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Cardinal Station and Class Registration Helpful Hints
http://cardinalstation.cua.edu

Cardina Station serves several purposes here at CUA. The most important purpose for students
is class registration and account information. Cardinal Station will give secure online access to
information from on and off campus:

Y ou can update your Personal Information i.e. Addresses, E-Mail Addresses, Telephone
Numbers.

Registration, Drop/Add, Y our Registration Appointment (i.e. when you can register for
the next semester, Y our Class Schedule, Grades.
Account Balance and Financial Aid Awards

HOW TO ACCESS CARDINAL STATION

On your Internet browser, in the Addressfield, type: http://cardinal station.cua.edu/

To Log On to Cardinal Station:
0 IntheUser ID field, type your User ID.
o InthePassword field, type your password.
o Click the Sign In button.
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Announcements CUA Links
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'ﬁ_‘- Problems Online Courses
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login? Click here!
@ Course Catalog Webmail
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(Your Login ID and password were sent to you. ThisID and Password is different from your e-
mail/network 1D & password. If you did not receive them, or have lost them, call the Center for
Planning & Information Technology, 202-319-HELP)



HOW TO CHANGE YOUR PASSWORD

When you first log onto Cardina Station, you should change your password using a
combination of letters and numbers.

o Click Change Password
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Type in your current password in the Current Password field.
Type your new password in the New Password field.

Type your new password in the Confirm New Password field.
Click the Change Password button
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Now you are ready to use the Sudent Menus in Cardinal Sation to c

aid awards and register for classes.
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CARDINAL STATION SERVICES

Click on Student/Faculty Self Service on the Main Pageto view “My Menu,” which
will list the Cardinal Station Services. The Services are: Academic, Enrollment,
Financial, Portfolio, Course Catalog & Schedule, and Student Life.
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Addresses
Click thig link to view and update vour contact informatien. It iz important to keep thiz information up to date at all times

Emergency Contacts
Click here to view and update your emergency contact information. ft iz important to keep this information up to date at all
times.
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If you have a Service Indicator (HOLD) on your record, it will prevent you from
registering. It will show on the Holds and To Dos section of the My I nfor mation page.
The message will indicate the office that placed the hold. Please contact the office that
has placed the Service Indicator Hold on your registration:

0 Sudent Accounts: 202-319-5036
o Dean: 202-319-5085
0 Health Services: 202-319-5744

If there are no holds, or after the HOLD has been removed, you may continue as follows:
0 Update your address on the Addr esses section on the My I nfor mation page.
Current Addresses are required.



ACADEMIC
This function allows you to view your Unofficial CUA transcript, Midterm Grades (this function
isusualy only used for undergraduate freshman) and your Grades.
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Click View Unofficial Transcript to review all of your grades. Follow the instructions

on the next screen to view your transcript
Click View My Gradesto review your semester grades.



ENROLLMENT
This function allows you to view your Enrollment Appointment, Add/Drop Classesto Y our
Schedule, View Y our Class Schedule and View Y our Advisor.
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Click View Enrollment Appointment to view your enrollment appointment. This function
tells you which semesters you can enroll in classes.
Click Add/Drop a Classto register for classes
o TOADDA CLASSTO YOUR SCHEDULE:
1. Click Enrollment, Add/Drop a Class (Select appropriate term).
2. Your current class schedule appears. If you have not enrolled previously, no
classes appear. Click on Search at the bottom of current schedule to proceed.
3. Click Add Class (on the bottom).
4. In the Class Nbr (Class Number) field, type the desired class number.
5. If you do not know the Class Number, you must look it up. The Class
Number can be found in two ways:
A. Before you click on the Add/ Drop function- Click “ Schedule of
Classes’ link in the My Menu box.

a. Select the Institution and Term Number:

b. You only have ONE choice for the Institution from the
drop down menu (The Catholic University of America.) If
you can not remember the term number click on the
magnifying glassto look it up. The term number
ALWAY Sfollows the same pattern: 1 + the year (07) + the



month classes start in that term starts (1 for spring because
spring classes always start in January, 5 for summer
because summer classes always start in May, 8 for fall
because fall classes aways start in August. i.e. for thisterm
the number is 1071)

c. Click Basic Search.

d. Enter inthe search criteria If you enter in LSC ALL of the
open classes in SLIS taught on campus will appear. If you
enter in CLSC ALL of the open classes in SLIS taught off
campus will appear.

e. TheFour digit Class number isthe FIRST number that
appears in the course description. Each classhas a
different Class Number. Please be aware that the Class
Number changes EVERY semester, for example LSC 551
Section 01 has the Class Number 1352 for this (1071)
semester BUT LSC 551 Section 01 will have a different
Class Number for the summer (1075) semester.

f. Once you have looked up the Course Number, follow steps
1- 4 above, and then follow steps 8- 14 below.

B. If you have already clicked on the Add/Drop link then click on
magnifying glass, which takes you to the Sear ch Panel to look for
the class you want.

a. Basic Class Search: type in the Subject (Department Code
will always be either LSC, CLSC, or COMP) and course
number. Y ou can also narrow the search by using the other
fields available. Y ou can use the drop-down boxes. Search
Hints: Typein the Subject (Dept), then un-click the Open
Only box; thiswill alow you to see all the courses offered
in the subject.

b. When you see the class you want, click on the course detail
for the desired course section.

c. TheClass Nbr isnow entered in the panel for you.

8. You can choose another course either entering in the Course Number or
searching for it in the empty fields.
9. After you have picked all your courses, click the Submit button. This
takes you to the Step 2 Panedl.
10. The next screen will verify the results. Scroll through to make sure all Courses
are marked CLASS ADDED SUCCESSFULLY.
11. If you encounter errors, click View Error Log to see which classes were
not added.
12. To view your schedule, click View Updated Schedule.
13. Print a copy of your schedule for later reference.



o0 TO DROPCLASSESfrom YOUR SCHEDULE
1. Click Enrollment and then click Add/Drop Classes.
2. Select term for enrollment.
3. Your current class schedule appears.
4. For the class to be dropped, click Drop/Update Classes.
5. On the drop down menu, select Drop. Then click submit.
6. To view your updated schedule, click View Corrected Schedule.
7. Print acopy of your schedule for later reference.

o TO SWAPCLASSESON YOUR SCHEDULE

Please note this function is used when you want to “swap” classes in Cardinal Station.
Typicaly thisiswhen you are ALREADY registered for one section of aclass and would like to
switch to adifferent section of the same class. I.e.: You are currently registered to LSC 555
Section 01 and you want to now be registered for LSC 555 Section 30. You MUST swap classes
in order to change sections. Y ou cannot Drop the first section and try to Add the other section.
Cardina Station will NOT allow you to do thisand it will result in you not being registered for
either section.

1. If you wish to drop one class and add another all in one transaction, you can
use the Swap Classes function. Click on Enrollment. Y our current class schedule
appears.

2. Click on Swap Classes.

3. Enter the Class Number of the class you wish to add.

4. Click Submit.

5. Note: If you are not successful because the course you wanted to add is
closed, or you do not have the prerequisite, the class you wanted to drop will not
be dropped either. Be sure to check your schedule.

7. Print acopy of your schedule for later reference.

View My Class Schedule click to view and verify your semester schedule.



FINANCIAL SERVICES
This function allows you to view Y ou Account Summary, Make an On-Line Payment, Enroll in
the Payment Plan Function, View Y our Financial Aid, Submit a Health Insurance Waiver, Apply
for Federa Student Aid (FAFSA) and Apply for Law School FAFSA)

Click on View Your Account to view information concerning your tuition/fees
Click on On-Line Payment to make an on-line payment.

Click on Payment Plan Enrollment to enroll in the payment plans.

Click on View My Financial Aid to view your scholarship awards and loans.

Click on Health Insurance Waiver to waive the CUA health insurance.

Click on Appl. For Federal Student Aid to apply for FAFSA loans.

Click on Law School Financial Aid to apply for Law School loans through FAFSA.
YOU WILL ONLY USE THISIF YOU ARE IN THE JOINT DEGREE PROGRAM
WITH THE LAW SCHOOL!!!
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YOUR PORTFOLIO
This function allows you to Look Up Y our CUA ID Number, Y our E-mail and Network 1D,
Update Y our Emergency Contacts, Telephone Numbers, E-mail Addresses and Religious
Preference and Change Y our Self-Service User Interface. Y ou may also update your contact
information by clicking on the links located in the box labeled “Important Contact Information”
on the |eft side of the screen.

Click Look Up Your CUA 1D Number to find out your Student ID.

Click Your E-mail and Network L ogin to find out your CUA e-mail and network 1D
and password.

Click Emergency Contactsto update your emergency contact list.

Click Telephone to update your telephone numbers

Click E-mail to update your preferred e-mail addresses

Click Religious Prefer ence to update your religious preference.

Click Self Service User Preferencesto set your Cardinal Station preferences
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COURSE CATALOG AND SCHEDULE
This function allows you to look at the entire CUA Course Catalog and Schedule of Classes.
Y ou may also search the course catalog and Schedule of classesin the box labeled “ Catalog”
located directly under the “My Menu” box.

Click Cour se Catalog to review the official CUA course descriptions. On the following
screen you will always enter LSC for the Subject Area Code. The Course Number will
vary based on the course you are looking up.

Click Schedule of Classesto review the current class schedule. This function will allow
you to view the classes offered in a given semester and provide you will room
assignments for on-campus classes. If you need aroom assignment for off-campus
CLSC classes you must check the SL1S website.
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STUDENT LIFE
This function allows you to view co-curricular activities you participate in at CUA. This function
isused primarily for undergraduate students.
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