
Submitting a Fall 2024 Registration Ticket 

1 

 
2 Login to the AES Support Portal 

 
1    Navigate to Academic and Enterprise Systems Support Portal 

 

https://wcupaprod.service-now.com/aes
https://www.wcupa.edu/academicEnterpriseSystems/support.aspx
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4 Select Fall 2024 Registration Help 

 

 
3 Select Request Services 

 

 

https://wcupaprod.service-now.com/aes?id=sc_cat_item&sys_id=ed89dc4187dc0a1098faa7dd3fbb35dd&referrer=popular_items
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6 Select the challenge you are experiencing.  

 

 
5 Select your current role at West Chester University. You will notice your name and email 
auto-populate the REQUESTOR NAME and EMAIL fields. 
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7 Select whether this is for multiple students. The options are YES and NO. 

 

 

Your options will be as follows: 
 
 

• Student needing course override for Fall 2024 
• Staff not knowing how to register a student in banner 
• Time Ticket/Enrollment appointment errors 
• Closed Class Override 
• Department Consent to Add 
• Overload Credit Enrollment 
• Prerequisite/Corequisite Override 
• Course Repeats Error Message 
• Assistance Enrolling into a Waitlist 
• Other items that are directly related to Registration 



5 

 
9 If you select yes, you will be prompted with a text box to indicate all of the students and 
their IDs. You also have the option of adding an attachment with the full list.  

 

 
8 You can select YES if you are entering the issue for more than 1 student. 
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11 You can start by typing the student’s name. 

 

 
10 If you do not have a full list, select NO to enter 1 student ID. 
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13 Please make sure to enter the student’s ID in the Student ID field. 

 
12 That will provide you a list of individuals. Select the appropriate student.  
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15 While we are requesting these forms be specific to Fall 2024 in RamPortal, you can 
indicate for Summer 2024 as well. 

 

 
14 Please enter the term you are trying to register the student for.   
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16 You may be asked to indicate course info on this form. These fields will be required 
in order to best assist you. 

 
17 The CRN is the unique course number in RamPortal. This is optional and if you do 
not have it, that is OKAY. 
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19 Click "Request" 

 

 
18 Please indicate if there is anything else we can do to assist you. 
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20 Click ‘Request’ one more time. 
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