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1. Log into Banner at bannerweb.richmond.edu 

 
 
2. Click on the Students tile 

 
 
3. Students will see a Students section, and if they scroll down the page, students will also see a 

Registration section 
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Check Your Registration Status 
 
1. In the Registration section, students can click on Prepare for Registration to ensure their status is 

eligible for registration 
2. Select the appropriate Term for registration 

 
 

3. Check Your Registration Status will inform students if there are any holds on the account that need to 
be cleared prior to registration 
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Using Plan Ahead 
 
1. Use the Plan Ahead feature to create registration plans ahead of the registration window; students can 

also register for classes during their registration window directly from plans built ahead of registration 

 
 
2. Students may click on the Create a New Plan button to build up to three (3) plans for each registration 

semester 

 
 

3. Students can then search for courses by Subject, Course Number, or use the Advanced Search, and 
add courses or course sections 
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4. Students can click on the Course Title to view details about the course including the description, 

enrollment, prerequisites, and course restrictions 

 
 
 
5. Students can add courses to their plan by clicking on the Add button and the course will then appear in 

the lower right corner 
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6. Students can then return to the search by clicking the Catalog Search Results button to find additional 

courses and add them to the plan 

 
 
7. Once all courses have been added to the plan, students may click on the Save Plan button and will be 

prompted to name the plan 

 
 
8. The status of the courses will then update from Pending to Planned 
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Register for Classes 
 

1. Students can click on Register for Classes from the landing page or the Registration menu from the 
Student Profile 

 
OR 

 
 
2. Students will need to Select a Term for registration 
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3. Students may choose to register by finding classes, entering individual CRNs, or through plans built 
prior to registration 

 
 

4. To register from the Find Classes tab, search for a course and once a section is found, press the Add 
button to register for the course.  Students will first see a Status of Pending and an Action of Web 
Registered. 

 
 
5. Click the Submit button and, if accepted with no errors, the course will reflect a Status of Registered. 
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6. To register by CRN, click on Enter CRN and type one or more CRNs into the available boxes and click 
Add to Summary and when finished, click the Submit button and if accepted with no errors, the course 
will reflect a Status of Registered. 

 
 
7. To register from a plan, students may click on Plans and choose the plan they wish to register from. 

Students may either add courses individually from the plan by clicking the +Add button next to the 
section, or by clicking the Add All button at the top of the plan. 

 
 
8. Once added to the Summary, students will see the courses in the Summary box with a Status of 

Pending 
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9. Students may then press the Submit button and, if accepted with no errors, the Status will reflect 

Registered.  If an error does occur, students will see a red pop-up message listing the exact error to be 
resolved. 

 
 

10. Students may use the Conditional Add and Drop feature within registration to make a one-for-one 
exchange of a course on their schedule.  They should select Remove from the Action for the course that 
they like to drop and add the course to the summary that they want to add, then they should check the 
box next to Conditional Add and Drop.  If accepted, the courses will be dropped and added respectively. 
To view more information about this, view the video here. 

https://registrar.richmond.edu/registration/bannerweb/tutorials.html

