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The Higher Education Opportunity Act (HEOA) requires faculty to disclose textbook information online at 
the time of registration (applies only to textbooks, not other required readings). Informed Registration is the 
method by which faculty at Hunter College are able to comply with the Federal Mandate and disclose 
textbook information in the required format. Furthermore, Informed Registration provides the opportunity to 
include course documentation such as a syllabus or alternative informational text/documentation.  

  

Log  In  and  Course  Selection:  
a. To  access  Informed  Registration,  go  to  http://www.hunter.cuny.edu/informedregistration  
b. Enter  your  Hunter  NetId  and  Password  and  click  ‘Login’  

  

Complete  ‘Step  1’  

c. Select  the  year  of  your  desired  course  
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d. Select  the  semester  of  your  desired  course

  

  

e. After  selecting  the  year  and  semester,  click  ‘Submit  Selection’.  
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f. The  courses  you  are  teaching  for  the  selected  semester  will  now  be  visible  below.  Select  the  
course/courses  for  which  you  would  like  to  submit  the  textbook  information.  To  enter  textbook  
information,  go  to  ‘Step  2.’  

  
  

  

  

Submitting  Textbook  Information  with  an  ISBN:  
To  use  this  option,  an  ISBN  is  required.  

a. Enter  the  ISBN  for  the  textbook  of  interest.  
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b. Select  whether  the  book  is  ‘Required’  or  ‘Recommended’  for  the  course  

  
  

c. Once  you  have  made  your  selection,  review  the  textbook  information.  You  can  use  the  ‘Add/Edit  
Comment’  feature  to  provide  additional  information  for  students.  If  all  the  information  is  correct,  
click  “Submit  Textbook  List.”  

  

  

Submitting  Textbook  Information  without  an  ISBN:  
  If  you  do  not  have  the  ISBN  of  your  preferred  Textbook,  choose  the  option  “Textbook  without  ISBN.”    

a. Complete  ‘Step  1’  as  you  did  earlier  with  the  year  and  the  semester  of  your  desired  course.  
b. In  ‘Step  2’,  click  the  “Textbook  without  ISBN”  button.  
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c. A  window  titled,  “Add  Textbook  Manually,”  will  appear.    Enter  the  name  of  the  Author(s),  Title,  

Publisher  and  Publication  Date  of  the  textbook  of  your  choice.  

  
  
  
  

d. If  the  textbook  is  required,  you  do  not  have  to  do  anything.  If  the  textbook  is  only  recommended  
for  the  course,  check  off  the  “Recommended”  box.  Confirm  your  textbook  submission  by  clicking  
the  ‘Add  Textbook’  button.  
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e.   Review  the  Textbook  information.  You  can  use  the  ‘Add/Edit  Comment’  feature  to  provide  

additional  information  for  students.  If  all  the  information  is  correct,  click  “Submit  Textbook  List.”  

  

No  Textbook:    
a. Complete  ‘Step  1’  as  you  did  earlier  with  the  year  and  the  semester  of  your  desired  course.  

  
b. In  ‘Step  2’,  click  the  “No  Textbook”  button.  The  system  will  ask  you  to  confirm  your  submission.  

Click  ‘OK’  if  there  is  no  textbook  for  the  course  you  are  teaching.  

  
  
  

Note:  If  you  would  like  to  remove  a  textbook  after  submission,  please  click  the  ‘X’  under  the  ‘Remove’  
column.
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Additional  Course  Information:  

  

a.    You  can  use  the  button  located  at  the  bottom  of  the  webpage  to  add  additional  course  information  
such  as  a  syllabus.  You  will  have  the  option  to  upload  a  file,  upload  a  link,  or  use  the  built-­‐in  form  to  
create  a  syllabus.  

b.    After  clicking  the  “Submit  Additional  Course  Information,”  the  system  will  open  a  different  window  
where  you  must  select  the  year  and  the  semester  of  your  course  and  also  choose  the  whether  you  want  
to  upload  a  ‘File’,  ‘Web  Link’,  or  ‘Syllabus  Template’.  After  making  your  selection,  click  ‘Submit  Selection.’  

  

Submitting  a  File  (continued  from  above):    
a. A  ‘File  Upload’  window  will  open.  Select  the  course  you  are  teaching  and  click  on  ‘Choose  File’  to  

locate  your  file.
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b. After  choosing  the  file,  click  ‘Submit  File’.

  
  
  

c. You  can  remove  the  file  by  clicking  the  ‘X’  under  the  ‘Remove’  column.

  

  

Submitting  a  Web  Link:    
a. A  ‘Web  Link  Upload’  window  will  open.    Select  the  course  you  are  teaching  and  type  in  or  

paste  the  website  URL.  The  URL  must  begin  with  http://    
b.   Click  ‘Submit  Link’  to  confirm  submission.  

  
  
c. You  can  remove  the  Web  Link  by  clicking  the  ‘X’  under  the  ‘Remove’  column.  
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Submitting  a  Syllabus:    
a. A  ‘Syllabus  form’  window  will  open.    Select  the  course(s)  you  are  teaching  that  this  syllabus  

applies  to,  and  fill  in  the  information  fields  as  desired.  Clicking  on  the  arrow  on  the  upper  
right-­‐hand  corner  of  a  field  brings  up  familiar  word  processing  options,  including  a  button  to  
paste  sections  of  your  syllabus  directly  from  Microsoft  Word  if  it  was  originally  created  there.  

b.   Click  ‘Submit  Link’  to  confirm  submission.  
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c. The  additional  tools  window  should  look  like  this:  

  

Note:  You  can  go  back  to  the  textbook  information  by  clicking  the  following  button,  

which  is  located  at  the  bottom  left  corner  of  the  page.  

  

Copying  Information  to  Another  Course:  

  

a.    You  can  use  the  link  located  at  the  top  of  the  webpage  to  copy  information  you  have  used  in  a  
previous  or  current  semester’s  course  if  you  find  it  applies  to  one  or  more  other  courses.  Clicking  on  the  
link  brings  up  the  following  windows.  

  

  

Paste  from  Word  
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b.    Select    a  Course  Selection  to  Copy  From  by  selecting  the  year,  semester,  and  course  name,  which  will  
bring  up  all  of  the  information  that  has  been  previously  entered  for  that  course.    

  

c.      Then,  select  a  Course  Selection  to  Copy  To  through  the  same  method,  checking  the  box  next  to  the  
desired  course(s).  Please  note  that  you  are  able  to  copy  to  more  than  one  course  within  the  same  
semester.  

  


