
  

 

 
 

 

 

 

 
 

       

Navigate 
Registration 

Technology Training Services Revised March 31, 2020 
 

= Note 

= Caution 

= Advice 

Instructions 

1. Log into MyReynolds using Google Chrome or Mozilla Firefox 

2. Review and complete necessary items in your To-Do prior to registration 

3. Once the To-Dos have been addressed, click Planner at the top of the window. 



 

For more tips like these visit http://inside.reynolds.edu/TechTraining 
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4. It is possible to Plan, Schedule and Register from a Mobile Device ONLY IN A BROWSER. Once inside 
planner can view your selective or declared academic program, statuses of your pro
requirements, and the ability to view your completed, current and upcoming terms. 

5. 
The search feature enables 
locating and adding 
courses outside of your 
academic plan. 

To begin, click the Search icon 
and type the course title 
or course ID. 



For more tips like these visit http://inside.reynolds.edu/TechTraining 

 

 

6. To Add a Course to a term, select course and drag to chosen term. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. To add the course to your term, hover near the course title until the cursor changes. That will be your 
handle to drag the course to your desired term. 



For more tips like these visit http://inside.reynolds.edu/TechTraining 

 

 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

8. The course is now in 
desired term. Term status 
should be noted to ensure 
registration dates. 

Click Pick Times to 
proceed. 

9. When the option appears for your selected course, choose the Parts icon which reveals available 
terms and times for that course. In the example below, the first option offers four available times for 
this term. 



For more tips like these visit http://inside.reynolds.edu/TechTraining 

 

 

 

10.  Once time options are revealed, you are able to drag the chosen time slot to your calendar. 

 
 
 
 
 
 
 
 

 

 

 

11. The section now appears on your calendar. If there are no conflicts, you will see a GREEN 

confirmation message. 



 

 

12. Next, if required, you will enter a PIN number. You may also need to meet with your advisor prior to 
registering. Click register in the top right corner of your window to receive a registration 
confirmation.   

 

 

For more tips like these visit http://inside.reynolds.edu/TechTraining 
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