
WEBADVISOR FOR STUDENTS  

GRADUATE REGISTRATION INSTRUCTION SHEET  

GENERAL USAGE: 

¶ Log into inside.loyola.edu with your user ID and Password to access the WebAdvisor menu for the 

registration process. You can also use direct WebAdvisor at https://www.loyola.edu/webadvisor.  

¶ WebAdvisor operates effectively with PCs running Internet Explorer 6.0 ï 8.0 or Firefox 2.x ï 3.0.x.  

Macs running Firefox 3.0.x and up, or Safari 5.0.2 and up, will receive best results.   

¶ Examples in these instructions are from the Inside Loyola site and depict previous dates and terms. 

¶ Prior to registration direct questions to the following offices: 

o Advising: contact the appropriate Program Director or advisor. 

o Outstanding financial obligations: contact Student Administrative Services, 410-617-2333 or 

5047 

o Outstanding admissions documents: contact Graduate Admissions, extension 5020 

o Registration information: contact the Records Office, extension 2659 or 2263 

 

UNDER THE WEBADVISOR  MENU, CLICK WEBADVISOR Ą REGISTRATION Ą GRADUATE REGISTRATION 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

Verify your Demographic Data. You will see these 

screens every time you go into the Registration 

menu. 

 

Note:  If this is the first time you are verifying 

your demographic data, your entire social security  

number will appear. Do not share your password! 

Subsequently, after verifying the accuracy of your 

SSN, only the last few digits will appear on the screen.  
 

 

 

https://www.loyola.edu/webadvisor
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                Please note the ethnicity and race fields.  

 

                Review all demographic data carefully  

       and adjust as needed. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click SUBMIT to continue.  

     

    
 

 

Next, carefully verify home address information to ensure it is current and accurate. 
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International students: must provide a foreign home address and a local United States address. Only the 

foreign address will appear below, and it should be left unchanged unless it requires correction. To have a 

local address updated, please contact the International Student Advisor (410-617-2920) to complete the 

AR-11 form. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click SUBMIT to continue. 
 

 

 

 

Preferred Sections: 
Courses can be added to a preferred sections list once this feature is open. The same steps are followed as during 

registration, except for actually registering for the course. You will be prevented from registering for the courses, 

until registration is open. Use this feature to eliminate searching for courses once registration opens.  

 

VERY IMPORTANT: The Preferred Sections list is a wish list and does not guarantee you a space in the class. 

You are not registered until you choose an action and complete the registration process.  

 

Choose one of the below registration methods to begin searching for courses to add to your preferred sections list. 

Directions for how to register also follow.  

 
 

I.  Express Registration:  
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1. After completing the demographic pages, enter your course(s), by selecting the Subject, entering the 

course and section numbers, and selecting the term. Use only numbers in the ñCourse #ò column and do 

not use periods in the ñSection #ò column. Enter the information horizontally, NOT vertically. 

 

2.  Scroll down and click SUBMIT. 

 

 

 

 

 

 

 

 

 

 

 

3. Read any instructions or explanation on the next screen. 

 

 

 

 

 

 

 

 

 

 

 

 

Courses will remain on the below screen until registration opens. Once you get to this point before 

registration opens, you can sign out or go back to the WebAdvisor menu. To register for these courses 

saved on your preferred sections list, choose the registration option, Register for previously selected 

courses, as explained further below. 

 

4. Select RG ï Register from the drop-down menu. 

 

Other choices:  

RM ï Remove from List 

RP ï Register Pass/Fail  

AU ï Audit   
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5.  Under Current Registrations, you may see courses currently registered/enrolled in (if any). Scroll to the 

bottom and click SUBMIT to complete registration. 

 

 

 

 

 

 

 

 

 

 

 

6.  View your registration results to verify the classes you selected appear, and were processed. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7.  The courses you just registered for will appear above your current schedule. Click OK to exit the 

registration screens and proceed with billing. 
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8.  Always check Registration Ą My Class Schedule to ensure you properly registered for courses. 
 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

I I.  Search and Register for Sections (alternative to Express Registration):   
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1.  After completing the demographic pages, read any instructions and select the term (required) from the 

dropdown box. Read any instructions on the screen before proceeding. 

 

 

 
 

2. Narrow the results of your search by completing as many other fields as you wish, but must include one 

additional search field, such as the Subject. You have the ability to exclude closed courses from your 

search results. Use Course Type for summer registration if you want to select courses in a particular 

session. 

3. Click SUBMIT to continue. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4.  Scroll through the options and select the box to the left of the courses you wish to register for.  If a 

section is full (and you have not excluded closed courses), the course status will read ñClosedò. 
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5. Click SUBMIT to continue. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

         

6. Read any instructions or explanation. 

 

       

 

 

 

 

 

 

 

 

 

 

 

 

Courses will remain on the below screen until registration opens. Once you get to this point before 

registration opens, you can sign out or go back to the WebAdvisor menu. To register for these courses 

saved on your preferred sections list, choose the registration option, Register for previously selected 

courses, as explained further below. 

 

7. Select RG ï Register from the drop-down menu. 

 

Other choices:  

RM ï Remove from List 

RP ï Register Pass/Fail  

AU ï Audit   
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8.  Under Current Registrations, you may see courses currently registered/enrolled in (if any). Scroll to the 

bottom and click SUBMIT to complete registration. 

 

 

 

 

 

 

 

 

 

 

 

9.  View your registration results to verify the classes you selected appear, and were processed. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

10.  The courses you just registered for will appear above your current schedule. Click OK to exit the 

registration screens and proceed with billing. 
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11.  Always check Registration Ą My Class Schedule to ensure you properly registered for courses. 
 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

III.  Register for Previously Selected Sections:  

Choose this option if you have already placed courses on your preferred sections list with either of the 

two above methods, Express Registration or Search and Register, prior to registration, and would now 

like to register or remove them from your list.  Preferred Sections list does not guarantee a space in 

the course. 

 

 

 

 

 

 

 

 

 

 

 

 

You must complete the registration process. See instructions above from steps 4 ï 7 in Express 

Registration or steps 7 ï 10 in Search and Register, on how to complete the registration process. 
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Drop sections:  

 

 

 

 

 

 

 

 

 

 

 

1. Read any instructions or explanation. 

 

 

 

 

 

 

 

 

 

 

2. Check the box next to the course you wish to remove under Current Registrations. You will only be 

permitted to drop Summer 2012 courses. Click SUBMIT to continue. 
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ERROR MESSAGES 

1:   

 

 

 

 

 

 

 

It means one of the following: 

a)    The number was incorrectly entered in Express Registration (section numbers are 2 digits, not 3) 

b) The section is truly not offered in the term selected (check Search for Sections) 

c)    The session registration is over (check the registration dates) or the section begins less than 15 

days  from the day you are trying to register (check Search for Sections for the start date of this 

section) 

d) You may have entered two subjects in Express Registration (GB*GB500*61 is inaccurate) or you 

may have a period in your section number (GB*500*.61 is inaccurate) 

e)     No courses in the selected subject are offered in the term you selected 

f)     The system enters the asterisks as shown in example d. Do not add your own asterisks. 

  

Remove the course from your list if there is no resolution (as in the case of a time conflict) and continue 

to register for those courses that have no error messages. Click SUBMIT to continue. It will take you to 

review your registration results and you will see courses that were removed and courses that have been 

successfully registered. 

 

 

 

 

 

 

 

 

 

 

2: 

If you receive this error message below it is because you have not followed the registration steps properly. 

At the bottom of each screen, click SUBMIT or OK.  DO NOT use the left side menu options to open 

new screens while in the registration process. The system will become slow and you may not complete 

the registration process properly. Click OK to close the error message and then the X in the right corner of 

each individual tab inside the WebAdvisor menu. 

 

 

 

 

 

 

 

 


