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Access the MRU Student Portal at:

https://portal.mru.edu

1 – To enter, click the blue LOGIN button on the top right
2 – Select Student Portal Homepage to proceed
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After accessing the Student Portal, type your Username and 
Password in the form

Note that the Username is unique and is the combination of 
the FIRST FOUR LETTERS OF YOUR FIRST NAME and the 
FIRST TWO LETTERS OF YOUR LAST NAME.
This combination may apply to several students so a number 
will be added after the letters starting with 1.

The Password is set by the student.
If you forgot your password or your username, please 
contact Office of Information Technology for assistance at 
helpdesk.mru.edu
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Once in the portal:
1 - Go to Academics
2 - Select Your Class Schedule
3 – Click the link to download your current schedule

Please check the Enrollment, Term, Day and Section of 
your assigned courses



This is how a typical class schedule appears:
1 – Student Name
2 – Student ID
3 – Present Term enrolled
4 – Day of the week and legend
5 – Room # in MRU or location where the course takes place
6 – Code for the course
7 – Section and day of the course.

Note: The first letter of the section means the time of the day Morning (M) or Evening (E). The second 
letter refers to the day and the rest represents the location, if outside the MRU campus.
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In this step please check the availability of the course. To access this 
form:
1 – Click on Campus Info
2 – Click on Course Schedule                   
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On this form, the search options to obtain which courses are available 
can be changed
3 – Select the current Term, to find on the schedule
4 – Check or uncheck the days for more or less availability options
5 – Type the course code based on the Schedule
6 – This option searches Open courses or Open & Closed courses
7 – These options limit time of day, e.g. all day, morning or evening
8 – When done, click Search to view the results
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After the system retrieves the matching courses, the results appear below the previous form

All the results reflect the same Course and Course Title columns

Choices can be made based on the Section and Course Start/End Date columns

Note that the last column allows for viewing more details about the specific class

It is recommended that you take note of the Section code to avoid 
adding a wrong course in the registration stage, later on.
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If more details about a course are desired, this form 
appears:

1 – The description of the course will always be the same 
as in the MRU catalog
2 – This group of details may change according to the 
specific course selected
3 – The Available Seats field is important.  If there are very 
few seats available, there is a good chance that the course 
might not be available after dropping another course.
4 – The calendars represent the period in which the course 
takes place
5 – Hover over the highlighted days for more information 
about the class schedule
6 – This space will only populate if the current course has 
prerequisites, like a previous course 

Essentially, check this information to know the period in 
which the course takes place and the availability of seats.
It is very important to check the prerequisites because if 
those are not already met, the system will not allow for 
adding this course, after dropping another.
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After finalizing the available options, this is the next step
Through the online registration, students can drop and add courses

This screen provides some extra information

A – The current registration period information, providing the Start and End date of 
the Add/Drop.
B – Your actual course list, retrieved using the provided Term.

These courses match the ones on your schedule.
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The steps are as follows:
1 – Select Academics on the left side menu
2 – Click on Online Registration

This will open the current form
3 – Select the Term of enrollment
4 – Click on Register to start the Add/Drop process
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This screen is a temporary window where the Add/Drop process takes place.

The interface contains the following components:
1 – List of available courses, to identify courses to add once current courses are dropped
2 – List of current course instances, clicking on the red cross will mark a course for 
dropping

Nothing is final at this point, so canceling will leave things the way they currently are.
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Course selected for dropping

1 – Once you clicked on the course you desire to drop, the active button will turn into a green plus sign
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It is strongly recommended that you select only one course 
to be dropped at the time

2 – When you are ready, click on Register/Drop button to proceed with the Drop
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After clicking the button, this form will be displayed:

1 – All the information concerning to the student
2 – List of course(s) pending to be dropped

Please check carefully if you selected the correct course to drop

3 – Once ready to drop the course, click on Register/Drop to complete the process

Note that this is an important step, clicking Register/Drop will drop the course
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After clicking on Register/Drop, this form will be displayed:

1 – Note that in the example, the current courses of the student decrease by one, so there is room to add 
another course
Note that the process will be correct if adding an occurrence of the same dropped course but with different 
characteristics (Place, Day, Section, etc.)
2 – The next step is to close the page and start the Add process.
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Once the window closes, repeat the process, which starts 
by clicking on Begin Online Registration 
(See previous slide)

1 – In the available courses identify the course that was 
dropped and click on the green plus symbol to add it to the 
active courses

2 – The assigned courses will appear in this section

3 – Since the action is to add, not drop courses, select the 
course, click on Register/Drop to end the Add process1
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After clicking the button, this form will be displayed:

1 – All the information concerning to the student
2 – List of course(s) pending to be added

Please check if the correct course to add is selected

3 – Once ready to add the course, click on Register/Drop to complete the process

Note that this is a definitive step, clicking Register/Drop will add the course
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After clicking on Register/Drop, this form will be presented.

1 – Note that in the example, the current courses of the student increases by one, so all courses are displayed
2 – Now select the page and start then check once again if the process concluded successfully 
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Once the Add/Drop process is complete, download 
the Schedule Report again to be sure the right 
courses are finalized

It is recommended to repeat this process, one course 
at a time
Dropping several courses simultaneously may increase 
the risk of recovering them later


