
RESOLVING REGISTRATION 
ISSUES 

Getting Oriented in Self-Service 

Westminster Theological Seminary 



REGISTRATION ISSUE #1: 
You cannot log onto Self-Service. 



RESOLUTIONS: 
1. Review tutorial entitled Getting 
Oriented with SS (PowerPoint) 
 
2. Email HelpDesk@wts.edu 



REGISTRATION ISSUE #2: 
 

You might not be able to 
register online. . . 



REASONS YOU CANNOT REGISTER ONLINE INCLUDE: 
 
1. Registration is not currently open for your program. 
 
2. You are a new (first-time) or reinstating student. (Does not apply to DMin 
students.) 
 
3. You are required to take the Advanced Theological Writing (ATW) course 
and have not completed this requirement  
 
4. You have dropped all the courses in your cart before adding any courses, 
which automatically prompts the system to withdraw you as a student. 
 
5. You are not a current student. 
 
6. You are an advanced degree student (ThM, PhD or DMin) and your 
advisor has not authorized you to register. 
 
7. Your account is on one or more registration STOP lists. 
 
 



For Reasons 1 through 6, you will see the screen above.  
 
Please follow the resolution associated with the reason that applies to you.  



For Reason 7 (“Your account is on one or more STOP Lists”), you will see the screen above. 
 
Please follow the resolution indicated. Once resolved, the Stop(s) will be removed and you 
will be able to register. 



REGISTRATION ISSUE #3: 
 

You might not be able to  
register for certain courses… 



REASONS YOU CANNOT REGISTER FOR CERTAIN 
COURSES INCLUDE: 
 
1. Course Conflict (two courses meeting at same time) 
 
2. Corequisite/Prerequisite requirement 
 
3. Degree/Emphasis restriction 
 
4. Class Availability 
 
5. Permissions course requirement 



• If you are restricted from adding a certain course to your cart, an error message will be 
generated explaining the reason. 
• In our example (see screen above), the course has a degree/emphasis restriction. 



• To finalize your schedule, remove problem courses before clicking Next. 
• Contact the Registrar’s Office to register for courses restricted from you online. 



Review the status of your finalized schedule, then click Finish. 



If you wish to register for the other courses WITHOUT removing a problem course 
from your cart, clear the checkbox next to it in the Review Schedule screen.  This 
will notify Self-Service not to register for the problem course, even though it is in 
your cart. 



ISSUE #3 - SPECIAL CASE:  
“PERMISSIONS” COURSES 



• There are a few courses for which you will be asked to submit a permission request. 
• You will be able to add these “permissions” courses to your cart, but will not be able to 
register for them until after the Registrar’s Office has granted you permission. 



If you attempt to register for a “permissions” course before receiving 
permission, you will get an error message. (See screen above.) 



After adding a “permissions” course, click Request Permission. 



• Enter a comment and click Send Request. 
• After a time, the Registrar’s Office will email a response to your request. 
• If you receive an email from the Registrar’s Office indicating that you have been 
approved, login to Self-Service again and finish registering for the course. 



NEED HELP? 

• For more information about registration: 
http://www.wts.edu/students/registrar/registration_2.html 

  

• For help getting started with Self-Service: 

– E-mail HelpDesk@wts.edu. 

– Call (215) 572-3838 (ext. 3838)! 


