
MYCAP REGISTRATION FOR GRADUATE STUDENTS
CENTER FOR EXCELLENCE IN LEARNING AND TEACHING

This is for GRADUATE 
students to register for 

classes. 

UNDERGRADUATE 
students register via 

different process which is 
captured in a different set 

of slides.



TIPS FOR MYCAP REGISTRATION – FOR GRADUATE STUDENTS

 Have your Capital email account and password.

 If you need to reset your user name and password contact the IT Help Desk at 614-236-6508 or helpdesk@capital.edu. 

 Be sure that all prerequisites for your selected courses have been met or are currently in progress.

 Make sure you are not on Financial hold and there are no outstanding notices posted to your account.

 You can register at your assigned registration priority date. 

 If you have questions, email advising@capital.edu. 

mailto:helpdesk@capital.edu
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myCAP.capital.edu



GRADUATE STUDENTVIEW



Click

GRADUATE STUDENTVIEW



BEFORE YOU DO ANYTHING ELSE:
Students have a financial agreement that they need to authorize before registering. 

Need to Accept This!

Click “User Options” then “Required Agreements”

GRADUATE STUDENTVIEW



Click “User Options”

Click “Required Agreements”

Students have a 
financial agreement 
that they need to 
authorize before 

registering.

GRADUATE STUDENTVIEW



Change to the Semester that You are Registering For

GRADUATE STUDENTVIEW



Type Course Number and Click Enter

GRADUATE STUDENTVIEW

MBA 500



GRADUATE STUDENTVIEW

Click the semester that you want!



GRADUATE STUDENTVIEW

View Available Sections



GRADUATE STUDENTVIEW

How the course is offered: 
• HYBRID = Online and In Person
• ONLN = Online Only
• LEC = In Person

Course Days and Times



GRADUATE STUDENTVIEW



GRADUATE STUDENTVIEW



TO VIEW YOUR SCHEDULE

 Click on Home 

 Re-enter Student Planning

GRADUATE STUDENTVIEW



GRADUATE STUDENTVIEW

Add More Classes, If Desired

Change to the Semester that You Want to See



When: 
• You’ve added all of the courses to your schedule AND 
• It is your time to register

Then:
• This button will be blue.
• Click it to register for your spring classes

GRADUATE STUDENTVIEW



THINGS TO REMEMBER

Registered classes are GREEN

Planned classes are SANDSTONE
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