A Description and Instructions for the Course Request
System at Virginia Tech

Technical Description:

I will be writing about the course request, Drop/Add process at Virginia Tech.

The process works by entering a number of codes, each corresponding to a single class
section, into an online application that enrolls students in classes according to a certain set of
requirements and privileges. The same portal is also used when a student wants to drop a
class.

This topic is important to readers who are trying to add classes to their schedule in order
to make progress toward a specific degree. There is no other way for students to enroll in
classes at Virginia Tech. There is currently not an in depth description, that is easy to
understand, that walks students through the process of HokieSpa course addition. The Drop/Add
process is used 4-5 months before the Fall Term and 2-3 months before the Spring term.

The basic steps that are used when requesting and adding courses are a follows:

:Use Timetable of Classes to find CRN's of classes to be requested
: Enter the CRN's in the Course Request portal

: Upon recieving Course request results, add any additionally desired CRN's to the "ADD"
page

: Force Add (if classes still aren't added)
: Drop Courses by removing the CRN's from the Drop/Add page and submit

The basic knowledge that one will need to understand these instructions are how to
navigate the HokieSpa website, a basic understanding of computer usage, and an idea of what
courses the user needs to add to their schedule for the upcoming term. The user will also need
an operation Virginia Tech PID and password. The HokieSpa site has a fairly straightforward
layout but can still be confusing to navigate. This rescource will aid in the understanding and
completion of the Course Request/add/drop process.
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Glossary of Terms:

Course Number: Number that is entered into the Timetable of Classes search function to locate all

possible CRN’s for a course.

Course Request: Process by which courses are added to a student’s schedule for upcoming terms.
Usually takes place 2-5 months before the desired term.

Credit Hours: Number of hours of outside class work required for each course. For every 1 credit hour, 3
hours of work outside the classroom is required.

CRN: Course request number. Used to identify specific sections (Times and classrooms) for the desired
course. This is the number used to input requests in the Course Request portal on HokieSpa.

Drop/add Portal: Page on the HokieSpa site into which CRN’s are entered and submitted to include
specific class sections into ones schedule.

Full Time/Part Time Student: Full time Student takes 12-19 credit hours per term. Part Time Student
takes 1-11 Credit Hours per term.

Timetable of Classes: Page on the HokieSpa site that gives all possible sections of a class and their

corresponding CRN.

Instructions: How to Add Courses for a term at Virginia Tech

Step 1: Log into HokieSpa using your Virginia Tech PID and password.
-Enter the web address hokiespa.vt.edu into your browser
-Use your PID/Password to login
-You should now be at the Hokiespa home screen (shown below)



Step 2: Open the Required Tabs and Find Courses
-Click to open the Timetable of Classes and HokieSpa tabs (in separate windows)
-Use your major checksheet or advisor plan to lookup what classes you want to add
-Enter the name of the department, course number, and term in the appropriate
boxes in the Timetable of Classes search bar

Back to Main Self Service Menu Log Out of Self Service

Virginia Tech Time Table of Classes

® Select Campus, Term, Subject, Section Type and optionally enter course number or CRN then press "Find".
* Limit your search with the course number to speed up download time:
Example: MATH 1 will give you all Ixxx MATH sections. MATH 12 will give you all MATH 12xx sections, MATH 120 will give you all MATH 120x sections and MATH 1205 will give you only
MATH 1205 sections.
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Step 3: Find CRN and add it to the Course Request portal
-Look through the search results to find which section fits your schedule
-The search results should look like this
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-Record the CRN for the section you want to request

-Input the CRN in an open slot in the Course Request portal
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Step 4: Repeat Step 3 for the Remainder of Your Shedule
-Look up your remaining courses 1 at a time and add the CRN’s to the portal page
-When finished, press the “Add CRN’s button”

Step 5: Check Course Request Results

-A few weeks before the semester, the results of your course request will be
released

-Check to see which classes were added and which were not

-If all classes were added the process is complete; if not, continue with the
instructions

-Determine which classes weren’t added and why they weren’t added



<<< Return to Registration Status page

2 The following course(s) were not scheduled because of the reason given.

THESE COURSES WERE NOT SCHEDULED

Requested Credit Begin End
Reason CRN Course Title Hours OPT Time Time Days Location
@ Section Ful 16884 ENGL 3764 Technical Writing 3 A-F (ARR) (ARR) (ARR) TBA
13692 GEOG 4084 Intreduction to GIS 3 A-F 10:10 AM 11:00 AM MW MCB 136
“* addttional times ** 05:30 PM 07:30 PM w TORG 1010

+ YOU WERE SCHEDULED FOR THE FOLLOWING COURSE(S):
The Course information (days, times and location) is based on the SCHEDULED CRN.
This is the original class ticket, go to the Detail Schedule page to view your schedule if you drap or add classes.

THESE COURSES WERE SCHEDULED

Scheduled Credit Begin End
CRN Course Title Hours oPT Time Time Days Location
& 11088 BIOL 2604 General Microbiology 3 A-F 12:30 PM 01:45 PM R LITRV 1670
& 11001 BIOL 2614 Gen Microbiology Lab 1 A-F 02:00 PM 03:50 PM R HAHN N 217
& 16336 STAT 3615 Biological Statistics 3 A-F 05:30 PM 06:45 PM MW TORG 2150

TOTAL CREDIT HOURS ENROLLED: 7

/I This information is static information and IS NOT UPDATED when you make schedule changes
Please be sure to check your Detail Schedule page for class ticket information If you drop or add classes.
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Step 6: Try to add remaining Courses

-If the request failed due to the section being full, you can make frequent checks of

the Timetable of Courses to see if a seat has opened up

-Quickly add the CRN of the open section to the Drop/Add Portal (Which is almost

identical to the Course Request portal and can be found from the registration page on
Hokiespa)

-If the request failed due to another problem (Restrictions/Prerequisits) schedule an

appointment with your advisor to talk about other possible options.



