
 Introduction to UH mail, course registration and listservs 
Spring 2012 New Student Orientation  

All about your UH username:  

To access email, registration or other online services, you need a UH username.  Your UH username will be 

in two parts: a login (usually some combination of first and last names) and a password (of your choice).  

The best place to start with your UH username needs is:  

http://www.hawaii.edu/account/  

If you don't already have a UH username you can get one here by clicking the “Get a UH Username!” link; if 

you already have a UH username you can login to manage your account.  To learn more about your UH 

username please see this ITS help page: http://www.hawaii.edu/infotech/yourusername.html 

UH Email:  

You can use your UH username to check your UH email account (username@hawaii.edu). The 

address for the webmail service is: https://mail.hawaii.edu/  

You can use the webmail service provided by UH, or you can forward your account to an email address you 

already have. You can also configure your home computer to check your UH email.  If you have questions 

about using the UH email system, you can find lots of answers at this ITS help page:  

http://www.hawaii.edu/its/email  

All LIS Program announcements and communications will be sent to your UH email address, so it is 

very important that you check your UH email account regularly!  

You will also have to subscribe to the LIS Program listserv “lis-stu” in order to receive regular 

announcements. The Webteam has provided an online handout to help you subscribe to this listserv:  

http://www.hawaii.edu/lis/webteam/workshops/NSO/NewStudentOrientation.listserv-signup.pdf 

Registration:  

All the most up-to-date information (dates, deadlines, course information and other things) about 

registration can be found at this site: http://www.hawaii.edu/myuh/manoa/  

Many online services and information can be accessed at the “My UH Portal” site.  This site is where you 

will register for courses each semester, and where you can check your email or financial aid information. 

https://myuh.hawaii.edu 

To register for courses, you will need to login to the myuhportal site and you will need the CRN number 

for each course you want to take. This number can be found at the “check class availability” page here: 

http://myuhinfo.hawaii.edu/page/checkclass.html 

Go to the semester you want, then to “Library and Information Science” to find the course numbers.  
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Once you have written down the CRN numbers and logged into the myuhportal site, you can click “Add / 

Drop Courses” from the left hand menu of the myuhportal. 

  Once you have clicked, you can choose the semester for which you  

want to take classes.  Keep in mind that some courses require that 

you choose “XX Semester Extension” in order to register; talk with 

you advisor to find out which of courses you may be taking will need 

this.  

 

 

 

After you choose the appropriate semester, you will be taken to the “Add 

/Drop My Classes” page. Using the pull-down menus shown below, you 

can start adding courses to your schedule.  

Select “University of Hawaii at Manoa” from the Institution pull-downs and type in the CRN number for 

each course you want to take.  Hit “Submit Changes” to submit your registration.  If you are successful, you 

will see a list of courses appear on your screen corresponding to the courses you entered.   

If you see any error messages, please contact your advisor. Your advisor must enter your course requests 

into the system BEFORE you register, so you may get an error if you try to register before you have been 

allowed to do so.  You may also get an error if you try to register outside of the registration period or if you 

have any holds on your account.  To find out if you have any holds or to find out other information about your 

account, click on the “Check Registration Status” link (shown above) on the lefthand side of the myuhportal 

front page.  

Need more help?  

If you have any questions about any of these services, please contact the LIS Web Team anytime by 

emailing to lis-web@lists.hawaii.edu. You can also contact your advisor about any registration problems 

you may encounter.   

Good luck and welcome to the LIS Program!  
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