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Enrolling/Dropping Classes  
 

This document provides an overview of enrolling and dropping classes. 
 
To access the enrollment information log in to the portal, Zipline, at 
http://zipline.uakron.edu  with your UANetID and password.    
 
There is an online tutorial available which accompanies this document. A tutorial exists 
for each of the self-service options (class schedule, weekly schedule, and exam schedule, 
personal portfolio, financial).  Please navigate to  
http://www.uakron.edu/its/learning/training/StudentSelfService.php  and select the link 
for the appropriate tutorial. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Important Guidelines: 
 

 Log into ZipLine (zipline.uakron.edu) to access the self-service 
applications.  

 
 The self-service applications are available Monday – Saturday  
from 7:30 A.M. to midnight and Sunday from noon to midnight.  

 
 ALWAYS log out of the portal by clicking on the Sign Out link  - 
clicking the X does not end your session 

http://zipline.uakron.edu/
http://www.uakron.edu/its/learning/training/StudentSelfService.php
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 Enrolling in Classes 
Instructions: 
1. Log in to ZipLine with your Uanet ID and password: 
 

                                                
  
2. You are now logged in to the portal. Click on the Students tab.  
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Instructions: 
3. Notice the Access My... area – this is where you will find the self service functions.  Click the 

Academics link. 
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Instructions: 
4. Click on the “Enroll in a Class” link located under the Academics heading.  
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Instructions: 
5. You may be asked to select the enrollment term.  Our test student (Joe Student) has 3 careers 

(Graduate, Law, and Undergraduate) – most students will only have 1 career, making the 
selection list much smaller.   

   
 
                                                 
 
6. Notice the menu which appears on the left side of the page.  You may wish to minimize this 

menu in order to view more of the page.  To minimize the menu, click on the minus sign in the 
upper right corner of the menu. 

 

                                         
 

Any time you wish to return to the menu click the  icon which now appears in place of 
the menu. 
 

Minimize the menu. 
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Instructions: 
7. If you have already enrolled in any classes for the specified term, the list of classes for which 

you are enrolled will be displayed.    
 

Scroll to the bottom of the page and select the Add Classes link to add classes to your 
schedule. 

 

                
 
 
 
 
 

Enroll in classes for 
the selected term. 
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Instructions: 
8. The first time in each portal session the Add Classes link is selected, a page containing the 

Payment Notice message will display.  The Acknowledged button must be selected in order to 
continue.  

 

 

Click the Acknowledged button to 
continue. 
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Instructions: 
9. If you know the class number, you may enter the number in the Class Nbr field.  Otherwise, 

use the lookup  button to search for the class(es) you wish to add.  You may wish to review 
the tutorial and documentation for “Searching the Schedule of Classes” located at: 
http://www.uakron.edu/its/learning/training/StudentSelfService.php to assist you with this 
process.     

 

 
10. If searching for classes using the lookup  button keep in mind the following: 

• You must enter at least 2 search criteria (unless you enter Course ID, Class Number, or 
Subject  - you only need 1 entry if using this criteria). 

• Check the “Open Classes Only” box to limit your search results to only those classes 
which are available. 

• Once the search results have been returned, either click the select button  or click the 
 button to select the desired course.   

• Look for classes with the “Fits in YOUR Schedule” message. 
11. If you need to add more than six classes use the Add Another Class link.  
12. After entering all of your classes click the  button.  Caution: Failure to click on the 

submit button will result in the loss of your registration requests.     

Use this link if you need to add 
more than 6 classes. 

Enter the class number.  

Search for classes. 

When finished, click Submit.

http://www.uakron.edu/its/learning/training/StudentSelfService.php
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Instructions: 
13. Carefully review the “Add Status” message for each class.  In the example provided below 

note that three classes have been successfully added and one class was unable to be added due 
to errors.  One of the classes which was successfully added has an accompanying message.  
Read each of the messages provided by clicking on the links.  

 

  
14. You may wish to click the View My Schedule link to obtain an updated schedule of your 

classes. 
 

Check the “Add Status” and 
view any messages. 
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Dropping a Class 
 
Instructions: 
1. Log in to ZipLine with your Uanet ID and password: 
 

                                                
  
2. You are now logged in to the portal. Click on the Students tab. 
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Instructions: 
3. Notice the Access My... area – this is where you will find the self service functions.  Click the 

Academics link. 
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Instructions: 
4. Click on the “Enroll in a Class” link located under the Academics heading.  
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Instructions: 
5. You may be asked to select the enrollment term.  Our test student (Joe Student) has 3 careers 

(Graduate, Law, and Undergraduate) – most students will only have 1 career, making the 
selection list much smaller.   

   
 
                                                 
 
6. Notice the menu which appears on the left side of the page.  You may wish to minimize this 

menu in order to view more of the page.  To minimize the menu, click on the minus sign in the 
upper right corner of the menu. 

 

                                         
 

Any time you wish to return to the menu click the  icon which now appears in place of 
the menu. 
 

Minimize the menu. 
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Instructions: 
7. If you have already enrolled in any classes for the specified term, the list of classes for which 

you are enrolled will be displayed.    
 

Scroll to the bottom of the page and select the Drop Classes link to remove classes from your 
schedule. 

 

                      
 
 
 
 
 

Drop a class/classes 
for the selected term. 
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Instructions: 
8. Select the action of “Drop” for the class/classes you wish to remove from your schedule. 
 

NOTE:  If a course has more than one required part (example: lecture and lab), dropping the 
enrollment section listed will also drop you from all the other parts of the course you are also 
enrolled in.    

 
 
 
 
9. Click the  button.  Caution: Failure to click on the submit button will prevent the 

drop request from being processed. 

Select “Drop” from the 
drop-down list.   

When finished, click Submit.
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Instructions: 
10. Carefully review the “Update Status” column for each class dropped.  In the example 

provided below note that the class (3750 797) was dropped successfully as noted by Success in 
the “Update Status” column.  Had the class not been dropped successfully, an error message 
would have appeared in the “Update Status” column.     

 
      
11. You may wish to click the View My Schedule link to obtain an updated schedule of your 

classes. 
 
For questions regarding registration and enrollment, please e-mail the Registrar’s Office 

at: 
registrar@uakron.edu  

 
For questions regarding this tutorial, please e-mail Software Training Services at: 

pstrain@uakron.edu 
 

mailto:registrar@uakron.edu
mailto:pstrain@uakron.edu
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