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ONLINE REGISTRATION IN POPULI: 
 

• Go to https://spst.populiweb.com 
• You will be directed to office365.com. Log in with your full Saint Paul email address and password. 
• Username:  Firstname.lastname@spst.edu 
• Password: ---------- 

 

 
 
 

• It may default to My Profile.   
• Use the drop-down menu (at the top left next to the Saint Paul logo) to show the app (icons/labels), 

then select Courses.   
• This will allow you to see the Registration tab. 

 

 
 

 
• Choose the Registration tab 
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• Available courses will be shown for you to choose from.  These will be courses with no conflicts, fit your 
program, and do not overlap with the schedule of another course.   

o Course of Study Students Note: Saint Paul COS Populi Registration does not know what other 
courses you may have taken at other COS Schools, so it may show courses you have taken and 
passed.  Be mindful of your current transcript from GBHEM. 

• Review the course information, including the course number, name, day, availability, and openings. 
• To Add the course, click the green plus mark symbol next to the course, then click Add.   
• A clock symbol indicates there is a waiting list, and you may or may not be allowed into that course. 
• A lock symbol indicates the course is unavailable for you to register, either due to a schedule conflict or 

because you do not meet the prerequisite.   
• To remove a course, click the Remove/Trash Can symbol (to the right of course), click OK to remove. 

 

 
 

• A window will pop up showing the course you have selected as an Enrollment Request.  If this is the 
course you would like to take, select the Add button at the bottom right of this box. 
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• This will bring you back to the registration area, where you must click on the SAVE button to save your 
changes and to register fully. 
 

 
 

• You will then receive a Confirmation to your Saint Paul spst.edu email showing the class and a direct 
link that shows this in Populi. 

• Course of Study Students:  You will also receive an Approval email to your Saint Paul spst.edu, 
requesting approval signatures from you, DS, and LPR/BOM for each semester you take a class, which 
you will need to forward to them.  These approvals may be obtained via email and then forwarded to 
the COS Registrar. 

 

 
 

• Click on the Financials tab to pay.   
• COS - You owe the Registration Fee immediately, and the Tuition Fee no later than the first day of the 

semester.   
• Your amount due will show as $0.00 zero, UNTIL our Controller invoices for the entire semester.  This 

usually happens 3 weeks before the semester begins.   
• You will type in the amount you are paying, and once invoiced, this payment will apply to it. 
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