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How to Change Course Sections on the Student
Portal

Changing your course section will require you to drop your current section of the
course and then register for a new section.

Before proceeding with the steps below, confirm that there is room in the new
section on the Course Schedule page.

1 Navigate to: https://portal.dts.edu/cmcportal/

2 Click "Student Portal Homepage" and log in using your DTS credentials.

https://portal.dts.edu/CMCPortal/Common/CourseSchedule.aspx
https://portal.dts.edu/cmcportal/
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3 Click on the Registration tab on the left-hand menu.

4 Select the subcategory "Register for Classes."
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5 The Online Registration page will load. To the right of the program, select the
appropriate registration term from the dropdown.

6 After the page reloads, click on the purple Register button.
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7 Scroll down to the bottom of the page until you reach the gray Selected Courses
banner. Underneath the banner, click the red "-" to the left of the course in which
you're wanting to change sections.

8 The "-" will change to a green "+," and the status of the class will change to
Pending Drop.
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9 To finish dropping your current section of the course, click "REGISTER / DROP" on
the right side of your screen, just underneath the gray Selected Courses banner.

10 On the next page that opens, click "Unregister" to finalize.
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11 You should then receive confirmation that the course was successfully
unregistered on the following page.

12 Click "CLOSE WINDOW" on the top right of your screen to return to the Online
Registration page.
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13 Once you've returned to the Online Registration page, select the same term as
before.

14 Click on the purple "Register" button to return to the registration window.



Made with Scribe - https://scribehow.com 8

15 Click the "Course Code" field and type the code of the course you're wanting to
register for. In this example, we'll type BE5103 since that's the code of the course
that we just dropped.

16 To the right of the Course Code field, click the green "+."
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17 Then, click the purple "SEARCH" button. This will filter the courses that appear in
the "All Courses" section below.

18 From the filtered list of courses that appear below, locate the new section of the
course that you're wanting to register for and click the green "+" to the left to add
it to your registration cart.
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19 The course should then appear with a Selected status under your gray Selected
Courses banner at the bottom of the page.

20 To confirm this change, click "REGISTER / DROP" (located on the right side of your
screen just underneath of the gray Selected Courses banner).
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21 Click "REGISTER" on the following page to finalize your registration.

22 You should then see a confirmation message on the next page.
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23 Click "CLOSE WINDOW" to return to the student portal.

24 If you refresh the page and select the same term again, you should now see the
new section of the course appear as one of your registered courses.


