
 

Dual Registration Form 
The form is used if students wish to enroll in a class offered at another Northwestern University school. 
This document outlines the process of completing the form, which involves locating the class information 
and entering it correctly on the form. The form is available on the RO Cross School Registration Website 
and is only available to students with active NetIDs. Kellogg, Feinberg, and Law students must contact 
their Registrar’s Office.   

Once the form is submitted, it will be routed to your advisor for further approval. If approved, our team 
will review, and if there is seat availability, we will process your enrollment. The time frame is between 3-
5 business days. If there is missing or incorrect information on the form, we will send email 
communication, which may delay your form processed. Once your form has been processed, you will 
receive an email confirmation with a PDF for your records. 

Please note that submission of a dual enrollment request and your school's approval is not a guarantee 
that you will be able to enroll, and it is in your best interest to have alternative plans to enroll in classes 
to complete any degree requirements. 

Further questions can be directed to registration@northwestern.edu.  

Step 1: Student Information 
a. Completing the Dual Registration Form 

i. The following fields automatically populated: EmplID, netID, Email, Career, Program, 
Academic Plan Code, and Academic Plan Description. 

ii. If you have supporting documentation, please attach it under the, “Upload any relevant 
emails or approvals if necessary” field.  

iii. Select whether you are an athlete.  

The following fields will
automatically populate.

Please select whether you
are an NU NCAA athlete.

If you have additional
documentation you would
like to include with your
submission, please add it
here.

This field will automatically
populate. If you have
multiple plans, you must
select the plan your
enrollment will be
processed under.

mailto:registration@northwestern.edu


Step 2: Enrollment Request Information 
a. Class information 

i. Under the “Term” field, select the applicable quarter and input the academic year. 
ii. The class information can be located in the “Class Search” Page in Ceasar. Examples can 

be located on (x.)  
iii. Lastly, you will be asked if your request will exceed your total allowed units for the 

current registration period. 

 
 
 
 
 
 
 
 

 

The dropdown will include
one of the following
terms: Fall, Winter, Spring,
and Summer.

The class information
consists of a 5-digit class
number, subject, catalog
number, section number,
and discussion section (if
applicable). An example is
provided below.

Input the academic year.

Input the number of units.

If you are provided with a
permission number,
include it in the
“Permission Number” box.

The field will automatically
populate the long
description of the selected
subject.

During the regular registration
period, undergraduates can
enroll between 0-4.99 units,
and within the first week of
the Term, most students are
eligible to enroll up to 5.50
units. Please ensure you have
space in your schedule prior to
submitting your request.

Students in The Graduate
School may register for a
maximum of 4.0 units per
term. Unit limits for
programs outside The
Graduate School vary.
Check with the program
coordinator for more
information.



Does your enrollment exceed the current registration period?  

a. Undergraduates: During the regular registration period, undergraduates can enroll between 0-
4.99 units, and within the first week of the Term, most students are eligible to enroll up to 5.50 
units. Please ensure you have space in your schedule prior to submitting your request. 

b. Graduates: Students in The Graduate School may register for a maximum of 4.0 units per term. 
Unit limits for programs outside The Graduate School vary. Check with the program coordinator 
for more information. 

 

 

If you select, “Yes” you will be
prompted with the following
options. Please select one.

If you select the first option, you
will be prompted to input the
information of the class you would
like our Office to swap you from.



Acknowledgement and Submission  
a. You will be asked to read and agree to the following statement. 
b. If you wish to add additional comments, you can do so in the, “Comments” field.  
c. Sign the form and submit it for review. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Before submitting the form, you will be
asked to read and acknowledge the
statement.

Dual Registration Requests are
processed one week before the start of
the quarter and are based on seat
availability. Your school’s approval does
not guarantee a seat.

If you wish to add additional
comments, you can do so in this field.

Sign and submit the form for review.



Class Search and Class Information 
a. In Caesar, use Search for Classes Feature: 

 

b. Select the class from the results. The total number of units can be located after selecting the 
class hyperlink.  You will need the following information: 

 

 

 

Term

Subject

Catalog Number



c. Select the class from the results. The total number of units can be located after 
selecting the class hyperlink.  You will need the following information: 

 
d. The Enrollment Request field should look like this:  
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