
Navigating the Class Schedule and Registration 

MSU Billings Home Page – www.msubillings.edu 

• Click on MyMSUB and sign in 

 

• Click on Registration & Schedule in the navigation bar, you may need to click the right arrow to find it, 
select the Registration Dashboard card, and then select the Add/Drop Classes option  

  

 

• Double check the Prepare for Registration tab prior to registration  
o Select the term in the drop-down menu 
o You can check for any holds on your account and your Academic Standing 
o If you’re all good to go, everything will be checked off   

file://msubillings.edu/advising/Data/Advising%20Reference%20Guide%20&%20Syllabus/Individual%20Documents/www.msubillings.edu


 

• Once all ready to register, navigate back to the Registration home page (circled above) and to the Add/Drop 
Classes option next  

  

• Select the correct term for the semester you’re wanting to register for and enter your alternate PIN 
o Your PIN is provided by your advisor  

 



 

• After entering your term and PIN, this is an example of what the main registration hub looks like  
o The bottom two panels (Calendar & Summary) can be toggled with the three buttons circled above 

• If unsure of what courses to take, connect with your advisor to review your degree, check your Degree 
Works page, or check out the recommended plans of study: 
https://www.msubillings.edu/advise/plansofstudy/plansofstudy.htm 

• Select the subject of the course you’re wanting to search for 
o You can enter the course number as well if you know it/want a specific course, otherwise, leave 

empty to see all offerings in a subject area   

 

  

• Example: the above search was for WRIT/Writing with no course number selected. 
o This shows all WRIT course options for the term I selected 
o The different course numbers are listed in the third column 

https://www.msubillings.edu/advise/plansofstudy/plansofstudy.htm


 

 
 
 
 
 
 
•    More information on a course can be accessed by clicking 
on the title of it 

 

 

 

 

 

• When you find a course you want to take, select ‘Add’ for that course in the far-right column 

  

• As you go through this process, you can see a Calendar and a Summary view of your schedule (on the 
bottom half of your screen) to assist with planning 

o Once a course has been added, it’ll show up here 
o If the course is online, it will only show up in the Summary tab… not the Calendar 
o You can also click the “Schedule Details” tab  



 

• Repeat these steps until your schedule is complete 
o Go back to the search page by selecting the green ‘Search Again’ button in the top right 
o Once you’ve picked out all your courses, select ‘Submit’ in the Summary tab to officially register  

• If there are any issues submitting, the course(s) will be flagged and tell you what the issue is 

 

• To view a copy of your complete schedule, navigate back to the Registration home page 
o You can do this by clicking ‘Registration’ in the top Navigation menu 

 

  



• Once here, select ‘View My Class Schedule’  

 

• You can view schedules from each semester you’ve attended; select the term you’d like to view 

 

• Online courses will not show up in the calendar view, however, you can view them in the “Schedule Details” 
tab  

• If you want to print your schedule, select the printer icon in the top right corner of the schedule 
o A summary and a calendar view will be printed 

 

  



Additional notes: 

• Online courses are always section 800 or above and will say Online in the ‘Instructional Method’ 
section (in the additional details accessed by clicking on the course title) 

 

• Some courses are offered both online and face-to-face, these courses will have a section numbered 
600 or above, and will say Blended – Online and Onsite in the ‘Instructional Method’ section (in the 
additional details accessed by clicking on the course title) 

 

• Some courses are offered as Hyflex and are numbered 700 or above. These will say Hyflex in the 
‘Instructional Method’ section (in the additional details accessed by clicking on the course title). This 
format allows students to choose in-person or online attendance, and they can change the modality 
throughout the semester as needed 

 

• Restrictions for courses can be checked after clicking on a course title and selecting the ‘Restrictions’ 
option on the left 

 

• The ‘Status’ column in the course search shows the availability for a course and how many seats are 
available total 

 
• Your PIN will not need to be entered again after an overnight refresh; you will need to enter it again if 

you enter the registration page again the same day though. 

 


