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STUDENT WEB REGISTRATION INSTRUCTIONS 
 

To access the Student Administration Services menu, click on the inside.uthscsa (portal) link on the 
UTHSCSA homepage (www.uthscsa.edu/) or use the following URL: http://inside.uthscsa.edu/. 
 

 

Enter your UTHSCSA domain user id and password and click on . (Your UTHSCSA domain 
user ID and password are the same as your UTHSCSA e-mail user ID and password.  
 

 
  

If your sign in was not successful, click on Need login help?, 
contact the Service Desk at IMS-Servicedesk@uthscsa.edu or 
567-7777, or visit a Help Desk. Help Desks are located in 
Medical School Room 411L and in the Briscoe Library 2nd Floor 
Computer Lab. 
 
 

http://inside.uthscsa.edu/
mailto:IMS-Servicedesk@uthscsa.edu
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If you receive the following Security Alert, click on Yes. 
 

 
 
Click on Student Administration in the Enterprise Menu box. 
 

 
 
(If this results in a blank screen, you must drop your browser’s security level to Medium. A 
level of High will prevent the system from operating.) 
 
Start by clicking on Self Service. 

 
Then Click on the Student Center. 
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TO ENROLL IN CLASSES 
 

Click on Enroll or the Enrollment: Add link on the “other academic” pull-down menu. 
 

 
 

You may see multiple terms listed. If so, choose the one you want and click . 
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If you are searching for a class, use the drop down feature to select a Course Subject and a course 

career, then enter the Course number if you know it. Then hit the  button. 
 

 
 

When you see the class you wish to add, click on the   button. 
 

 

To add a class, enter the class number 

and click  or Search for a class 

using the  button. 
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You may be required to enter a Class Permission Number if the class in which you wish to register 
requires instructor/departmental consent for enrollment. To obtain a Class Permission Number, 
contact the instructor/department responsible for the course. 
 
If the class in which you wish to register is a variable hour course (a class that may be taken for a 
range of semester hours), you will additionally be required to enter the number of Units (semester 
hours) for which you wish to register. Failure to enter the number of Units for which you wish to 
register will result in the student information system defaulting your enrollment to the 
minimum number of semester hours allowed for the class. This could result in an understated 
bill if your desired enrollment is greater than the minimum number of semester hours allowed. 
 

After entering permission number and/or units (as needed), click on . 
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If you wish to delete any of the classes you have just selected, click on the  in your Shopping Cart. 
 
Repeat this class selection process until you have chosen all of the courses in which you desire to 

enroll and then click on . 
 

 
 

Confirm your choices by clicking on . 
 

 
 

If your enrollment was successful, you will see a  next to each class. A  next to a class means 
that there was an error in the enrollment request. An explanation on the error will be noted in them 
message section. 
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NOTE:  If the request was unsuccessful due to a hold, you can view your hold(s)on the Student 
Center page. Click back on the Student Center link on the left and the holds will be listed in the upper 
right hand corner. Click on  to see more information about your hold(s). 
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TO EDIT A CLASS (change amount of units or semester hours) 
 
If you need to change the units (semester hours) for a class in which you have previously enrolled, 
from the Student Center, Click on Enroll or the Enrollment: Edit link on the “other academic” pull-down 
menu. 
 

 
 

If you used the Enroll link, you must now click on the  tab. 
 

Select the class you want to edit using the pull-down feature, then click . 
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Using the pull-down feature, select the appropriate number of units and click . 
 

 
 
 

Click on  if you wish to proceed with the change. 
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TO DROP CLASSES 
 
From the Student Center, click on Enroll or the Enrollment: Drop link on the “other academic” pull-
down menu. 
 

 
 
 

If you click on Enroll, you must now click on the  tab. 
 
Select a term if necessary. 

Check the box next to the class you wish to delete and click . 
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Click on  to complete the process. 
 
 

 
 

If your drop was successful, you will see a  next to each class. A  next to a class means that 
there was an error in the enrollment request. An explanation on the error will be noted in them 
message section. 
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TO SWAP CLASSES 

 
To “swap” classes is to replace one class for another. 
 
From the Student Center, Click on Enroll or the Enrollment: Swap link on the “other academic” pull-
down menu. 
 

 
 
If you used the Enroll link, you must now click on the  tab. Select a term if necessary. 
 
First choose the class to drop (swap), using the pull-down feature, then enter the class number or 
search for a class to add in it’s place. 
 

 
 

Enter permission number or change units on course to be added if needed, then click  
button. 
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After reviewing the swap request, click  button. 
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The resulting page will confirm if the swap was successful or will return error messages if it was not 
successful. 
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VIEW YOUR CLASS SCHEDULE and ORDER TEXTBOOKS 
 

You can view your class schedule by clicking on the  tab. From this page, you can 

click on the  link to access the UTHSCSA Bookstore. 
 

 
 
You can also view your class schedule by selecting Class Schedule in the pull-down feature on the 
main Student Center page. 
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If you need assistance, please contact the Registrar’s Office at registrars@uthscsa.edu or 210-
567-2621. 

mailto:registrars@uthscsa.edu

