Faculty Web Tutorial Revised April 13, 2009
How to enter a Registration Override

SLIDE 1

{= faculty090309b, - Windows Internet Explorer.

—
LS A |§N:'Lscreencasts\FacuItyoverrlde\facultyoverrlde‘htm V| *5 /| X |Goog|e | R

© File Edit View Favorites Tools Help

e o ISBI'X@OHCIB Application Server F... l$ Brown University }@facultyDQDSDQb Xl I @ ~ B @ v |ik Page ~ -@ Toals = @' -&" &= H

How to Enter a Registration Override
(For Faculty)
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Intro: Thank you for visiting the Web Tutorial for Brown University Faculty Members.
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Instructors have two options when administering overrides:
1. Directentry into Banner
2. Distribution of a registration override pin

There are two override options available to faculty: 1) electronic entry through the
Banner Web by primary instructor; or 2) paper registration signature pins that can be
distributed to the students for entry during their registration process.
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Use this tutorial for instructions about electronic entry

See your department manager for information about paper override pin slips

This tutorial is intended for faculty who will be entering electronic course overrides
directly into the Banner system. If your department is utilizing the Registration Signature
Pin method for overrides, please see your department manager regarding the creation and
distribution of the pin numbers.
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https://selfservice.brown.edu
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“Banner Web” link on Brown homepage

To access Self Service Banner, you will need to login to https://selfservice.brown.edu or
use the Banner Web link from the Brown home page.
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Enter Secure Area
Login here to view your personal information.
Class Schedule
View the current schedule of classes.
Course Catalog
View course information, including course description.
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Log in to the Secure Area via the Brown Web Authentication Process.
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Brown University

Personal Information Faculty Services

ACCESSIBILITY | SITE MAP | HELP | EXIT

Main Menu

Welcome, Professor Chips, to the Brown Information System! Last web access on Apr 13, 2009 at 01:52 pm

Personal Information

Brown student (not applicants/faculty/advisors), please use this link to view/update address information, emergency contact information, or
marital status.

Faculty and Advisors
Enter Grades and Registration Overrides, View Class Lists and Student Information
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Once logged in, you should see the following menu that is specific to your instructor
information.

From this Menu, select the Faculty and Advisors link



SLIDE 7

2 Faculty & Advisors Menu - Windows Internet Explorer \

@ |g https: ffselfservice,brown, edu: 21 10fssTRNGIwbkwbis,P_GeniMenu?name=bmenu,F_FackaintMnu Vl % ‘ || % |
© File Edit Wew Favorites Tools  Help

W ‘88 -|@0radeau..|Hﬂ3rnwnun”. ‘@famltyugm ‘@Facu\tu. X |$Orade»ﬂ”. ‘$http:h’ha‘.. | ‘ P -

b v |k Page - CF Tods - @ 4

]

Brown University

Personal Information Fa culty Services

RETURN TO MENU | SITE MAP | HELP | E

Faculty Services

Term Selection

Summary Class List

« View and email your class list(s)

Final Grades

s Submit and view your final grades

Registration Overrides

» Enter course permissions for individual students
Class Schedule

Course Catalog

Display advisee list
= View your advisee's transcript, grades, registration, contact information
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Select the Registration Override link
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Personal Information Fa culty Services
BO0503063 Professor Ch

Select Term Apr 13, 2009 01:53

Select a Term: |Fall 2009 v

Fall 2009

Spring 2009
Fall 2008

RELEASE: 6.1

Select the Term for the override from the drop down list
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Personal Information Fa culty Services
RETURN TO MENU | SITE MAP | HELP | E

Student and Advisee ID Selection B
Apr 12, 2009 01:54

To process a Registration Override, please enter the student's Banner ID (Ex. B99999999).

At this time, the Student Advisee Query functionality is limited.

Student or Advisee ID: [gogso3000
OR

Student and Advisee Query

Last Name: | ‘

First Name: | ‘

Search Type: O Students
O Advisees
© Both

Enter the student’s Banner ID. This is a nine-digit number beginning with the letter B as
in Brown. Be sure to enter an UPPERCASE B - this field is case-sensitive.

NOTE — The name query is not operational at this time.

Once the ID is entered, click Submit.
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Student Verification Apr 13, 2009 01:56

Please select Submit if the person you chose is correct. If this is incorrect, choose the ID Selection link to try again.

Kate Undergrad is the name of the student or advisee that you selected.

[ ID Selection ]

RELEASE: 7.2

The system will prompt you to confirm that you have selected the right student — click

Submit.

10



SLIDE 11

= Registration Overrides - Windows Internet Explorer

W
(€IS 2] hetpsiselfservice brown. eduis1 10jssTRNGIbwIFrav.P_FacRegQur [ 8] [4][x] |

© File Edit Wew Favorites Tools  Help

W g [%H@Oradeau..lﬂaarnwn un”ﬂ@famltyug.” MéRegist.“ x IEBOradeam [EE Fitp:fba. . I_} iR - B - dh v [chrage - £ Toos - @~ 4

Brown University

Personal Information Fa culty Services

RETURN TO MENU | SITE MAP | HELP | E

. . . BO0502063 Professor Ck
Registration Overrides Spring 21
Apr 13, 2009 01:56

Information for Kate Undergrad

Registration Overrides

Override Course
‘ Override All Restrictions VH None v
T

Current Student Overrides

Override Course Activity Date Entered by

Override All Restrictions 25477 - AMCV 0150G S01 Mar 30, 2009 WWW2_USER
Override All Restrictions 20486 - LITR 0110A S01  Apr 10, 2009 WWW2 USER

You can now override the restrictions on your course for the student in question. Simply

select the Override All Restrictions option from the Override menu and Select the

relevant course.

Note: You can only administer overrides for courses that you have been assigned to as

the Primary Instructor. Select Submit when done.
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Registration Overrides Spring 21
Apr 13, 2009 01:58

These are the override requests you entered. Please confirm them by selecting Submit.

Registration Overrides

Override CRN Course Number Section Student Activity Date
Override All Restrictions 21819 MUSC 0560 501 Kate Undergrad Apr 13, 2009

[ Registration Overrides ]

RELEASE: 7.0

You will now receive a confirmation screen. Be sure to select Submit to complete the
override transaction before you exit this page. If you have made an error in the student
selection, select the Registration Overrides bottom link to exit and enter the correct
student ID - - the override for the incorrect student will be cancelled.
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Information for Kate Undergrad

The registration overrides you entered have been saved successfully.

To provide another override for a different student, please select the ID Selection link found at the bottom of this page.

Registration Overrides

Override Course
_!\Inne b | None
None ¥ || None
[None ¥ | None

Current Student Overrides

Override Course . Activity Date Entered by

Override All Restrictions 25477 - AMCV 0150G S01 Mar 30, 2009 WWW2_USER
Override All Restrictions 20486 - LITR 0110A S01 Apr 10, 2009 WWW2_USER
Override All Restrictions 21819 - MUSC 0560 SO1 Apr 13, 2009 WWW2_USER

You will now receive an acknowledgement that the override was successfully submitted.

Students can see that overrides have been placed on their profile, and they can now
register for their courses.

13



SLIDE 14

¥y~ ‘LMtps:[!sa\Fservwne.brwn‘edu:Qllﬂfs.sTRl\lGthrnv.PfatReng ]| 3" *5| | XK J
Edit Wew Favorites Tools  Help @
@ | @ Registration Overrides G- B - |- Page ~ ( Tooks
‘edits: 1.000
wel: Undergraduate
impus: Main

heduled Meeting Times
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355 11:00 am - 11:50 am MWF Wilson Hall 102 Jan 21, 2009 - May 15, 2009 Primary Meeting professor Chips (P)@

ction I - LITR 0110A - S01

isociated Term: Spring 2009

N: 20486

atus: **Web Reaqistered** on Apr 10, 2009
isigned Instructor: Professor Chips (P)

‘ade Mode: Satisfactory/No Credit

edits: 1.000

wel: Undergraduate

impus: Main

heduled Meeting Times

rpe Time Days Where Date Range Schedule Type Instructors

355 5:30 pm - 7:50 pm M Sayles Hall 002 Jan 21, 2009 - May 15, 2009 Primary Meeting Professor Chips (P)@)

turn Previ

[ ID Selection ]

EASE: 7.0
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If you want to provide another override for a different student, scroll to the bottom of the
page and click on the ID Selection link.

If not, select the Faculty Services Tab to return to the Main Menu, or simply click on the
Exit link at the top of the page to log out.

Thank you for using this Banner web tutorial.
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