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1. Getting to Web Course Registration System
· Click any Internet browser (e.g. Internet Explorer).

· Enter the web site:   https://sis.squ.edu.om/ .
· The following page will appear:
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2. Login 
· Enter user name and password. 
· In case you have forgotten your password, follow the steps in section 3.
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           Note: 
If you have entered an inactive account or an invalid username/password, a message will appear at the bottom of the page as follows:
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3. Forgot Password
· Click 'Forgot Password' link in the main page.
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· You will get the following page:

[image: image5.png]Sultan Qaboos University

Please enter your User Name (Example: $12345 for a student or €3456 for a staff)

Click to get Password




· Enter your username (‘s’ followed by your ID).
· Click the button 'Click to Get Password'
· Your password will be sent to your SQU email.
4. Student Information and Registered Courses
After entering the correct user name and password you will view the page illustrated below. This page is used to display the student's basic information and the courses registered for the given semester.
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As noticed, the page includes:
· Student information:
a. Student Id.

b. Student name.

c. Student status.

d. Encumbrance (if exists).

e. Student course load status.

f. Maximum courses allowed to be registered in the given semester.

g. Maximum credits allowed to be registered in the given semester.

h. Minimum credits allowed to be registered in the given semester.

· Registration Semester: this will display the web registration semester, students are not allowed to change the semester.

· Currently Registered Courses: This section displays the courses registered in the given semester, if any. If there are no any courses registered this section will be displayed as follows:
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This page has the following options (buttons):
· Add: To add a course. For further details refer to section 5.

· Drop: To drop a registered course. For further details refer to section 6.

· Timetable: To view and print student timetable. For further details refer to section 9.

· Help: To open Help page. For further details refer to section 10.

· Exit: To exit the On-line Registration web page. For further details refer to section 11.
5. Add a Course
From the registration main page, click the Add button as illustrated below:
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The Course/Section Entry window will be displayed:
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· Enter Course (example: BIOL2101).
· Enter Section Number. If the course has disaggregate sections (Lab, tutorial, seminar), enter the aggregate only as shown below:
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There are three options:
· Next: To complete the registration process.

Note: Course will not be added to student records if ‘Next’ is not selected.
· Course Lookup: To display the list of all offered sections for the entered course, their types and timetable remarks. For further details refer to section 7.
· Cancel: To cancel the process.

When the course and section are entered correctly, click ‘Next’ button to display the Course/Section Details window. This window displays all related disaggregate sections and their types. 
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Note: The aggregate section is disabled; i.e. un-changeable, whereas it is possible to change the disaggregate sections. It is not accepted to change the disaggregate section such that it is not related to its aggregate. For example it is not allowed to select section 41 while the aggregate is 50.
There are three options in Course/Section Details window:
· Save: To add the course/section to your registration records. This will display the following message to inform you that the add process has been done successfully.
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Click ‘Ok’ button to go back to the Student Information and Registration page. Notice that the added course is included in the list of registered courses.

· Course Lookup: To display registered section/s, their types and timetable remarks. For further details refer to section 7.

· Cancel: To cancel the add process and return to the Course/Section Entry window.

6. Drop a Course
To drop a course start from the registrationmain page and follow the steps mentioned below:
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· Select the course required to be dropped by clicking the radio button (small circle) to the left of the course.
Note: If the course has disaggregated sections, click the radio button next to any section related to the course, the drop process will delete the course and all its related sections.

· Click the ‘Drop’ button.

· A confirmation window will appear.
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This window displays the course required to be dropped and all its related sections. There are two options:

· Confirm: To confirm the drop process. A message will appear to inform you that the drop process has been done successfully. Click ‘Ok’ button to go back to the registration main page. Notice that the course has been deleted from the list of registered courses.
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· Cancel: To cancel the drop process.
7. Course Lookup
The Course Lookup service is provided to help the students to view the status of the offered courses by listing the course, sections, section type (Lecture, lab, tutorial, etc.), remaining seats, course conflicts and final exam conflicts. This service is provided in the Course/Section Entry and Course/Section Details windows. 

To view Course lookup through the Course/Section Entry window, perform the following steps:
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· Enter the course.

· If the Section number field is blank and ‘Course Lookup’ is selected, you will view a list of all sections offered for the entered course, their types, remaining seats, course conflicts and final exam conflicts. If the Section number is filled and ‘Course Lookup’ is selected, you will view the details of the section entered only. The following figure illustrates the difference.
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· As illustrated, the list contains the sections, their types, remaining seats, course conflicts and final exam conflicts. 

· Select the suitable section.
Note: This list is used for displaying purposes. It is not possible to select directly through it.
· Click ‘Back’ button to return to Course/Section Entry window.

The Course lookup option in Course/Section Details window will display the details for the entered course/section.
8. Error Messages
During the registration process, student might face several problems due to registration constrains or data entry errors. Such problems are handled by displaying suitable error messages to inform the student of the problem and its suggested solution. The following figure illustrates a message that is displayed when a student tries to register a conflicting course:
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9. Print Student Timetable
You can print your course timetable for the current semester as follows:
· Click ‘Timetable’ button from the registration main page.
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· Your course timetable will be displayed
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· Select File form the page main menu, and then select ‘print’ as illustrated above.
10. Help
The ‘Help’ button at the bottom of the following page will provide instructions to solve some related issue such as registration and timetabling problems.
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11. Sign Off
To exit the On-line Registration page, click the ‘Exit’ button located on the bottom of the page.

[image: image22.png]Wb Goure Registration

5123456 Mohammed Abdullah G ASFE L YA e 10

Status: REG ~ Encumbrance:  Course Load: EXTRA
Max Courses Allowed: 6 Max. Credits Allowed: 18
Min. Credits Allowed: 9 Credits

Currently Registered Courses.

O ACCT4116 10 LEC 3  Advanced Financial Accounting
O ACCT4123 20 LEC 3 Advanced Management Accounting
O ACCT4161 10 LEC 3 International Accounting

O BCOM4931 20  LEC 3 Technical Writing for Business

Total Credits Registered: 12

_Add | Drop || TimeTable | Help | Exit|




Note: It is necessary to sign off to protect your registration information from being abused.
===== END =====
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