Cheater’s Guide to SonisWeb Student Registration
To Register for Classes:
1. Go to MCC webpage and click on SonisWeb logon.
2. Click on For Administrators.
3. Enter your user id and password and click Administration Login.
4. You’ll enter on the Name Search page. Enter the student’s last and first name and click Search.
5. If there is more than one student in the system with the same name, select the one you want (check middle initials) by clicking on the radio button in front of the correct name and then click View Record.
6. If student is new, you can click on Checklist to see if they have completed the application process. You won’t be able to register them for classes until they have turned in their MCC application and have been entered into Sonis by Brenda.

7. If the student is transferring in with credits from another school, you can click on Courses to see what Lisa has accepted as transfer credits. This is helpful to know what they have already taken.

8. To register for courses, click on Registration (located under Reports in the list on the left vertical side of your screen). 

9. Select the year and semester for which the student is registering for classes using the Limit by School Year and Limit by Semester drop-down boxes and then click on Submit.

10. Under the heading Select Beginning Course Letter, you will be able to click on the first letter for all course rubrics beginning with that letter (i.e. to find Composition I, you would click on the letter ‘C’).
11. After selecting a letter, you will be taken to the page where the courses beginning with that letter are listed. Locate the course and section the student wants, and then click on the course rubric (left side of page) to select the course. 

12. After selecting a course, you will be taken to the “shopping cart” page indicating the courses the student is currently choosing.  Register for additional courses by repeating steps 10-11 until the student’s schedule is complete.

13. At any time during this process, you can drop a course (to change sections or if the student decides not to take a course after all), by clicking on the course rubric from the “shopping cart” page. It will bring up the course and you will click on Confirm Removal to delete the course.

14. After you have finished adding courses, from the “shopping cart” page you will click Continue with Step 2, and then Step 2 of 3 Continue.
15. You will see the student’s bill and will then click on Return to submit the schedule.

To Print a Schedule after Registering for Classes:

1. Click on the Reports icon at the top of the screen.

2. Click on Schedule: Student located in the list on the left vertical side of the screen.

3. Use the dropdown boxes to Select School Year and Select Semester and then click Build Report.

4. You will be taken to a new screen, click Preview Report to view schedule.

5. With your cursor, click anywhere on the student’s schedule, and then click the printer icon directly above the student’s name (on the left of the screen).

6. Have the student sign the schedule, you sign it and then run a copy for: Lisa, the student’s advisor, the student, and Distance Ed. Office (if the student is taking any distance courses).

7. Online students should also write their email address on the schedule.

8. I attach a copy of the student’s compass report to the advisor’s copy if the student is new.
To Drop Classes from an Existing Schedule:
1. Go to MCC webpage and click on SonisWeb logon.

2. Click on For Administrators.
3. Enter your user id and password and click Administration Login.
4. You’ll enter on the Name Search page. Enter the student’s last and first name and click Search.
5. If there is more than one student in the system with the same name, select the one you want (verify middle initials) by clicking on the radio button in front of the correct name and then click View Record.
6. Click on Registration (located under Reports in the list on the left vertical side of your screen). 

7. Select the year and semester for which the student is dropping/adding classes using the Limit by School Year and Limit by Semester drop-down boxes and then click on Submit.

8. You will see the student’s schedule. To drop a course, click on the rubric of the course you wish to drop and then click Confirm Removal.

9. After you have finished editing the student’s schedule, from the “shopping cart” page you will click Continue with Step 2, and then Step 2 of 3 Continue.

10. You will see the student’s bill and will then click on Return to submit the revised schedule.
To Add Classes to an Existing Schedule:

1. Go to MCC webpage and click on SonisWeb logon.

2. Click on For Administrators.
3. Enter your user id and password and click Administration Login.
4. You’ll enter on the Name Search page. Enter the student’s last and first name and click Search.
5. If there is more than one student in the system with the same name, select the one you want (check middle initials) by clicking on the radio button in front of the correct name and then click View Record.
6. Click on Registration (located under Reports in the list on the left vertical side of your screen). 

7. Select the year and semester for which the student is dropping/adding classes using the Limit by School Year and Limit by Semester drop-down boxes and then click on Submit.
8. You will see the student’s schedule.  To add a course, use the same process as before for course registration.
