
The Student Access Portal to SONISWEB: An Overview 

SONISWEB is the software Hartford Seminary uses to manage institutional records including student data and 
course information.  It is a web-based system and can be accessed at anytime by any registered user from any 
computer with an internet connection. 

Active students will enter SONISWEB using the Student Access portal.  In order to enter the system you will 
need to have your Student ID and PIN number.  If you don’t have your Student ID and PIN please send an 
email to registrar@hartsem.edu. 

Through SONISWEB you can: register for classes, view your grades, print out your grades, complete course 
evaluations, access course information, view your bill and contact other Seminary community members. 

To access the system go to the home page of the seminary at www.hartsem.edu click on the button that says 
Student Access on the front page. 

If this is your first time entering the system you will be immediately prompted to change your PIN. Your new 
PIN must be between 4 and 6 characters in length. Please write down your PIN – you are responsible for it.  If 
you decided to change your PIN again in the future you can do so by simply typing in your new PIN on the 
Update Bio page and clicking the submit button. 

The first thing you should do is check your biographic information by clicking on the Update Bio icon in the 
upper right of the screen (green arrow.)
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Whenever you change anything on the Update Bio page you must click “Submit” for the changes to be 
processed. If the submission is successful you will get a “Submission Processed Successfully” message.



Also on the Update Bio page you will need to decide what pieces of basic personal information you wish other 
Hartford Seminary Community members to see. Initially all of these boxes will be unchecked. If you do not 
check any of them, your personal biographic information will only be able to be accessed by Seminary staff and 
your faculty advisor. If you check a box, that information will become available to anyone in the Hartford 
Seminary Community that has access to the system (including all students and faculty.) 

If you have a cell phone and are willing to receive emergency text messages, please enter the number and 
provider on the biographic page. Also, click the “Text Me Flag” box. This information is needed to make the 
text message feature work. We will only be using the text message feature on limited occasions such as for 
emergency closings announcements. 

On the main Bio page (as opposed to the Update Bio page) you will see your biographic information as it 
currently appears in the system. You will also see a list of the courses you have taken with grades you received 
in those courses and the courses that you have registered for in the current or upcoming semester. To print 
out a text version of your course information, you should click on the “Printable” icon on the top right hand 
side of the page. 

The light bulb icon on the top right hand side of the page is for reminders. You can be sent reminders from 
your faculty instructors, your advisor or from a Seminary administrative department. If you have reminders 
waiting to be read the icon will turn yellow and have little hash marks around it indicating a reminder is waiting. 

The search button allows you to search for anybody who is in the system. All you have to do is type in their 
name, indicate their relationship to the community (faculty, staff, student, alumni) and click search. If they are 
in the system and they have chosen to have their information published, their contact information will come 
up. If they have chosen to publish their email address, you can click on their name and that will automatically 
open your email software so you can send them an email. 

By clicking on the Schedule tab you can access information about your courses. To enter the site for a 
particular course you need to click on the underlined course number for the course you wish to access.



If your faculty instructor has opted to use the class site you will see a screen similar to the one below which my 
have your syllabus, class assignments and other readings. 

To open the “Forum” page to participate in the discussion board for one of your courses, click on the 
“Schedule” tab, which will display the courses you are currently enrolled in.  Just to the right of the course 
number, you will see a small arrow and a page icon.  Click on these, and this will open the Forum page. 
Through the Forum you may participate in ongoing discussions or post topics of your own.




