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Office of the Registrar              A Student Guide to Preregistration 

ABOUT PREREGISTRATION 
Preregistration is a formal process for registering for courses in advance. Preregistration at Colorado College is unique in that the Points System (a 40-

point per semester, sealed bid-system) will determine who is enrolled and who is placed on a waiting list for a course based on the student’s point bid. 

Colorado College’s academic year is broken up into 8 blocks; blocks 1 – 4 take place in the Fall and blocks 5 – 8 take place in the Spring. Students are 

required to register in a course for each block per semester.  The majority of block courses take place over a one-block period (1-unit), however, there 

are also block course offerings that take place over a two-block period (2-units). Students can sign up for any combination of the two to total a minimum 

of 4 units each semester. To submit their Preregistration for processing, each student is assigned a Preregistration Passcode (a 6-letter combination 

code) for each Preregistration term. All students must meet with their Advisors to receive their passcode for the term; passcodes will not be accessible 

at the Registrar’s Office.   

FALL PREREGISTRATION 
In the spring (block 7), students will participate in Fall Preregistration to plan out their next full academic year. Students will be allowed 40-points to 

distribute between their blocks 1 – 4 courses and 40-points to distribute between their saved course choices for blocks 5 – 8.  Fall Preregistration will 

formally process course registrations and points for the following fall semester and enroll students in courses or place them on a waiting list based on 

the student’s point bid. Students’ spring selections and points will be saved as a draft to be revisited and processed during Spring Preregistration 

in the fall.  

FIRST-YEAR STUDENT PREREGISTRATION 
*NEW FOR THE 2021-22 AY* First-Year Registration is then the formal process for new first-year students to use the live, blockly registration 

application, Add/Drop, to register for blocks 1 – 4. During a one week window, Add/Drop is closed to returning students and made available to first 

year students only for their registration period. First-Year students will register for their first four blocks which include a CC First-Year Foundations 

Seminars pairing of CC100: Critical Inquiry Seminar in block one, and CC120: First-Year Writing Seminar in either blocks two, three, or four. 

Because First-Year Registration is live, students will know in real-time whether they’ve been officially enrolled into a course or placed on its 

waiting list based on the available seats. Students may choose to officially register for one course while staying on a waitlist for one course each 

block; a total of two courses per block. After the one week window has ended, Add/Drop will become available again to returning students to 

resume registration changes. First-Year students may continue to make registration changes to their non-CC100/120 courses after the one week 

window but their CC First-Year Foundations Seminars will be locked in and closed from changes.

SPRING PREREGISTRATION 
All students, returning and new first-years, will participate in Spring Preregistration in block 3. If a student has already created a saved draft of their 

spring course selections and points, they will be able to either revise or formally submit for processing. Like Fall Preregistration, students will be 

allowed 40-points to distribute between their blocks 5 – 8 choices. Spring Preregistration will formally process course registrations and points for the 

spring semester and enroll students in courses or place them on a waiting list based on the student’s point bid.   

https://www.coloradocollege.edu/other/fye/
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The following pages are a quick and helpful guide to success during any of the above mentioned preregistration periods* 

HOW TO LOG IN AND ACCESS PREREGISTRATION 
In order to access the Preregistration Portal, you need to be able to log into Banner. If you experience any technical issues or have trouble logging 

in from off-campus, please review ITS’s webpage for further assistance or contact the Help Desk at 719-389-6449 during regular business hours. For 

the purposes of this guide, we will assume you are able to log into Banner.  

1. Logging into Self-Service Banner (SSB) from on campus is easy. First, you will need to navigate to the “Sign
into CC” Login Page. If you are on the CC home page. Locate “Sign Into CC” in the top right-hand corner of
the homepage main screen.

See Below Example: 

https://www.coloradocollege.edu/offices/its/guides/connect-from-off-campus/
https://www.coloradocollege.edu/
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2. A at the “Sign into CC” Login Page, click on Banner (SSB)  
 
See Below Example: 
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3. At the secure log in screen, enter your login credentials. You will need:  

1) Username = This is the first letter of your first name, underscore, last name  
(e.g. j_doe) 

2) User Password = This is your student account password 
(if this is your first time logging in to SSB, contact the help desk for further assistance). 

 

See Below Example: 
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4. You are now successfully logged into Self-Service Banner (SSB). Click on the “Student” tab to access 
Preregistration among the Student menu items. 
 

See Below Example: 
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5. You are now on your “Student” tab in Banner. Click on the Preregistration menu item to access the 
Preregistration Portal (will open in a new browser window). 

 

See Below Example: 
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A QUICK TOUR OF THE PREREGISTRATION PORTAL 
 

The Preregistration Portal is the online course registration system students will use to enter, save, and submit their course selections for 

Preregistration. There are three key sections within the Preregistration Portal:  

• Course Add 

• Search Class Schedule 

• Preregistration Choices 

 

See Below Example: 
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The Course Add is where student will be submit the following course related information:  
 

a. The CRN of the course. This can either be typed directly into the text field or populated using the “Search Class 
Schedule”. 
 

b. The Consent PIN: COI or COD PIN 
i. The Consent of Instructor PIN or COI: a 6-letter combination PIN assigned to the instructor of the 

course. A COI PIN is required on certain designated courses (noted in the class schedule). A COI PIN is 
also used as the Prerequisite Override PIN when a student has not met the prerequisites of a course. It 
is at the Instructor’s discretion to allow a student to enroll in the course in the event the student fails to 
meet the prerequisites.  

ii. The Consent of Department PIN or COD: a 6-letter combination PIN assigned to each Department. The 
COD PIN is required on certain designated courses (noted in the class schedule).  

c. Click Add Course to add the course to your Preregistration Choices 

See Below Example: 
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The Search Class Schedule is the access point within the Preregistration Portal to the class schedule. The Search Class 
Schedule can be used to look up classes and CRNs based on the following search parameters:  
 

d. The Term search field is the only search parameter that is required. Select “Fall 2019” or “Spring 2020” before 
proceeding 

e. The following are additional search parameters that are optional to use to filter your search results further as 
you are limited to the first 200 results: Subject, CRN, Course ID, Course Title, Block, Instructor, Degree Req, 
Campus.  

f. To select a course, click on the checkbox to the left of the CRN. This will automatically close the search window 
and populate the CRN in the “Course Add” section.  

 

See Below Example:  
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The Preregistration Choices section is the main section where students will build their Preregistration 
Draft for the Fall and Spring semesters. Keep in mind that you will not be able to submit your 
Preregistration without having a full schedule; 4 units for Fall and 4 units for Spring! Please review the 
following key areas: 
 

g. Points. Student have up to 40 points per semester to bid on course choices. It is recommended 
that you speak with your advisor for further advising on points. 
*Please Note* The system will not stop you from submitting your Preregistration if you do not use 
all your points.  

h. Grading Track. Students have the option of selecting the Letter Grades track or the Pass/Fail track. 
i. Save Changes. When you add a new course, selecting the Grading Track option will enable the 

Save Changes button. It is recommended that you save with each new course.  
j. Submit Preregistration. This will only become available once you have a full schedule saved in 

your Preregistration Choices; the border will be blue the first time you submit your Preregistration 
for processing.  

 
See Below Example:  
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Preregistration Color Status  
 
As you begin to build your Preregistration Draft pay close attention to the color of the border and the status each 
color represents: red for incomplete, blue for ready to go, and green for complete – this is the goal!  
*Please Note* If you have trouble seeing colors, please pay special attention to the message area (see arrow)  
 
 A Red Border = Not Complete! Your schedule needs further review:  

• Do you have a full schedule? It is required to have both Fall (blocks 1-4) and Spring (blocks 5-8) 
selections saved:  

• Do you have your Grading Tracks selected for all 8 blocks? 
• Did a course not successfully add because you needed an instructor’s consent? 

 

The below screenshot is an example of an Incomplete schedule; this student has not completed their 
choices for the Spring Semester (Red Border): 
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A Blue Border = You Are to See Your Advisor! They will provide your Preregistration Passcode 
• A status of blue means you have met the following:  

o You have a full schedule for both Fall and Spring 
o You have no pending prerequisite check errors 
o You have Grading track choices selected for each block 

• Your Preregistration Passcode is unique to you and the term. You will receive your Fall Passcode from 
your advisor in block 7 to submit your Fall Preregistration Choices for processing. You will receive your 
Spring Passcode from your advisor in block 3 to submit your Spring Preregistration Choices for 
processing.  
*Please Note* Your Fall Passcode will not work in block 3; you must use the passcode associated to the 
term! 

See Below Example: Again, please pay special attention to the message area if you have trouble seeing colors 
(see arrow) 
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Acknowledgement Required – one you click “Submit Preregistration”, an acknowledgement window will appear 
displaying the following message:  

 

“Your Preregistration is NOT COMPLETE until you Click OK. Please acknowledge the message below to confirm your 
Preregistration: Please note your Spring Preregistration Choices have only been SAVED; this is not your official 
spring schedule! You will not be able to make any changes to your Spring Schedule Choices until it becomes 
available to your Advisor when Preregistration is opened in Block 3 this Fall.” 

 
• Click “OK” to continue to submit your Preregistration 
• Click “CANCEL” to return to the previous page.  

*PLEASE NOTE* Clicking Cancel WILL NOT submit your Preregistration; you are required to 
acknowledge your Spring choices are saved as a draft ONLY and are not official until Preregistration is 
opened back up in block 3 in the Fall.   

See Below Example:  
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A Green Border = Your Fall Preregistration is COMPLETE; Your Spring Preregistration has been SAVED 

• If you need to make a change to your choices, you are able to go back in any time during the 
Preregistration Period. You will notice the border will change from Green to Red if:  
• You do not have a full schedule 
• You do not have a Grading Track selected for all blocks 
• Click “Save Changes” to submit your changes and to change your status from Red to Green  

(Green is the ultimate goal!!!)  
 
See Below Example: Again, please pay special attention to the message area if you have trouble seeing colors 
(see arrow) 
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PREREGISTRATION BEST PRACTICES 

Use GS391: the General Studies Placeholder course for the following:  

• If you are planning a thesis or independent study (after Preregistration, you will be required to complete the Independent 
Study/Thesis form to officially register for an independent research block) 

• If you are planning a block off but have not submitted the paperwork to the Registrar’s office for processing. 

• Waiting on an Override COI PIN on a prerequisite on a different course but have not heard back yet from the instructor and need 
to submit your Preregistration. 

•  Your Preregistration Choices should be your intentional plan for next year! Please don’t select random courses and use GS391 
instead. Departments review the demand for their courses and plan accordingly. Signing up for random courses produces a 
negative effect for us all.  

PINS VS PASSCODES:  

• COI = Consent of Instructor: The COI PIN is obtained from the instructor of the course and is used for the following:  

o When the course has a COI designation (you will see this noted in the course schedule) 

o When you have not met the prerequisites for a course and need the COI PIN to override the prerequisite check.  

• COD = Consent of Department: The COD PIN is obtained by the Department Chair. This will be used when the course 
requires the COD PIN as noted in the course schedule.  

• Student PASSCODE = Your Student PASSCODE is unique to you! You will receive a Fall PASSCODE from your 
Advisor in block 7. This is your Advisor who is listed in Banner under your Student Information. If you need to update this 
information, please complete an “Advisor Change Request Form” available at the Registrar’s Office. You will receive a New 
Spring PASSCODE in block 3; you must use the PASSCODE associated to the term. 

• PINS and PASSCODES will never contain numbers! If you have trouble entering either, make sure you use letters only and 
are also avoiding entering any extra spaces before or after entering or pasting in your PASSCODE.  

Meet with your Advisor early! You will receive your Passcode from your Advisor (who is listed in Banner) therefore it is important to know 
who your Advisor is! If they are on sabbatical or teaching off-campus during the Preregistration Period, you may want to consider a temporary 
Preregistration Advisor. Contact the Advising Hub for further assistance! Make sure to schedule your appointment with your Advisor early to 
avoid any last-minute issues.  

 




