
College of Eastern Utah - San Juan Campus

Web for Students - On-Line Student Access to
Student Records and On-Line Registration

HELPFUL HINTS:
1. ACCESS - The Web Access is available as soon as the semester schedule as been printed.  Students

can continue to register or change their schedule until the end of the first week of the semester.
2. NAVIGATING - Accessing information is done by a point and click method. At times you will be

asked to select information such as a term by using a drop down menu. Since this is a secured area,
DO NOT use the Forward or Back buttons on your web browser. Use the MENU, HELP or EXIT
buttons at the top and bottom of the Information screen to navigate forward and backward. You may
use the Forward and Backward buttons in the Public Access Area.

3. PIN NUMBER - Please change your PIN Number the first time you use the system. Keep your PIN in
a safe place. DO NOT share it with a friend. Sharing or losing your PIN puts your information at risk.
If you lost or have forgotten your PIN number, you must come to the academic counseling offices. 
Pin numbers will not be given out over the phone.

4. EXIT AND CLOSE - Always remember to close your browser when done. Don't leave your personal
information open to the next user.

5. PRINT SCREEN - This option will only be available where a printer is available.

PUBLIC ACCESS AREA allows anyone to view the following by clicking on the icons for: General
Financial Aid, Course Catalog and Course Section.
1. General Financial Aid Information - This section offers College of Eastern Utah information (Price

Campus Only) as well as providing a link to Access America (general federal financial aid
information).

2. Course Catalog - This section lists all courses available in the college catalog. It will list credit hours,
and prerequisites. For course descriptions, visit our college catalog at www.sanjuan.ceu.edu/ 

3. Available Course Sections - This section allows the user to view available course sections for current
and future semesters.

SECURED ACCESS AREA allows users access to personal information via your ID and PIN number.
Available selections are Personal Information, Student Records, Financial Aid and Registration.
1. Enter the web address www.sanjuan.ceu.edu for the College of Eastern Utah-San Juan Campus'

homepage and look for the On-Line Registration Link. Click on the link.
2. Select the Login to Student Services icon
3. Click on the Login button.
4. Enter Student ID (Social Security Number) and PIN number. Click on login button.
5. Enter your PIN number again and click on login button.
6.        Select the menu option for information.

The Student Records menu option allows you to view:
1. Student Records
2. Institutional Transcript
3. Transfer Transcript
4. Degree Audit (when available)
5. Account Summary/ Credit Card Payment



6. Holds on transcripts and registration functions

The Personal menu option allows you to view and change:
1. Change PIN number
2. View Addresses - You may not update addresses on-line - to change an address, you must go to the

Academic Records Office.
3. Enter E- mail address if available
4. View and update Next of Kin
5. View and update Marital Status
6. Change Name - You may not change your name on-line - you must go to the Academic Records

Office with legal documentation in order to change your name.
7. Change Social Security Number - You may not change your SS# on-line - you must go to the

Academic Records Office with legal documentation in order to change your SS#.
The Registration menu option allows you to:
1. Add/Drop courses
2. View Available Course Sections
3. Change Courses (if available)
4. Conditional Drop/Add (not available)
5. View Student Schedule
6. View Detailed Schedule (by times and days)
7. Account Summary/Credit Card Payment
8. Registration Status
9. Select Term

REGISTRATION - Web Registration works with the Course Call Number. Call numbers may be found in
the Web for Students Available Course Section area.

1. Login to Student Services using your Student ID (SS#) and PIN number.

2. To Add a class, go to Registration and Schedule on the main page, click to bring up the Registration
menu and click on the Drop/Add Classes option. Select the registration term from the drop down box
and click on Select. Go to the Add section of the page and enter the call numbers for your classes.
When finished, click on the Submit button. The system will come back and ask if you want to continue
- click on the Continue button. The system will come back with what you have selected as a schedule.
The process is on-line, so as soon as the submit button is clicked, you are registered in the Records
system.

3. To see a Detailed Schedule, Student Schedule, and Account summary, click on the options at the
bottom of the page.

4. To Drop a class, go to registration and Schedule on the main page,to bring up the Registration menu
and click on the Drop/Add Classes option. Select the registration term from the drop down box, and
click on Select. Go to the Currently Registration section of the page. Under the Action Box, click on
the drop down box and select Drop. When finished, click on the Submit button. The system will come
back with your schedule after the drop has been processed. The process is online, so as soon as the
Submit button is clicked, your course has been permanently dropped.


