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Genisys Registration Instructions 

 

Go to: http://my.regent.edu 

Introduction: 
All students must register for classes through Regent University’s online information system called 
Genisys (General Information System).  This is a step-by-step guide which is designed to walk you 
through the process.  Please follow the instructions carefully.   
 
First, go to the web address listed at the top of this page on the Internet.  Log in with your MyRegent ID 
and Password.   
 
If you have forgotten your MyRegent ID or password, choose the “Forgot your password?” link below 
the Login button in order to retrieve it using your security question/answer.  If this is not successful, 
contact the Help Desk at (757) 352-4076 or email  helpdesk@regent.edu  and they can assist you. 
 
The page below will be displayed: 
 

 
 
 

Important Note: 
You will need the Course Reference Number (CRN) for each course you want to take when you register 
in Genisys.  The CRN is a five-digit number assigned by the Banner Student System to each course (e.g., 
40081).  To make this process easier, most of the schools at Regent University have provided a Course 
Schedule on their websites.  These schedules list the courses the school is offering in the next semester 
and includes the CRN of each course. 
  

http://my.regent.edu/
mailto:helpdesk@regent.edu
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In order to register for your courses, the next step is to access Genisys. 

  Click on GENISYS on the top right side of the page 
 

 

 

Please verify all personal information is accurate and up to date by clicking on the “Personal 
Information” link. 
 

 
 

 Follow the on-screen instructions for each option.  Changes made here will update your personal record 
for the university.  
 
All students are expected to keep their personal information updated through Genisys.  If you have 
questions, please contact the Help Desk at (757) 352-4076 or email helpdesk@regent.edu. 
 
When you have finished, click on the “Return to Menu” link at the top right of the page. 
 
Next, click on the “Student” link and the page below should appear. 
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Click on “Registration” to begin the registration process and the following page will be displayed: 
 

 
 
 
Registering for Courses: 

 Click on “View Your Overall Registration Status”.   This page will show if there are any “Holds” 
on your account which will prevent you from being able to register.   If you have questions 
about holds, please contact the University Registrar at (757) 352-4094.   
 

 If the page indicates that you have no holds on your account, click “Return to Menu” at the top 
right of the page, this will take you back to the page displayed above. 
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 Click on “Register and Add/Drop Classes” 
 

 
 
 

 You will be prompted to select the term you wish to register for, select a term and click 

“Submit”. 

 
 

 The following table will be displayed toward the bottom of the page: 

 
 

 Consult your school’s website or your advisor for the Course Reference Number (CRN) of each 
course for which you want to register.   If a course has multiple sections, each section may have 
a different CRN.   Make sure to select the appropriate CRN number for the course you would like 
to register. 
 
 

 Type the CRNs into the fields on the table, one at a time, being careful to go from left to right. 
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 Click the “Submit Changes” button when you are finished. 
 

 A page will be displayed with the courses listed you selected.  Carefully review the information 
to ensure you have registered for the correct courses. 
 

Adding and Dropping Courses 
 
If you made a mistake and want to add or drop one or more courses, follow these steps: 
 

 Drop:   Under the column “Action”, use the pull-down menu in the appropriate row(s) to select 
“Web Drop”.  You can do this to drop one course or to drop multiple courses at a time. 

 
 

 Add:  Scroll down to the “Add Class” table, which is toward the bottom of the screen.  Follow 
the instructions on the previous page for adding the CRN(s) of any additional course(s) in which 
you want to register.  

 
 
Be sure to click “Submit Changes” after each add/drop. 
 
 

 

 Note:  If you want to drop or add a course after leaving Genisys, follow the instructions on page 
1 & 2 to login again and then click on “Student”, “Registration”, and then “Register and 
Add/Drop Classes”. 

 
  



Revised November, 10, 2010 Page 6 
 

Final Registration Steps 
 
Once you are satisfied with your registration, click the link to “Finalize Registration here and view your 
Financial Info” 

 
 
The “Completed Registration and Fees” page will display, this will list tuition and fee charges.   If you are 
registering early, you may not see fee calculations yet.  To verify your registration, click the “Student 
Detail Schedule” link at the bottom of the page. 
 

 
 
It is the student’s responsibility to ensure payment is received by the Business Office by the appropriate 
due dates.   All payments must be made through Genisys (use the “Tuition and Student Fees Online 
Payment” tab at the top of the page.   Be sure to coordinate with Central Financial Aid ( (757) 352-4125), 
the Business Office  ( (877)-850-8434), and the Registrar’s Office ( (757) 352-4094) as necessary. 
 


