
 

 

Register for Classes (SSB 9) 
 
The Hollins Information System is divided into several modules: General, Faculty, and Student. 

 
You can access the student module directly at this link: https://prodstussb.hollins.edu/ 
StudentSelfService/ssb/studentCommonDashboard 

1. Click on ‘Student Profile’. 

 
 
2. Click on ‘Registration’. 
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3. Click on ‘Register for Classes’. 

 

 
 
4. Select the registration term from the dropdown menu and click ‘Continue’. 

 
 
5. Identify the Classes you want to add to your schedule using one of the following options. 

a) Method 1: Use the ‘Find Classes’ tab to search for courses. 

 
 

 

 

 



 

 

When you have found a course you want to add, click the ‘Add’ button. Notice the course is 

added to the summary at the bottom of the page with ‘Pending’ status. 

 

 

 

 

 
 

 
 
 

Important! 

Courses you add will be in ‘Pending’ status until you click ‘Submit’ at the bottom of the 

screen! 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 



 

 

 b) Method 2: Click on the ‘Enter CRNs’ tab.  Click 'Add Another CRN’ to add CRNs.  Click ‘Add to Summary’ 

 to add the courses to your draft schedule. 

 
 
6. Review the chart showing your weekly class schedule on the lower right level of the screen and 

the summary of your schedule of courses in the lower left section of the screen.  Note any 

classes scheduled at the same time and address the situation. 

 
 

7. In the ‘Summary’ block, click on the arrow beside any course you wish to remove from your schedule 

and select ‘Remove’.  Enter additional CRNS at the top of the screen for courses you wish to add to 

your schedule.  Once you are satisfied with your schedule, click ‘Submit’ in the Summary block. 

 



 

 

 

8. The ‘Status’ for the course will change to ‘Registered’ if you were successfully registered. 

If there are any errors in your schedule, the registration will not go through for the courses 

with errors and the status will reflect ‘Errors Preventing Registration’, and the only available 

action will be ‘Remove’. 

 

 
 

You will see relevant information regarding the errors at the top right of your screen. 

 

 
 

If the course is full or if you have other errors (example: prerequisite or test score error, time 

conflicts), you will only be able to register for the course with the add form. Click the link below 

and click on the ‘Add a Course (Exception)’ form to submit information for the electronic 

process to add. 

  https://registrar.press.hollins.edu/academic-forms/ 

 
A comment must be made on the add form by you to inform the instructor, advisor, and registrar’s office 
of the reason why you are requesting to be added to a course.  Identify the error you received in that 
comment. 
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9. If you need to drop a course once you have registered, in the Summary block, use the arrow 

under ‘Action’ to select ‘Drop’ and click ‘Submit’ to process the drop. 

 
 
 
 
 

Questions? 

Please contact the Registrar’s Office at registrar@hollins.edu or (540)362-6016. 

mailto:registrar@hollins.edu

