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To access DuckTrax to register, students may log in to myGateway.  To access myGateway, click on the 
myGateway link at the top of the Tarleton homepage or click here.   

 

   LOG IN 

 
 
 
 

Use your TARLETON st_account (NTNET) username and password.  For help with your username and 
password, students may contact the Information Technology Services Help Desk at 254-968-9885 or by email at 
helpdesk@tarleton.edu.  

 

 

• Click on the STUDENT tab.   
• On the STUDENT tab, there are 

multiple options to access DuckTrax for 
registration. 

• OPTION #1 
• Under RESOURCES, students can click 

on the DuckTrax link.  (Students will not 
have to log in using their university ID 
and pin number). 

• Clicking on the DuckTrax link will 
direct students to the DuckTrax Main 
Menu (go to page 2 for further 
registration instructions) 

• OPTION #2 
• Under REGISTRATION TOOLS, 

students can click on “Add or Drop 
Classes” 

• Clicking on “Add or Drop Classes” will 
direct students inside DuckTrax to 
register (go to page 3 for further 
registration instructions.). 

• ACCESS CLASS SCHEDULE 
• Students may click on “Look Up 

Classes” to search the Dynamic Schedule 
for available course sections. 

OPTION #1 

OPTION #2 
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DUCKTRAX WEB SELF-SERVE EXAMPLES 

 MAIN MENU:  IMPORTANT TUITION DEADLINES WILL BE DISPLAYED

OPTION #1 

DUCK TRAX  

CLICK REGISTRATION LINK TO CHECK 

SES 

CLICK ONLINE SERVICES & FINANCIAL AID LINK TO 
CHECK REGISTRATION STATUS, CLASS SCHEDULE 
AND ADD/DROP CLASSES FROM YOUR SCHEDULE 

REGISTRATION STATUS, CLASS 
SCHEDULE AND ADD/DROP CLAS
FROM YOUR SCHEDULE 

CLICK ADD/DROP CLASSES LINK TO 
REGISTER FOR COURSES OR MAKE 
CHANGES TO SCHEDULE 
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SELECT REGISTRATION 
 TERM FROM DROP DOWN

MENU AND CLICK SUBMIT 
BUTTON

DUCKTRAX WEB SELF-SERVE EXAMPLES 

Each semester you will have to update your address, this will 

OPTION #2 

be done following the term selection 

ENTER 5 DIGIT CRN (IF KNOWN) IN FIELDS BELOW FOR EACH 
COURSE INCLUDING LAB SECTIONS THAT YOU WISH TO 
REGISTER FOR; CLICK SUBMIT CHANGES TO SAVE SCHEDULE. 

MOST COMMON REGISTRATION ERROR:  LAB SECTION CRN 
 

IF A COURSE REQUIRES A LAB, BOTH

WAS NOT ENTERED AT SAME TIME OF LECTURE COURSE CRN.

 CRNS FOR LECTURE AND LAB MUST BE ENTERED AT SAME TIME TO 

FLICTS OR ERRORS THAT MAY OCCUR: 
 PRE-REQUISITE CONFLICTS 

RSE CONFLICT (if registering for same subject & course #). 
 

TH

REGISTER. 
 
OTHER CON

TIME CONFLICTS  LEVEL CONFLICTS 
CLOSED COURSE SECTION   DUPLICATE COU

FOR
R

 INFORMATION REGARDING ESE CONFLICTS OR ANY OTHER CONFLICT YOU MAY CONTACT THE 
EGISTRAR’S OFFICE AT 254-968-9121 OR REVIEW REGISTRATION ERRORS ON THE REGISTRAR WEBSITE. 

http://www.tarleton.edu/%7Eregistrar/regErr.html
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DUCKTRAX WEB SELF-SERVE EXAMPLES 

IF REGISTRATION ERRORS OCCUR, CLICK CLASS 
SEARCH TO SEARCH FOR OPEN SECTIONS. 

CLASS SCHEDULE 

SEARCH FOR CRN’S

ELECT SUBJECT AREA (required), 
 AND 

ote:  The less search criteria you enter the better 

SEARCH 
 AND OPEN  

COURSE SECTIONS 
 
S
ENTER COURSE NUMBER (if known)
CLICK CLASS SEARCH. 
 
N
chance of yielding the results needed. It is 
recommended students limit their search cr
subject area and course number.   

iteria to the 

 



 
 
 

DUCKTRAX WEB SELF-SERVE EXAMPLES 

 
 
THIS SCREEN SHOWS COURSE SECTIONS FOUND FOR THE SEARCH CRITERIA SELECTED.  CHECK THE 
BOX IN FRONT OF THE DESIRED CRN AND CHOOSE REGISTER OR ADD TO WORKSHEET.  TAKE NOTE 
OF THE SEATS REMAINING AND CAMPUS.  IF SEATS REMAINING IS ZERO OR “C” IS LISTED UNDER THE 
SELECT COLUMN, THEN THERE ARE NO SEATS AVAILABLE.  CHOOSE ANOTHER SECTION.  

 

 
 
 

 
 
 
 

 

CAMPUS 
LOCATION 

BUILDING LOCATION 

SEATS REMAINING 

WE OFFER COURSES ON SEVERAL OFF-
CAMPUS LOCATIONS; SO TAKE NOTE OF 
LOCATION AND CAMPUS ATTRIBUTE. 

THE CRN WILL AUTO-POPULATE THE FIELD BELOW FROM THE 
CHOICE SELECTED ABOVE.   
CLICK SUBMIT CHANGES TO REGISTER FOR THE CLASS 

SELECT THE BOX FOR THE SECTION YOU WISH TO 
REGISTER FOR OR CLICK ON THE CRN FOR 
ADDITIONAL CLASS INFORMATION 

SUBJECT 

 
 

 

SUCCESSFUL REGISTRATION OF CLASSES 
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IF AN INCORRECT COURSE IS ENTERED OR CHANGES NEED TO BE MADE TO YOUR 
SCHEDULE: 

• SELECT DROP/WEB FROM THE DROP DOWN MENU 
• SUBMIT CHANGES 

 
 
IF ADDITIONAL COURSES NEED TO BE ADDED, FOLLOW ABOVE INSTRUCTIONS ON 
ADDING COURSES. 
 
 
 

DUCKTRAX WEB SELF-SERVE EXAMPLES 

TO PRINT YOUR CLASS SCHEDULE AFTER REGISTERING: 
• CLICK ON – ONLINE SERVICES AND FINANCIAL AID 

                                                         
         *** EXAMPLE *** 
 

 
• CLICK ON – REGISTRATION 
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DUCKTRAX WEB SELF-SERVE EXAMPLES 

 
• CLICK ON – STUDENT DETAIL SCHEDULE 

 

 
 
 

• A STUDENT DETAILED SCHEDULE WILL APPEAR WHICH YOU CAN PRINT. 
 
 

 
 
 
 

 

TO EXIT DUCK TRAX, CLOSE THE BROWSER BY 
CLICKING THE X IN THE UPPER RIGHT HAND CORNER. 
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