
AP OneStop Late Add Instructions 

 

 

 

 

NOTE: When you click on the “forgot your username/password” link, enter your A number for 

the User ID and your 6-digit date of birth for the PIN number. 

1. Click on Web Self Service icon 

 

2. Click on the Student tab. 

3. Click on the Registration link. 

4. Click on the Late Add Course Request link. 

USERNAME: Refer to AP Self Service for 

user name 

PASSWORD: The first time only will be 

ApA and the 8 digit A# or Birth date two-

digit month, day and year 

Then click on: Login 



 

5. Click on Submit a Late Add Course Request link.  

 

6. Select a Term from the drop down menu (i.e. Fall Semester 201X, Fall Term I 201X – 

Ft. Campbell), click Next. 

 

 

7. Enter the CRN you wish to register for in the blank box. If you wish to add more than 

one course (i.e. BIOL 1010 and BIOL 1011), click on the Add Another Course button. 

You can also click on Remove Course if you entered in the wrong course or need to 

make a change.  When you are done, entering the CRNs, click on Next.  

 

If you do not know the CRN for 

the class, click on the “Click 

here to look up courses”. 



8. When you use the Click here to look up courses link, Select the Term from the drop 

down menu, click Submit. After you click on the Submit button, you’ll see the screen 

below.   

 

9. AFTER, you have entered the CRNs for the courses, 

click on the Next button. 

 

1. Select the Subject 

2. Select the Campus 

3. Select the Part of Term 

(i.e. Maymester, Summer I, 

Summer II, Summer III) 

4. Click on Class Search 

 

5. The CRN is the number 

listed after the course 

name.  (i.e. 1184) 

6. Write down this number to 

enter in the late add 

request. 

 



10.  You will receive a message if the course(s) has/have been successfully submitted.  

 

11. Once the late add request has been approved/disapproved by the instructor and chair of 

the department, you will receive notification in your APSU student email. 

 

12. To check on your late add request submission, click on the Check the Status of My 

Requests link.  

13. Select the semester, the course, and section. Click the Next button. 

 

14.  To cancel the request, click on the Cancel Request button. 

 

 


