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DIRECTIONS FOR ON-LINE REGISTRATION  

 

REGISTRATION WINDOW IS OPEN 1/4/19 (3:00 pm) – 1/22/19 (3:00 pm) ONLY 

 
1. Access the Campus Student Portal from any computer with internet at www.isd622.org. Click on “Resources”; then “Student 

Resources”, then “Student Portal”. Click on Student Portal Login.  Parents can also access registration through their Parent 

Portal account. 

 

2. Log on using the pattern: 

 Username = student ID number (ignore any leading zeros) 

 Password = whatever the student has set it to be.  You will be locked out after 3 wrong tries, so be careful.   

 Call 651 -748-6056 during school hours or talk to the Media supervisor if this happens. 

 Google and Internet Explorer versions 9 through 11 are supported.  Mobile devices might be spotty.   

 

3. On the top left side of the screen, click on “Course Registration: North High 19-20”. 

 

4. Single click on the “Course Search” button.   

 

5. In the “Number” field, type in the course number for the class you want to add.  Using numbers works better than names due 

to abbreviations, etc.  If you want to see everything available, leave the fields empty and click on “Go”.  If you want to see 

everything with “History” in the title, type that word in the search box.  

 

6. Single click on a course name under the section “Select a course to view”. 

 

7. Scroll down past the description and select “Request this Course” or “Request as an Alternate”.  Repeat for each class choice. 

When you finish, you should have selected 18 courses (A/B/C sets count as 3) and 6 alternates.  Don’t be concerned with 

whether a course designates itself “requested” or “required”. 

 NOTE: If you’re signing up for zero hour courses, you could have up to 21 teacher led courses.  

 NOTE: On line courses can either be part of your standard 18, or could be “extras”.  One online per term is   

 allowed.  Therefore, it’s possible that a student with both a full zero hour and on-line load could have as many as 24 

 requests, but this is very intense and not recommended.  

 

8. If you change your mind about a requested course, click on the name of the course in the request list, then click the “Drop 

this Request” button under the description.   

 

9. Be careful to check pre-requisites and grade level options and have special approval forms in hand for classes needing 

teacher permission, zero hour, AVID, Career and Tech and independent study.  Copies of these are available in Guidance 

Office.  Be sure to attach them or you won’t get those choices.  

 

10. Check the “Units” number on top of the course list box.  It should say 18/30 (up to 21/30 if zero hour is being requested, or 

even 24/30 if you’re taking multiple online courses) if you have enough requests PLUS you should have six DIFFERENT 

alternates.  The system automatically saves your requests. 

 

12. When finished requesting courses, click the “Print Request Summary” option to print a copy of your requests.  Staple it in 

front of your request sheet along with any special forms.  Don’t staple the H/E sheet to the rest, but make sure it’s signed.  

 

13. Click the “Sign Out” option in the upper-right corner.   

 

14. Turn your course request sheet, printout, specialized forms (if any) and your H/E sheet in to the Polar or North House.  

Request sheets will not be accepted without a signed H/E sheet.  Make sure you timestamp your colored form.  Your 

requests will become active in the registrar’s office when ALL forms are in.  

 

Counselors will be available for help if needed in the Media Center on January 16th, 17th from 2:45 – 3:30 pm. and also in room 

N206 during reading time January 22rd. 

 

TROUBLESHOOTING: If you get locked out at step 2 call 651 748-6056 during the school day. For other technical problems, 

email cwinters@isd622.org for help.  If you have course choice questions, contact your school counselor. 
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