of the page.  

Carefully look over the course to 
ensure that this is the course you 
would like to enroll in. Click “OK.” 
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If there is a lab or discussion for the class, 
you will enter it on this panel. Click the 
Lookup button by the “Related Component 
1” box.  The choices that you may select 
from will appear.  Once you click “OK” on 
this panel the class number will appear in 
the “Class Nbr” window. The course title 
will appear on the line as well. 

Click “Submit” to add the course (or click “Delete” if 
you do not wish to add the class to your schedule).  
It is suggested that you add only one or two 
classes at a time to simplify the enrollment process 
and to maximize response time.   

If the class was successfully added to your schedule “Success” will 
appear under the “Add/Status” column.  If “Errors found” appears, click 
on this message to see why you weren’t enrolled in the class.  To 
continue adding classes, click “Add Another Class.”  Follow through the 
process until your schedule is complete.  Once you’ve submitted your 
classes and you would like to drop a class, scroll down on this panel 
and click “Drop/Update Classes.”  

Once you’ve completed your registration, 
click “View My Schedule.” 
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Make sure your class schedule is correct.  You 
may print from this panel, by selecting file, print.   

You may also “Return to Academics” and 
select “View My Weekly Schedule” to 
print your schedule in grid format. 



 
Other tips and hints regarding the PeopleSoft System: 

• Academics section 
o View your grades (they are no longer mailed) 

o Unofficial Transcripts 

o Degree Progress Report 

o Transfer Credit Report 

o View Course Catalog 

o View Schedule of Classes 

• Personal Portfolio section 
o Verify your address and phone number 

o View “holds” on your account.   

• Finances section 
o View your financial aid  

o View account information   

• Click on the Self Service FAQ link from the Academic Tools page for more information. 
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When you are done using the system, be 
sure to click “Sign Out.”  Failure to do so may 
allow others to access your personal 
information.


