TROUBLESHOOTING REGISTRATION PROBLEMS

Common reasons for problems when attempting to register for CSD Classes:
1) A common error when trying to register for CSD classes is entering the lecture # for the wrong program track. Full-time and leveler students should always enter the lecture # for the Mt. Campus section; Summers-Only students should always use the lecture # for the online section.   If in doubt, you can always see both sections (each with its own “lecture/class number”) listed in a current online class schedule on LOUIE.
2) Refer to your Program of Study to make sure you are attempting to register for a class you are scheduled to take during the specific semester in question. If you have gotten “off cycle” and need to register for classes out of sequence from the standard Program of Study, contact your faculty academic advisor for an Instructor Consent override approval.  See Override instructions below.
3)  Look for any “Notes” that may appear on LOUIE for the class in question. (For class details, click on the lecture/class number highlighted in blue in the LOUIE online schedule.)  If, for example, the class notes section called “Reserved Seating” says the section is reserved for a particular track and if you are not in that track, you will not be able to register for that section. Sometimes more than one section is offered for the same course; if so, try to register for the alternate class section.  Otherwise, you will need an Instructor Consent override approval.
4) Entering the wrong semester; always check to make sure you’ve entered the correct semester.

5) If you are attempting to register past the Deadline to Add a Class for that semester, you will need a “Petition to Add After the Deadline”. For registration calendars and forms, go to the Registrar’s web page at http://home.nau.edu/registrar/.
6) There may be a “hold” on your student account.  Look in the blue box titled “HOLDS” in the top right- hand corner of your main LOUIE page. If anything is there, you will need to address that problem with whatever department issued the “Hold”.  Note: the Financial Aid message, “Enrolled for too few hours” will NOT stop your registration.
7) If you are attempting to register for a CSD class that has a specific undergraduate prerequisite, and if you took that prerequisite course at another institution, your academic advisor will need to verify completion of the prerequisite and then approve a “Requisites” override on an Override form; see instructions below.
8) Graduate students are allowed to take a maximum of 16 units (credits) in a single fall or spring semester.  If you are trying to add a class that would put your total semester units above 16, you will need to request a Unit Load Override Approval from your academic advisor.  That form is on the Registrar’s web page at http://home.nau.edu/registrar/.  Summer session overloads (above 7 in a single 4-wk session) are not allowed.
9) No one will be able to register for CSD 602 or CSD 608 until they have submitted: A) a completed Registration Check List with all supporting documents, and B) a Practicum or Externship Information Form prior to EACH semester wanting to register for the class.  Allow 1-2 weeks for your documents to be processed in the CSD office then attempt to register.  You will NOT need a specific CSD 602 or CSD 608 permission number to be issued to you; we just make it possible for you to register.  Practicum and Externship forms are found on the CSD Forms web page at http://csd.nau.edu/forms/index.php. 
10) Write down and refer to the text of any “Error” messages that may appear when attempting to register.  Make that specific information available to your advisor when seeking assistance.

Always double check EACH of the above items and make every attempt to resolve your registration problem(s). If you continue to have difficulties, please contact your academic advisor.  Be sure to provide your LOUIE ID number, any necessary completed forms (add/drop petitions, overrides, etc.) and a complete explanation of your situation, including any circumstances that may be unique to you, so your advisor can better assist you. 
Override Instructions
You need to know, specifically, what the Error messages say when you try to register in order to understand the problem(s).  If, after reviewing the above steps, you are still unable to resolve your registration error, you will need to use the standard across-campus process in place for overrides.   Please complete the Override Authorization form found on the Registrar’s Forms page at http://home.nau.edu/registrar/forms.asp; be sure to mark the type of override your Error Message indicates you need (this is usually either the Requisites or Instructor Consent box). Obtain advisor and/or instructor signatures; if you get an approval via email, attach a copy of that email to the override form. You may choose to send the override and attached documents to the registrar’s office via fax (928-523-1414) or via campus mail (PO Box 1403) if you don’t want to walk them to the Registrar’s office; you may obtain an intercampus envelope from the department office.
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