
Registration Instructions
At Union College



At the bottom of the Union College website (ucollege.edu), 
click on the link to Portal.



Log in to Portal using your UC ID and Password



Portal is a directory that links you to other applications and 
resources at Union College.

Click on the Self-Service widget/button 
or the Register button for the upcoming semester.



You may need to re-enter your UC ID on the next page.



Instructors
Please check frequently your pending approvals by selecting 

“Classes” then “Course Management” 



Instructors
Select your course from the drop down list and then 

“Permission Requests”



Instructors
Open up the drop down list, select approved, denied, or 
waiting (if you are still not sure), and then click save!



Advisors
Please check frequently your pending approvals by selecting 

“Advising” then “Manage Advisees” 



Advisors
Search for Advisees in the search bar 

Or select “Advanced Search” and find all with pending 
schedule requests.



Advisors
Click on the down arrow on the student’s row and then select 

“Schedule requests (Pending)”



Advisors
You will then be able to see the pending courses. You can 

approve/deny each course individually or can approve/deny 
all at once. Make sure to “Save”!



Advisors
You will be able to see past requests by clicking the down 

arrow on Registration requests.



Advisors
See students’ entire schedule by clicking on “Schedule”



Questions

● Need to know which classes to take? Please call your Academic 
Advisor.

● Need to change your major or advisor? Please call the Records Office 
(x2529) or stop by (DB 507).

● Need help with your Self-Service account? Please call the Records 
Office (x2529) or stop by (DB 507).


