
MaloneXpress – Student Training Guide  

 

 
 

This training document will provide students with the steps and information needed to 

complete Web Registration.  These are important because failure to follow these steps 

could prevent or delay registration for classes. 

 
Note: Students also have the option of registering in person through the Office of the Registrar.   

 

Step-by-Step Instructions for Web Registration 

1. Log-in to MaloneXpress by clicking on any of the MaloneXpress or MX icons 

found on the Malone Web site. Your log-in credentials are the same as you use to log in 

to Malone to retrieve email and access your student account. 
 

2. Once logged into MX, you will be directed to the Home page as displayed below.  NOTE:  

DO NOT use the Back and Forward buttons to navigate these web pages.  You must 

use the links on the left hand side of the page, or by clicking on the page names 

(underneath the red tabs) indicating “You are here:” 

 

 
 



3. Across the top of the MX window, you will see grey tabs that assist in navigating the site.  

As a student, you will see a tab marked “Student.”  At this point, click on the Student 

Tab to navigate to that page; this will take you to the screen displayed next. 

 

 
 
 

4. Once a tab has been selected, you can navigate within the page using the blue/grey 

menus listed down the left column of the screen: STUDENT: Info; Academic Advising; 

Financial Aid; Schedule and Grades; Student Accounts. The page shown above is the 

Intro Page and while open, you can see there are five portals linking to different 

information found in this web page. You can access these portals in two ways; either by 

selecting the blue link in the left hand column below the page title or by clicking on the 

name found in the blue title bar of each portal.  
 

5. To start Web Registration, you will need to select from the Left Column—the link titled 

Schedule and Grades. On this page you will find six portals, as displayed in the next 

screen below. 



 
 

6. The portal through which you will begin Web Registration is titled Course Schedules.  

Click on this portal, either on the left hand column, or the name in the blue title bar.  On 

this page you will find the Add/Drop link.  Click on this link to see the screen as displayed 

below.   
 

 



 

 

 

7. Notice that, although there is a statement showing the Add Period Closed/Drop Period 

Closed, it is the current (or default) term being displayed.  You will need to click on the 

Add/Drop Courses drop down menu to select the term for which you are registering.  

Once you click on the Add/Drop Courses, you will be taken to the Web Registration 

window, as pictured below. 
 

 
 

8. Click on the drop-down menu located to the right of the Term and you will get a list 

similar to that shown above.  Select Spring Semester, 2009. 

 

9. Here you will be able to add your course selections either by entering the course code 

(e.g. ART 101) and section code (e.g. A), or if you don't know the course or section codes 

you need, use the course search tab.  NOTE: A space must be inserted between the subject 

and number (ART  101) in order for this feature to work.  ADDITIONALLY: Any course without a 

Section Number must have a blank space (hit spacebar once) in the empty Section Field.  Here 

is a sample break-out of a course code for your reference; (Subject - THEO) (Number - 211 - 

always 3 digits) (Section – 01 or A for a lab course section.  Don’t include any L lab designation 

– just the initial character A, B, C et cetera). If you experience any difficulty in entering 

courses in this manner, it is recommended that you use the course search feature to 

add courses to your schedule.  This is what the course search window will look like: 



 
 

10.  You may search for courses by their: title; course code; department; or division.  After 

entering your search criteria, click on the Search button and you will see the results.  For 

example, pictured below are the search results for a course code search on sociology 

and social science courses. 

 

 



 

 

11.  You can select the desired course(s) by checking the Add box to the left of the Course 

Code column.  (The box does not appear in the screen shot above due to the add/drop 

period currently closed.)  Then click the Add Courses button at the bottom of the 

Search Results.  If the registration for the class is successful, you will see a message 

like that on the screen below. 

 

 

 



 

12. Once you have successfully added all your course choices to the Fall Semester, scroll 

down to the bottom of the page to view your schedule, titled Your Schedule 

(Registered). 

 

13.  If you find that you have a class that you wish to drop, you may do so by clicking on the 

box to the left of the code.  Then click the Drop Selected Courses button at the bottom 

of the window. 

 

14. Again, you will see a message that the class was successfully dropped from the 

registration record, and your revised schedule is viewable at the bottom of the page.  

 

 

 

 

This is meant to be a training guide to Web Registration.  

 

 If you have trouble with these steps, please call the Registrar’s Office at  

(330) 471-8128.   

 

If you have a problem with log in issues, please contact the Information Help 

Desk at (330) 471-8428. 

 


