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» Students can view a variety of information. Most of what we will be helping them with
will fall under the Registration Menu.
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Students must first Select Term. Then they can check their Registration Status,
Look Up Classes being offered, Withdraw from courses, and check their schedule
in various ways

Active Registration—This is the student’s official registration with the
university. This is also the ONLY place to view start and end dates for Open
learning courses.

Registration History—This will show students the courses that they are
registered for along with any courses they are wait listed in.

Quick Schedule—This will show students all of the courses that they are
registered for along with any courses that they are wait listed in.

Week at a Glance —Will show the student all of the location and times of courses
that he is attending. Any course without assigned meeting time or location will be
listed at the bottom of the page.

Full Detail Schedule—This is the ONLY place where students can view their
position on the wait listed in a course. This schedule will also show them:
instructors, schedule type, location, days, times, credits hours of the course, date
range (this should not be referenced for open learning course dates, see Active
Registration for the beginning and end date of those types of courses)
NOTE—For all of the schedule types that students view, if the course status does
not state either “Registered” or “Web Registered” they are not registered in the
course.

Registration Status shows students their status — if they have any holds, what
their class standing is, and what their declared major is. It will also show their
Registration Time Ticket times when registration is about to open. They can
follow the links at the bottom of the page to VView Holds or to move to the
Add/Drop/Withdrawl screen. There is a link to instructions for Self-Service
Banner at the top of the screen.
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0 The Course Add/Drop/Withdrawal Screen allows students to add or drop courses
during the add/drop period, or to withdraw from courses after add/drop ends.
Students cannot drop their last course — they will have to go through the
withdrawal process with the Student Affairs office if they wish to drop their entire
schedule.

o Normal withdrawal or first withdrawal will be done through the web until the lat
day of the withdrawal period for their courses. If a student has a 5 week course,
the system is set to allow the student to use the web to withdrawal until the last
day of the withdrawal period or completion of 60% of the course. Once the
student has reached 61% of the course, the course is in the second withdrawal
period. Details for how second withdrawal are still being worked out.

o Todrop a course, a student clicks the down arrow on the drop-down box and
selects Web Drop. To add a course, a student can enter the CRN in one of the
boxes provided near the bottom of the screen (these are very faint and difficult to
see; Registration is aware of that and working with the Banner consultants to
make these more visible).

0 Once again, a link to Instructions is on the page.
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nber in the Add Classes section. To drop a class, use the options available in the Action pull-down list
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o0 Once the student has completed entering his desired changes, he just needs to hit
Submit Changes. If he doesn’t know the CRN for the course he wants to add, he
can use the Class Search button to look for it.

» Students can view their schedules with several different options in SSB.
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> Each option presents the student’s information in a slightly different format. A Quick
Schedule is just like the Concise Student Schedule we saw in the Faculty Student



Information Menu. A Full Detail Schedule is like the Student Schedule from that menu.
Students should be encouraged to check their Active Registrations. These are courses
they are actually enrolled in; other schedules may show courses they are on the wait-list
for.
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Major and Department

CRN Course Title Campus Credits Level Start Date End Date Days Time Location Instructor
13667 ENG 104 4 ¢ Ma 000 UG Aug20,2012 Dec14,2012 MWF 1 am - 10:50 & ging 1 TBA
10122 Freshman Seminar Ma 000 UG 12  Dec14,2012 MWF 800a L Norh Quad 302 Resd
10340 MATH1252  Mahemabics and s Applicat Ma 3000 UG  Aug20,2092 Dec14,2012 NWF 900am-950a ging 119 Y
|

Total Credits:  6.000

o0 Wait-listed courses will appear with 0 credit hours but this may cause some
confusion.

0 One thing to note with regard to Student Week at a Glance. This shows a
weekly schedule. If a student is enrolled in a course which doesn’t meet for the
entire semester, it will only appear on this schedule during those weeks when the
class meets. The dates shown can be changed in the Go to box, or by hitting Next
Week.
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