
Creation of identities (if applicable), 
term record activation, and issuance 

of course selection form
Is the term record 

activated?

No

Yes

Is the registration 
fee paid?

Payment of the registration fee, and 
issuance of receipt and clearance

NoIs the course 
selection form  
FAO certified?

Verification of financial aid status and  
certification of course selection form

No

Yes

Yes

Course selection with academic 
advisor, and approval of course 

selection form

Is the course 
selection form  

approved?

Yes Registration terminal and issuance of 
student schedule

No

Start

End

The Traditional Mode of Registration
Face-to-Face and Assisted Registration

1 2

3

4 5



The Online Mode of Registration
Pilot-Tested during Early Registration for Spring 2014 at the National and Pohnpei Campuses 

Start
1

Student has no 
outstanding 

balance

No

Clearance is 
issued to register

Yes

Yes

No

Register courses online

Online registration 
is allowed

See your academic advisor to allow 
registration

Yes

No Go to the Office of Admissions, 
Records and Retention for 

assistance

2
Pay registration fee on or before the 

deadline

End

If registration fee is not paid after the 
deadline then registered courses will be 

purged

3

See Business Office to either clear 
outstanding balance or pay required 

percent



Quick Guide to Online Registration
For Academic Advisors and Students



The Online Mode of Registration
How to allow registration

Type in your Login Name
Type in your Password

Click on the Sign On button

Academic Advisor



The Online Mode of Registration
How to allow registration

Academic Advisor

Click on the Online Registration Link



The Online Mode of Registration
Academic Advisor

Click on the hyperlinked ID of an advisee

“Yes”, if student 
is continuing, in 
good academic 
standing, and 

has no 
outstanding 

financial 
obligations with 

the College

“Yes”, if 
advisor 

approved 
online 

registration

“No”, if 
advisor is yet 

to approve 
online 

registration



The Online Mode of Registration
How to allow registration

Academic Advisor

Click on Approve Registration button



The Online Mode of Registration
Student

Type in your Login Name
Type in your Password

Click on the Sign On button



The Online Mode of Registration
Student

Click on Degree Completion link to view your 
electronic IDP and identify your program’s 

prescribed courses that you still need to take

Click on Available Section link to view 
courses/sections offered at your campus



The Online Mode of Registration
Student

Option 1.  Click on this button to register a section 
by subject and course number

Two options to register courses online

Option 2.  Click on this button to register a section 
by title



The Online Mode of Registration
Student

Option 1.  Register subject and course number  

Click on the drop down box 
to select a subject, e.g., EN 

for English, AC for 
Accounting, etc.

Click on the drop down box 
to select a course number 

and title, e.g., 101, 112



The Online Mode of Registration
Student

Subject

Course Number



The Online Mode of Registration
Student

Selected subject=SS

Selected subject=100

Available section

Click Add button to register 
this section

Else, click on this button to cancel 
and return to Registration Summary

Option 1.  Register subject and course number  



The Online Mode of Registration
Student

Deadline for payment of the 
registration fee

Option 1.  Register subject and course number  



The Online Mode of Registration
Student

Option 1.  Click on this button to register a section 
by subject and course number

Two options to register courses online

Option 2.  Click on this button to register a section 
by title



The Online Mode of Registration
Student

Option 2.  Register a section by title 

Type in Section Title, e.g., P1, K1

List of available sections displayed 
by Section Title

Click on the Add Button to 
register for a section



The Online Mode of Registration
Student

You may change the courses you have registered online within a defined period!
 

Click on this button to drop a 
section



The Online Mode of Registration
Student

You may change the courses you have registered online within a defined period!
 

Click on this button to drop an 
enrolled section



The Online Mode of Registration
Student

You may change the courses you have registered online within a defined period!
 

Spring 2014 Semester



Quick Guide to Online Grade Submission
For Instructors



1.  Click on the Record Grades Link to Access Section 
Grade Form (Online)

4.  Post final grades, i.e., A, B, C, D, F, and I

2.  Click on the drop box to select an academic term

3.  Click on the drop box to select a section

5.  Click on Submit button to submit posted 
grades online

Grade Entry Form (Instructor’s myShark Portal)

Grade Entry Term Control  (Admissions Office)

Enterable Grades


