
1 
 

 

Shippensburg University 

Registration Instructions 
 

 

 

 

 

 

  



2 
 

Contents 

Obtain your Alternate PIN .................................................................................................................................... 3 

Sign In to myShip .................................................................................................................................................. 4 

Registration Status ................................................................................................................................................ 6 

Registration Permits and Overrides ...................................................................................................................... 7 

Adding Courses to Your Worksheet from “Look Up Classes” ...............................................................................12 

Adding a Course directly from “Look Up Classes” ................................................................................................13 

Email the Professor ..............................................................................................................................................15 

Common Select Course Errors .............................................................................................................................16 

Add or Drop Courses ............................................................................................................................................18 

Adding Courses When You Know the CRNs ..........................................................................................................19 

Adding Courses When You Don’t Know the CRNs ................................................................................................20 

Finalizing your Schedule Once You Have Courses in Your Worksheet ..................................................................21 

Dropping Courses from Your Schedule ................................................................................................................22 

Common Add Course Errors ................................................................................................................................23 

Drop Course Error ................................................................................................................................................24 

 

  



3 
 

Obtain your Alternate PIN 
Before you begin, see your advisor to obtain your Alternate PIN.  You will be prompted to enter your Alternate 

PIN when adding courses to your schedule. 
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Sign In to myShip 
Login to https://portal.ship.edu.  

 

 

 

 

  

https://portal.ship.edu/
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Click on the Student tab. 

 

 

Under Registration Tools, click Check Registration Days. 
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Registration Status 
Your holds, academic standing, permits, overrides and student statuses appear here, as well as your credit 

hours and information about your major. 

You must register for classes during your allotted time slot. 
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Registration Permits and Overrides 
To receive a permit or override for a course, contact the secretary of the department where the course 

resides. 
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Look Up Classes 

Click on Registration. 

 

 

Click on Look Up Classes. 
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Select the term and click Submit. 

 

 

 

Select your subject and click Course Search. 

C  
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Find the course you want to schedule and click on View Sections. 

 

 To get more information about a course, click on the CRN (Course Reference Number). 

 



11 
 

Click on View Catalog Entry. 
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Adding Courses to Your Worksheet from “Look Up Classes” 
Locate the course you want to add and check the box next to the CRN. 

 

Click Add to Worksheet. 

 
 

The Add or Drop Classes page will display the course CRN. 

Click Submit Changes to add the course to your schedule. 
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Adding a Course directly from “Look Up Classes” 
The “Look up Classes” page gives you the ability to add courses directly rather than adding them to your 

Worksheet first. 

Locate the course you want and check the box next to the CRN. 

 

Click on Register. 
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You will see your courses added to your Current Schedule. 
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Email the Professor 
The CRN course information page gives you the option to email the professor to ask questions. 

 

Click on the envelope  to send an email with your default mail program. 

 If you do not have a mail program set up on your computer, right-click  to copy the email address. 
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Common Select Course Errors 

SR: Student Restriction 

Scheduling not permitted  for one of the following reasons: 

 Not scheduling time 

 Invalid academic standing 

 A hold exists on the account 

 Student status is inactive 

 

Verify this information on the Registration Status page. 
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C: Closed 

A course becomes closed when there are no more seats left in the course. 

 

NR: Registration Not Allowed 

The scheduling time window is closed for all students. 
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Add or Drop Courses 
Login to myShip at https://portal.ship.edu and select the Student tab.  

Under Registration Tools, click Add or Drop Classes. 

 

This menu displays the courses that you have already added to your schedule, the amount of credits you have, 

the maximum hours you are allowed to schedule, and any courses you have added to your worksheet. 

 

 

https://portal.ship.edu/
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Adding Courses When You Know the CRNs 
If you already know your course’s CRN, enter it on the Add Classes Worksheet and click on Submit Changes 

 

The new course should now appear in your list of courses 
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Adding Courses When You Don’t Know the CRNs 
 

Click on Class Search at the bottom of the Add or Drop Courses page. 

 

You will be redirected to the Look up Classes page. 
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Finalizing your Schedule Once You Have Courses in Your Worksheet 
Courses in your worksheet are only temporary. To finalize your schedule, click on Submit Changes.  
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Dropping Courses from Your Schedule 
Click the drop down box associated with the course you wish to remove. 

 

 

Click on Drop through WEB. 

 
 

Click on Submit Changes to drop the course. 
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Common Add Course Errors 

 Field of Study Restriction 

 Prerequisite and Test Score error 

 Special Approval - Instructor 
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Drop Course Error 
You may not drop the last course in your schedule.  To do so, contact the Registrar’s Office at 

registr@ship.edu. 

 
 


