
Murphy Online Registration  
(Updated 3/23/2009)  

 

COMMON ERRORS:  

ñYou have no registration time ticketò ï Please go back to the Registration menu and Select Term. Make sure you 
are set to Fall 2009 term. If you are in Summer  2009, you will get a message stating you have no time ticket.  
 
ñClosed ï Waitlistedò ï This DOES NOT mean you are in the waitlist for the course. You still have to complete the 
waitlisting procedure to be placed on the waitlist. Please see section in inst ructions on Waitlisting.  
 

ñWaitlist Closedò ï Once courses reach their maximum allowable waitlist (5) you are no longer able to put yourself 
on the waitlist for the course. Please select another open section of the course to register.  

 

LOGGING IN :  
Murphy o nline instructions :  
 
There are a few ways to access Murphy Online.  

1)  Log on via the UST home page at www.stthomas.edu.  Click on the ñToolsò drop down menu.  Click on Murphy 

online.  
2)  You may also log on to Murphy online from the Registrarôs website at www.stthomas.edu/registrar and click on the 

Murphy Online link in the left panel of links. You then need to click on the ñLog on to Murphy Onlineò link in 
the left column.   

3)  Finally, you may access Murphy on BlackBoard from the ñRegistrar Info for Studentsò block. 
  

Follow these instructions at the Murphy Online homepage :  
 Click on the ñLogin to the Murphy Online secured areaò link. 
 Enter you r 9 digit UST ID (begins with 100XXXXXX) and your PIN.  Press the enter key or click on the 

login button.  
 The first time you log in to Murphy ï your PIN is 123456. After this is entered, you will be immediately 

prompted to change to a personal PIN that only you will know.  
 

Registering in Murphy for the first time?? Your default PIN for the first log in is 123456.   
The system will then require you to create a new PIN if this is your first time accessing the system.  The PIN must be 
6 numbers (no character s or letters).   
( If  you have registered before and  you do not know your UST ID and/or PIN, contact IRT Tech desk at 651 -962 -
6230.)  They will email this information to your UST email account.  
 

 
 

 

http://www.stthomas.edu/
http://www.stthomas.edu/registrar


 
 
CHALLENGE QUESTION :  

The system will prompt you to create  a "challenge question" that only you will know the answer to, to use in case you 
forget your new PIN.   Again, this prompt appears after you enter the Murphy online for the first time. The new PIN will 
be in effect from then on, and the original PIN that y ou received in an email from IRT will no longer work.  
 

See the next page for a screen shot of the challenge question page.  

 
MAIN MENU :  



There are several screen menus available to students including Student Services, Financial Aid and Personal 
Information.  Students may have access to other screens depending on your employment status, etc.  
 
STUDENT SERVICES : Click here to register for classes, look up classes, view holds and view your schedule.  

 

 

To Register for a course :  
 

1)  Click on the student services link  
2)  Click on the Registration link  to open the menu  

 
 



REGISTRATION MENU:  
Select Term : Selecting your term is the first step before registering, looking up classes, viewing holds, or viewing a 
student schedule.  
 

Add/Drop Classes :  You may enter in the CRN (Course Reference Number) or you can search for classes after clicking 
on this option.  
 
Look up Classes to add : You may do a search by subject, course, days of the week, instructor, etc.  
 
Bookstore Textbook Information: Links to the UST bookstore. Please n ote any classes held at the St. Kateôs campus 
will have books available through the CSC bookstore only!   

 
Week at a Glance : View your student schedule for a specific week.  
 
Student Detail Schedule & Student Summary Schedule :  Gives a student two different  views of their schedule for the 
selected term.  
 

Registration Status : You may view your day and time of registration, and see if you have any holds.  
 
Active Registration : Another view of courses for which you are registered.  

 
Registration History :  This di splays a concise listing of all active as well as completed registrations. Withdrawn, 
dropped, and/or cancelled classes are also displayed.  
 

A detailed explain of each option is in the pages to follow.  

 

 
 

 
 

 



A CLOSER LOOK AT THE LINKS FROM THE REGISTRATION MENU :  
 
Add/Drop Classes :  
You may enter the CRNôs (course reference number) directly or click on the class search button.  The Class Search will 

bring you to the searchable function where you can search for courses by subject, days of the week and times, just to 
name a few of the search criteria.  
 
You may select courses from the Class search (screen shot further in the documentation) and put them in a shopping 
cart, or register for them immediately.  Please note, that putting a course in the sho pping cart does NOT save a space 
for you in the class .   
 

If you know your  CRNs, you may enter them in the boxes below, and click the ñSubmit Changesò button to register for 
courses.  After you click submit, a page will appear listing those courses that the student has successfully registered 
for and those that have registration  errors.  Please note that you will have to SCROLL to the bottom of this page to 
see the registration error.  You will know that you have registration errors and need to scroll to the bottom of the 
screen if you do not have a complete list of courses.  
 

You will also notice the ñview holdsò link at the bottom of the page. 

 

 
 
Look - up Classes to Add :  
Listed below are the search criteria available to students to find courses for the selected term.  This search allows 
students to search for courses if they do n ot know the CRN numbers. Search by Subject (GRSW) only and click on 

Class Search at the bottom to view the entire MSW class schedule.  
 
See the next page for information about choosing and registering for classes that fit your search criteria by checking 
th e box next to the open section.  

 



 
To select a course, click in the box.  You may select as many courses as you would like.  You must scroll to the bottom 
of the page to choose one of three options:  
 
Register :  This will attempt to register you for the cou rse.  If all course requirements are met and the class is not full, 

then your registration is complete for the courses that you selected.  
 
Add to worksheet : This will bring you back to the Add/Drop classes page and populate the CRNôs in the boxes on that 
page.  YOU HAVE NOT COMPLETED  a registration.  This is a shopping cart feature.  At the Add/Drop page, you will 
then need to click on the ñSubmit changesò button in order for the Murphy system to attempt to register you for the 
selected courses.  Again, if all course requirements are met and the class is not full, then your registration is complete 
for the courses that you selected.   

 
In both instances, after clicking register or submit changes, you will see a page that lists the courses that have 
successful registrations.  If you attempted to register for a course, and it is not visible on the new page, scroll to the 
bottom to look for registration errors.  

 



 
 
Listed below is an example of a successful registration and errors.  The ENGL111 01 is a successful registration as 
listed under the title ñCurrent Scheduleò.  You may drop any classes listed under Current Schedule if there are drop 
down boxes visible on this screen.  If the drop down box is not visible, then dropping is not available at that time.  In 

this instance, undergraduate students would need to contact the Registrarôs office and Graduate students would need 
to contact their department coordinator to drop the course.  Be careful about dropping and the repercussions 
associated with it re garding financial aid and how the course will appear on your transcript.  
 
The Registration Errors section shows that I cannot register for ENGL110 01 because I do not have an instructorôs 
signature.  The error will be listed in the ñStatusò portion under registration errors.  
 

Again, please note that if you do not see all of your courses listed under CURRENT SCHEDULE, then you need to 
SCROLL to the bottom of the page to see the Registration Errors.  



 
 
Registration Status :  

You will notice the table on this sc reen shot that lists the beginning dates and times of registration.  All a student 
needs to do to confirm their date and time for registration is log in to Murphy, Select the Student Services Menu, then 

Registration Menu, and finally Registration Status.  
 
If you have a hold, an error message will be displayed that states ñYou have holds and this will prevent you from 
registrationò.  Scroll to the bottom of this page and click on the ñView Holdsò link to see specifics about your hold. 
 

 



 
 
View Holds :  
If you  have a hold, you will see the type of hold listed and the process affected.  In this instance, there is a business 
office hold that will affect registration.  A student must contact the department that put on the hold to have it 
removed.  In this case, th e business office.  

 
 


