
Guide to Online Registration 
through Student Planning

Part 1
The Basics

*Students enrolling in their first semester, or entering a new 
program through admissions, must contact their admissions 

counselor to register. They will be unable to register in 
Student Planning for their first courses.



To begin, visit http://my.eastern.edu.
A login box will appear. Here, enter your Eastern username 

(your email address without “@eastern.edu” on the end) and 
password. Click OK.



A One Time Passcode (OTP) will be delivered as an email or 
text.



Look for the Student card. 
Click on Student Planning.



To begin planning your next semester’s courses, click on 
Go to My Progress.



My Progress shows the courses you need to fulfill program 
requirements, and those in which you are registered or have planned. 
IMPORTANT: This is not the case for students in a teaching certification program – these students should 

follow their Program of Study document, and may contact their advisor for any further guidance.



To see if a required course is offered in an upcoming semester, 
or to learn more about the course, you can click directly on 

the course code/number, or type this in the Search for courses 
bar at the top right of the page. 



Alternatively, you may click the 
graduation cap icon in the 

menu on the left of the screen, 
then click on Course Catalog to 

search offerings. 

You can then explore different 
courses by subject, or search by 

course number in the box at 
the top right.



When looking at course information, underneath click View Available 
Sections to see offerings. You can then click Add Section to Schedule next to 

one you desire. The course becomes planned, but not yet registered.



You can click the graduation 
cap icon in the menu on the 
left of the screen to navigate 

around all options within 
Student Planning. 

From here, if you click on Plan 
& Schedule, you can review the 
courses you just added to your 

schedule.



Under Plan & Schedule, you can register for your planned 
courses, or drop or withdraw from a registered course.



Plan & Schedule Terminology:

Planned = you have selected the course/section as a potential 
course for the semester/term – it is not yet registered

Important: A planned course must have a section selected in 
the plan order to register

Approved = your advisor has consented that you may register for 
the course, but this does not alter planned/registered status

Very Important: Student in an Associates, Bachelors, or 
seminary program must have advisor approval to register for a 

course

Registered = you are officially enrolled in the course for the 
semester/term



In Plan & Schedule, the Advising tab will have the name(s) of your assigned 
advisor(s). Clicking on an advisor’s name will open a new email to them, or 

you may right-click to copy their email address. Reaching out directly to your 
advisor is the best way to request they approve your planned courses.

Visiting directory.eastern.edu and searching the name of your 
advisor will bring up all available contact information for them.



To add a different section for a Planned course, click 
"View other sections" under the course, click on 
the section you want, then click "Add Section".



To remove a planned course that you do not wish to register 
for, click the X to the right of the course name. Then click 

Remove to confirm this action.



Once you are ready to officially enroll in your planned 
courses, as they appear in your plan, click the Accept 

Terms & Register Now button near the top right. 

In submitting registration, students take on financial and academic 
responsibility, and so must take action with the Registrar's Office to make any 

desired changes to their schedule by the published deadlines.



Registration deadlines are posted online in the academic calendars. Students may 
visit eastern.edu/registrar and click on Academic Calendars to view relevant dates. 
There are separate calendars with dates for semester-long courses, accelerated 7-

week courses, and courses under Palmer Theological Seminary. 

Esperanza College students should visit https://esperanza.eastern.edu/students/registrar to find relevant 
Academic Calendars posted there.



If you have any further 
questions, please see Part 2 of 

this guide, or contact the 
Registrar’s Office.

Remember to be in touch with 
your advisor regularly to discuss 

specific course planning.


