
Registration Process in MyPark 

 

1. From the Advisor Tab in MyPark, select “Advisee Roster.” 

 

2. Use the Search function to locate your advisee. Change the Advisee Status to “Need 

Registration Clearance” and select the respective Term. (In order to grant registration clearance, 

you must select the Term, and that only populates when selecting a relevant Advisee Status. )  

 

 

  



3. Click the “Grant” button to permit registration.  

 
 

4. Change the Advisee Status back to “All” and search for the student. 

 
 

5. Pull up the student’s record by selecting his/her name. 

 
 

6. When you are ready to register the student, select “Add/Drop Courses.” 

 

7. Type in the course title or course code and the appropriate session to search the course 

schedule.  



 
 

8. Check the box next to the course(s) you want to add, then click the “Add Courses” button. (If the 

check box does not appear, it is likely that registration clearance has not been granted.)  

 
 

9. If the student is registering for multiple sessions, change the term and follow the steps above.  

 

10. If the student is an athlete or should not change his/her schedule without prior approval, you 

can revoke the student’s registration clearance. To do this, you will need to search your advisees 

by Advisee Status and Term, then click the “Remove” button to revoke access. (To remove 

registration clearance, you must select a term from the drop down menu, and the drop down 

menu for the Term only appears if you select a relevant Advisee Status.) You will need to do this 

for each session that registration clearance was granted.  

 



 

 


