
Adding a Course When Approvals are Needed 
 

1. Login to MyGateway https://mygateway.umsl.edu. 
2. Select the Add a Course tile. 

 
3. You will see a list of your current classes. Select “Ready to add a new course?”. 

 
 

4. On the Add Course page, Select a term. Then select a subject and course, or enter a 5 
digit class number. 

5. Select a section.  If you entered a subject and course, the sections will be listed. If you 
entered a 5 digit class number, then click the LOOKUP CATALOG NUMBER link to 
display the sections. 

https://mygateway.umsl.edu/


 
6. Select a section. A Request Confirmation form will appear.  Enter an explanation, then 

select Add Section. 

 



7. You will receive a message that the add course request submitted successfully.  Select 
OK. 

8. The course you requested to add will be listed on your enrollment page with a status of 
“processing”.  You can click the icon in the Action column to check on the approval 
status. 

 


