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Advisement & Registration Timeline

Advisement begins Monday, March 22, 2010 Formal advisement two week long
Informal advisement continues through the Fall
2010 drop/add period

»>ITS generates for each advisor their list of advisee pins for web registration

» Students make appointments with their advisors to plan for the Fall 2010

» Student receives pin for web registration from their advisor at completion of appointment

» Students may make request to department chairs for “Overrides” for Class & Major

restrictions,

pre & co-requisite issues, course time conflicts, and special approvals to prepare for web
registration

»Decisions are made on Overrides requested, approvals are posted in the Banner system and
students are informed of denials by academic departments in-person or by email

** Students make further Override request as additional issues are realized and course
sections close from enrollment. Overrides are posted in Banner for approvals. When overrides
are approved and posted — students return to web registration for another attempt to place the
overridden course into their schedule.



Banner Web Password Entry

It starts with this screen. If you do not have an icon on your computer to bring up this screen, you
need to contact ITS and request it to be added.
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Under the Title Banner you click on Production Database Web [BEAR]. You will get a User Login
screen. You must enter your Username/ID: (your AO0#), then your Password, before clicking the
Login button. If you have a problem with your username or password, contact ITS.
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HELP  EXIT

User Login

T » Undergrad Students please enter your Norwich network username and password.,
SGS Students, Faculty, and Staff please enter your Norwich ID (A Number) and pin.

Username/ID:

Password:

Click Here for Help with Login?
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Then the main menu to Banner Web will appear showing the tabs of information available to you.
You should at least have a tab for Personal Information and a second tab for Faculty Services.
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You may click the Faculty Services tab or click on the large words “Faculty Services” in the middle of
the page.
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The menu of faculty services that you have available to you, depending on your security access level,
will appear.

= [=]x]|
(3

File  Edit Vlew Favorites  Tools  Help

eBack A Q @ @ \'/b pSearch ikFavarites @ 8- ; &G I:J @ ﬁ

Address ‘@ https:{fssb7 .norwich.edufplsfban?_bear /twbkwbis.P_GenMenu?name=bmenu.P_FacMainMnu Go  Links ﬁ S

“J SUNGARD HIGHER EDUCATION

Personal Information Faculty Services

Search | RETURN TO MENU  SITE MAP HELP EXIT

& Faculty Services

Student Information Menu
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Faculty Detail Schedule
Week at a Glance

Detail Class List
Summary Class List
Detail Wait List

Summary Wait List
Midterm Grades

Final Grades

Look Up Classes

Active Assignments
Assignment History
Class Schedule

Course Catalog
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Undergraduate Course Evaluation Questions

Llst Advisee Alt Pins a

Muicas A Pins

a S @ Trusted sites

m




Student Web ALT Pins are Generated by ITS

To access the student Alt Pins, required for a student to perform a web registration, you will need to
bring up a Banner form through the Faculty Services menu. At the bottom of the listing, you click on
“List Advisees Alt Pins.”

Note: the only way that a student may receive their ALT Pin, that will allow them to access web
registration through their my.norwich student account, is from their advisor. This forces the student to
make an appointment, with their assigned advisor, for advisement.

The following screen appears:
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List of Adviseos for Linda Yeomans for Spring 2010 term.
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This screen displays all of your advisees, along with areas for their Alt Pin, web registration Start and
End dates. The start and end dates are based on Class Level. Class level is base on the number of
completed credits in the student’s academic history plus any transferred credits. Class level is NOT
based on the year of requirements from the curriculum map for their matriculated degree program.

The ALT Pin, start and end dates will be blank. You musts click on the Student’'s name in Blue to see
the “private” ALT pin number, along with their registration dates. Only one student’s information will
be displayed at a time. When you click on each student’s name it will turn purple, showing that you
have visited that student for their information at least once.
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List of Advisues for Linda Yeomans for Speing 2010 torm.

AL Pin  Rogistration Start  Registration End Last Enrolied Term
150102 05-NOV-09 at 12:0 . 201010
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When you are finished with this screen, you may click the Red “X” in the top right corner.
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Web Student Academic History

To access a student’s academic history, you will need to bring up a Banner form through the Faculty
Services menu. The first choice on the menu is “Student Information Menu,” click on this item. The
following screen appears
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Student Information

Student Address and Phones
Student E-mail Address
Student Schedule

Change Class Options
Academic Transcript
Electronic Gradebook for a Student
Degree Evaluation

Active Reqgistrations
Registration History

Advisee Listing

Test Scores
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In the middle of the menu you will see Academic Transcript, click on this item and the following will
appeatr.
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AD0211807 Linda Yeorans
Select Term Nov 25, 2009 12:41 pm
(“I ) Select the Term for processing then press the Submit Term button.

Select a Term: | Fall 2010 (Traditional) [
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You will need to select the current term and then the submit button. This will display the following

screen, which requires additional information.
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Submit | [Reset]

RELEASE: 7.2

e
SUNGARD' HIGHER EDUCATON

1 8 O Tustedres

| €) 0one

You will need to enter either your advisee’s AOO# or their name, then click on the submit button. The

next screen displayed is
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Student Verification
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This is to verify that you have the correct student. If yes, click the submit button, otherwise click on
the back green arrow in the top left corner. The next screen to appear is
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Click on “Display Transcript” to see the unofficial academic transcript.
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R This is mot an céficial transcript. Cosrses which are in prograss may also ba included o this transcript

Transfer Cradit  [nstitution Crectit  Transcrpt Totals  Courses in Progress
Transcript Data

STUDENT INFORMATION

Name : Nicole A, Szezepanski

Birth Date: Oct 01, 1999

Curriculum Information

Current Program
College: Mathematcs 8 Soence
Major: Siclogy

***Trarsoiet type-ADY s NOT Offical ***

DEGRELS AWARDED

Sought:  Bachelor of Soence Degree Date:
Curriculum Information

Primary Degree
Major: Biciogy

TRANSTER CREDIT ACCERTED BY INSTITUTION  Top

Cayuga Community Colege
Title.

Subject  Coerse Grade Credit Hours  Quality Points. 3

ot oK Siclogy Elective T 3,000 000

o K sivlogy Elective T 3000 000

[0 101 Compasition & Literature T 31000 000

o 102 Composition & Litsrature 1 31000 000

Il 221 Amencan Wstory Survey 1 T 3.000 000

i 222 Amsncan Hstary Survey It T 3.000 000 =
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You will need to use the Green scroll bar on the right hand side of the screen to see the entire
academic history of the student. When finished you may use the Green back arrow icon at the top
left of the form or use the Red “X” to exit the form.
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Web Student Academic Degree Audit

The Academic Degree Audit displays all of the areas of academic requirements each individual
student needs to complete based on their matriculated degree program, declared minors or
concentrations, general education requirements, bachelor of arts requirements, Corp diploma
requirements, and an area for all programs based on catalog 2007 and forward years showing
Unused courses completed that are listed in the student’'s academic history.

To access a student’s degree audit, you will need to bring up a Banner form through the Faculty
Services menu. The first choice on the menu is “Student Information Menu,” click on this item. The
following screen appears
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, Student Information

Term Selection

1D Selection

Student Information

Student Address and Phones
Student E-mail Address
Student Schedule

Change Class Options
Academic Transcript
Electronic Gradebook for a Student
Degree Evaluation

Active Registrations
Registration History

Advisee Listing

Test Scores

View Holds
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Two Thirds down the menu you will see “Degree Evaluation,” click on this item, the following will
appear.
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If you have the correct student, you need to select “Generate New Evaluation” in blue at the bottom
center of the screen. This will lead to the screen below. If a student is working on a dual major, both
majors would show on this screen. You must click on the O in front of the word “Program.” You may
change the defaulted Term listed, but this is for display on the degree audit only and does not affect
the evaluation. Then you may need to make a decision on whether you want to include “In-Progress
Courses,” the default is that you will use all currently registered courses.
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Personal Information  Faculty Services

Search C2)

............................

Generate New Evaluation Nov 25, 2009 01:01 pm

Informaton for Nicola A Szezapanski
2 To generate & new exauation, select a geogram, dedree, major and antcipated oradsation tarm 4nd salect ganarate requrst
© Program: Bology
Degree:  Bachelor of Scerce

Major:  Bology

Term: Fall 2010 (Tracwonal) 3

[Z Use In-Progress Courses

[ Generate Request

[ Currert Enroliment | View Previous Evalustions | What-if Analyss |

" prmredby
RELEASE: 7.3 .
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Then click on the “Generate Request” button and the following will appear
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search (Go)

Degree Evaluation Display Options

= General Requirnmants
©) Detall Requirements
© Additional Information

[Subme
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You may display the degree audit in three ways. The most common use is “Detail Requirement”

which
supplies the best information for understanding the degree evaluation. Click on your choice and then

click on submit.

To see the complete degree audit you will need to use the green scroll bar on the right hand side of
the form.
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Personal Information Faculty Services
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Detail Requirements Lo

Infarmation for Nicole &. Szczepanski
“‘I ) This is NOT an official evaluation,

Program Evaluation

Biology Program

Program : Biology Catalog Term : Fall 2007 {Traditional)
Campus : Morthfield Campus Evaluation Term : Fall 2010 {Traditional)
College : Mathematics & Science Expected Graduation Date : May 15, 2011
Degree : Bachelor of Science Request Number : 41
Level : Undergraduate Results as of : Mov 25, 2009
Majors : Biology Minors :
Departments : Concentrations :
Met Credits Courses
Required Used Required Used
Total Required : No 126.000 125.000 36
Required Institutional : Yes 60,000 89.000 24
| Last Number Yes 45.000 62.000 28
Institutional Required :
...0ut of Last Earned : Yes 60.000 62,000 28
Program GPA : Yes .00 3.38
Overall GPA : Yes 2.00 3.38
Other Course Information
Transfer: 36.000 12
In Progress : 29.000 8

*** This is NOT an official evaluation, ***

Area: General Education Req. - Not Met

Description : General Education Requirements for all Baccalaureate Degrees may be found on page 5 of the University Catalog, Section 1 located on the Registrar's Office web site page in a boxed area on the
top left. There are ten general education requirements, of which two require two courses to complete. Students who require EN0OS must enroll in ENOOS during their first semester at Noriwch,
Students who require MADOS must enroll in MADOS during their first year at Norwich, Required 100 level courses in English and mathematics must be completed by the end of the sophomore year.

Met Condition Rule Subject Attribute Low High Required Required Term Subject Course Title Attribute Credits Grade Source
Credits Courses
No ETHICS GEET Ethics Requirement
One course in ethics from the following list: AP436, BI401, C)410, CM436, @
&) Done S @ Trusted sites

If you would like a printed copy of the evaluation, click on the “printer” icon at the top of the page.
should print to the printer your computer is attached too.

ARGOS Reports
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Argos Reports are used to pull data out of the Banner computer system into an Excel Spreadsheet

format. You enter the Argos Report software from the menu below. Under the word Reporting in the
left column, you click on Argos.

File  Edit

view Favorites Tools Help

© HNRAG ) search S Favortes €2) 8';\; & -J&E
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| VIEW ALL SITE CONTENT ITS > Banner
Banner
= Lists. Banner
= Banner There are currently no active announcements. T
At reerents | 4 g::g: ‘Announcements - Important information regarding
= Banner Events | Production Banner Banner Events
« Barmer Upgrades | There are currently o upcoring events.
= Alumni/Dev Process . i
Production Database [BEAR] OnBase ProcessD
= Production Banner Web [BEAR]
= Admissions Process Type  Name on
Reporting ) Norwich U User Guide - Grad Workflow S
e = Argos @) Norwich U User Guide - Thin Client Retrieval s
. P
FenecalYoess: Dot ) Norwich U User Guids - Disconnected Scaning and Thin Clent Indesing s
= HR Process Dacs OnBase
= 5GS5 Process Docs = Production OnBase Other Links
= Student Process Docs = Dev OnBase -
Documentation
= Payroll Process Docs 5 Boolichak
i = Banner Bookshel
= Reparting Docs Reporting Docs W
| Type Name O Modfied By = Banner 8 Bookshel =
| Gearch V]
]

- | [>]
&] Done i

@ Trusted sites

This screen briefly appears showing that the software is loading.

A
L J

gge @ .

o

Then the Login box will appear, requesting your Username and Password. If you have any problems
with your username or password, contact ITS.

'l_ Ul
Username Forget this user

[irecnen: ]
@ Password

) ’*********** ‘

Remember this user
Remember the password for this user

Edit Servers Server: reporting-server.norwich.edu { reporting-server.norwich.edu

Tip: To access in-product help press the F1 key

Version 3,2.4.326 | Login “ Cancel ][ Help
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The next screen is the Index of Folders of Argos Reports that are available for you to use
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| Isttutond Research 1 Puic

B ) Pl | Regstrar's Offce
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18 1 User Acceptance Testng

&) Student Deta

B/ Atletcs Reports
& e Stdent Mo (1)
& opcent e GrauteData by Meor ()
& Awads by GPA Q)
& Cac by S Code Q)

& ‘ Class Schedle
‘ Corp Only Curent Term Data (QY)
‘ Corp Only Curert Term Data with Final Grades (QY)
‘ Course Overload Information Q1)
& CRH patf Tem Rt Q)
& Curent TemData (1)
‘ Currenk Term Data with Finl Grades (QY)
‘ Cunicula Comparison Student vs, Degree (QY)
& D it it s
‘ Facuby List by Divison/Department (QY)

& o Fst TemFist Yea Studets
‘ General Advisor it (QY)
& Generd st Q1)

& o Gratustion Q)
‘ Instructors Assigned to Courses
& Moode Studets Tofrvel
‘ Paic WikhdramnfPaid Admin Reject Applicants with PR(QY)
& Personed i Lt (O
& Persoaed Css i Q)
‘ ProfsandCourse
& Reste By CRAIQY)
‘ Shudent Addresses (QV)
‘ Student Dorm Applcation Repart (QY)

¥ ‘ Student Roster for Courses Requirng Approval
‘ Telephone Biing Information
& Vit Enclnenk (1)

B User Acceptance Testing

SErVer: reporting:Server nar Lser: yeamans 1ole: Report Viewer

You double left click on the Argos Report that you would like to run to get to the report selection page.
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This example is the Current Term Data Report in which | have selected the Spring 2010 for
Undergraduates

oV} C[2]x]

Current Term Student Information  seect rem

cutingeGTrenty enni

LT Boeihkn

201012 Spring 2010 (Graduate)

201011 Spring Quarter (UQ) Student Count 1893
201010 Spring 2010 -

NORWICH 2nNaas, Sifinker 21NQ (Gradiabe) 4

1819 UNIVERSITY™
Expect Challenge. Achieve Distinction.

Select Student
d First Name Last Name Major Class Lifestyle Information Release  RSTS_CODE  Course Credit_Hr Mid Cum_Gpa Total_Cr
AD0010256 Derek. Hungerford Accounting Junior 1 Civilian Resi... RE AC336A 3 3.75 60 [
A00010256 Derek. Hungerford Accounting Junior 1 Civilian Resi... RE AC419A 3 3.75 C )
AD0010256 Derek. Hungerford Accounting Junior 1 Civilian Resi... RE EC310A 3 3.75
AD0010256 Derek. Hungerford Accounting Junior 1 Civilian Resi... RE EC419A 3 3.75
A00010256 Derek Hungerford Accounting Junior 1 Civilian Resi... RE EN204C 3 3.75
A00010256 Derek Hungerford Accounting Junior 1 Civilian Resi... RE MGO99A 1 3.75
AD0010256 Derek Hungerford Accounting Junior 1 Civilian Resi... RE QM3704 3 3.75
AD0010435 History Sophomare 1 RW As202C 1 279
AD0010435 History Sophomare 1 RW AS202LL1 0 279
AD0010435 History Sophomare 1 RW EN202D 3
AD0010435 History Sophomore 1 RW HI235B 3
AD0010435 History Sophomore 1 RW PO2028 3
A00010435 Histary Sophomore 1 RW SP1124 6
AD0010537 Computer S Sophomore 1 RE HI222C 3
5 fers..._Sophomore 1 RE 1508 3 ‘
. RE_ L A 3
A00010537 Ian Computer S. Sophomore 1 201210 RE M52120 2
AD0010537 Ian Computer S. Sophomare 1 201210 RE Ms212LL1 0
AD0010537 Ian Computer S Sophomore 1 201210 RE PY240B 3
AD0010537 Ian Computer S Sophomore 1 201210 RE QM213B 3
AD0011460 Timothy Criminal Jus...  Junior 1 201110 RW CI201C 3
AD0011460 Timothy Criminal Jus Junior 1 201110 RW €J310D0 3
A00011460 Timothy Criminal Jus Junior 1 201110 RW CI3124 3
A00011460 Timothy Criminal Jus, Junior 1 201110 RW CM1098 3
AD0011460 Timothy Criminal Jus...  Junior 1 201110 RW 15300CC) 3
AD0D12665 Garrett Chemistry Freshman 1 201310 RE AS102A 1
AD0D12665 Garrett Chemistry Freshman 1 201310 RE As102LL1 0
A00012665 Garrett Chemistry Freshman 1 201310 RE CH104C 4
AD0012665 Garrett Chemistry Freshman 1 201310 RE CH104LP 0
AD0012665 Garrett Chemistry Freshman 1 201310 RE CM261A 3
AD0012665 Garrett Chemistry Freshman 1 201310 RE EN1025 3
AD0012665 Garrett Chemistry Freshman 1 201310 RE MA1224 4
AD0014594 Tyler Riel Physical Ed. Junior 1 201110 RE BI253A 4
AD0014594 Tyler Riel Physical Ed. Junior 1 201110 . RE BI253A L
AD0D14594 Tyler Riel Physical Ed. Junior 1 201110 Civilian Resi... RE BI253L1 0
A00014594 Tyler Riel Physical Ed. Junior 1 201110 Civilian Resi... RE BI253L1 o
AD0014594 Tyler Riel Physical Ed. Junior 1 201110 Civilian Resi... RE PE371A 4
AD0014594 Tyler Riel Physical Ed. Junior 1 201110 Civilian Resi... RE PE371A [
A0D0014594 Tyler Riel Physical Ed, Junior 1 201110 Civil i RE PE371L1 0
AD0014594 Tyler Riel Physical Ed. Junior 1 201110 Civilian Resi. .. RE PE371L1 0
AD0014594 Tyler Riel Physical Ed. Junior 1 201110 Civilian Resi. .. RE PE3734 3
AD0014594 Tyler Riel Physical Ed. Junior 1 201110 Civilian Resi. .. RE PE3734 3
AD0D14594 Tyler Riel Physical Ed. Junior 1 201110 Civilian Resi... RE PE432A 3
AD0D14594 Tyler Riel Physical Ed. Junior 1 201110 Civilian Resi... RE PE4324 3
AD0015168 Jason Springer Physical Ed. Sophomore 2 201110 RE BI101A 4
AD0015168 Jason Springer Physical Ed. Sophomore 2 201110 RE BI101L1 0
AD0015168 Jason Springer Physical Ed. Sophomore 2 201110 RE PE30SA 4
AD0015168 Jason Springer Physical Ed. Sophomore 2 201110 RE PE342A 4
AD0015168 Jason Springer Physical Ed. Sophomore 2 201110 RE PE4324 3
AD0016407 Daniel Unright Sports Medi, Junior 1 201110 Dependent/Cons... RE CH104E 4
_AD0016407 Daniel Unright Sports Medi... Junior 1 201110 Civilian Resi... Dependent/Cons... RE CHI104L2 o s

After the Term is selected the report processes then appears on the screen. There are scroll bars on
both the bottom and right side of the report because only a part of this report shows on the screen.
The best method to work with an Argos report, is to save it to an Excel spreadsheet format. This is
done by placing the mouse somewhere within the report area and right clicking. A small box appears
that provides two choices: save results . . . or edit sort . . . you would click on the “save results.” This
causes a Save Results box to appear in the center of the screen.
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§3 o Reg) -
yaveHesulis)

[wirite headers
[Juse Format "yariable.Field"

STUDENT_COUNT
V| SFBETRM_PIDM
v/ 1d
v
v| Last Name
v| Major Code
V| Major
v| Class_Code
V| Class
v Year
V| Advisor First Name
V| Advisor Last Name
v| Primary Advisor?
v Lifestyle Code
V| Lifestyle
v! Information Release Code
! Information Release

v

[soe ][ tomeh [ cons ]

This dialog box allows you to leave all data columns checked to be saved or select only the columns
you need for your report. After you have selected the columns you want in your report, click on save,
and

Another dialog box will appear to select where you want to save the Excel Spreadsheet to:

yavelsTidiResuls \3@1

Savein: | I} My Documents |J &) G/ Sl o
BEARCRAO; fB5C
/’ {52 AACRAO conference _files {52 Budget
Recent {5-) Academic Requlations [g2) Calendar
{52) Academic Standings [gacapp
— {52) Admissions {52 CASD
LS {5 Advising [g) CCWing
Desktop @Assessment ,ﬁj College Catalog
[g) Athletics {52) Commissioning
. [52) Auditing [g2) Conferences
J ‘ {5 Auditors [§2) Course Scheduling Planning
i Bkt | ‘[;’DBanner @eritical Data Book
‘ lg)Banner Steering

| Size: 7.49 MB
= (p)Banner Validation Folders: RE Access to Student Info_files
:133 lg-)Bob Doyon Files: Student Re-engineer Motes with adds.docx, ...

[ <Ifil <]
II B emmemm e s s s e

[52)Bob Schmidt o Enrallment
My Computer
<l [ |
‘,} File hame: Save
=
My Network Save as type: Comma Separated Files [*.csv) Cancel

You should note that Argos Reports are saved with a file extension of “csv” and not xIs or xIsx
depending on the version of Excel that resides in your computer. When you go to first open the
saved Argos report, you will need to use the “csv” extension or (*.*) all files under File Name.

When you are finished with Argos, click on the Close button at the bottom right of the screen. Then
close out the Argos windows by clicking on the Red “X” at the top right of the screen.

You retrieve, manipulate, and print your Argos reports through Microsoft Excel.
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Official Instructions for using Argos reporting

There is available on the Initial my.norwich.edu menu, where you selected Argos, in the fourth area in
the left column titled Reporting Docs, the ITS document.
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Student Registration — Override Steps/Instructions

1. Under Production Banner

Click Production Database [BEAR]

Sign-on

Top-left box [Go To...] enter SFASRPO

Enter the student’'s AOO number and Term

Ctrl key and Page Down key at the same time

Enter the Permit code

Tab over and enter the CRN number or subject with course number

F10 key to save the entry, click rollback icon, then click on “X” at top of screen

Se@~oo0oTp

2. SFASRPO is used to assign specific permit-override codes to individual students on a term
and course or section bases.

Code may be assigned to a CRN number which will default the subject, course # & section

Code may be assigned to a subject, course number, & section, the CRN # will default

Code may be assigned to just a subject and course number allowing a student to enter any
section of the course

The User will be documented to the permit assigned to a course with activity date

| BN estiDatabase CUR (inb1) a0pen|= SiASHRO) = |[&][X]
File Edit Options Block Item Record Query Tools Help
(BB REAEBE % RDEE D& FE S L2 @X
ID: (400211807 [~ [Yeomans, Linda Term: [201010 [~ Spring 2010
Student Permits and Overrides Course
Permit CRN Subject Number Section User Activity Date
o
M ] (] 2 E2)
ICMEY Override of Class | b1 l440 [LyEomANS |os-ocT-2009 <)
ROVR_MSTR Master Override All Conditio | [Hr [363 [LyEomans [0s-0cT-2009
ROVR_PREQ Override of Pre & Co-requisi [10220 [ma 108 a [Lyeomans [0s-0cT-2000
ROVR_SPAP  Override Instr-Chair-Dean 2 | [e1 440 [Lyeomans [0s-0cT-2009 =
Student Schedule
Part of Course Begin End
CRN Term Subject Number Section Available Waitlisted Mon Tue Wed Thu Fri Sat Sun Time Time
10220 b Ma 108 A 23 0 v M. M M [ 1400 (1450
10268 1 ST 321 | 13 0 [ M, O I 1000|1150
10414 1 BI 440 AP 0 o v =, [E 1200 (1250
10574 1 HI |363 B 16 0 ] M Ry @ E, W 0905|1020
10578 1 [sm [399 A 22 0 7 v . O 1500 [1550
| »
Registration permit-override code; press LIST for valid codes |
Record: 1/? ] .. | Listofvalu... | | <0sC>
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Codes may be applied prior to advisement for Special Populations, during advisement, or at
any time during the registration, drop/add period.

Note: Multiple permit-override codes can be assigned to the same subject and course number
combination, or the same CRN #.

Note: Multiple permit-override codes may be needed in order to get a student registered for a
desired section of a course; prerequisite, slight time conflict, major

Note: Caution in creating a situation where permit-override is assigned to subject & course
with no CRN number and later an additional permit-override is assigned to a CRN for an open
subject & course without a section # attached.

Available Codes

ROVR_PREQ Override of Prerequisite or Co-requisite

ROVR_CLAS Override of Class (F1,F2,51,52,J1,J2,R1,R2)
ROVR_MJAR Override of Major

ROVR_Time Override Time Conflict

ROVR_CAP Override Capacity

ROVR_LNKS Override Course Links

ROVR_SPAP Override Special Approval

ROVR_MSTR Master Override of all Conditions

In viewing the SFAMASS form which allows a view of the students in a course by entering the term
and CRN number, you may see the order in which students registered for a section. The bottom of
the list show the last students registered. Then using the A0O of any student on the listing, in which
there is a concern for an improper OVERRIDE, use the SFASRPO form to see who put on the
OVERRIDE code for the student.
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| EANProd iction Database BEARINDI)ia0pen =T AMASS)

File Edit Options Block Item Record Query Tools Help
= aE
Term: (200940 [~ Fall 2009 (Traditional) CRN: [40100 [¥ [ps [201 [z
Registration Status Credit Billing Grade Registration Status
Code D Name Hours Hours Grade Mode Date
[ [ao0618553  [Lee, Unna R, [ o0 | 000 | W 06-APR-2009
[E [a00335475  [Ryder, cory R [ 000 | 000 | W m
[re [n00598201  [cropp, Joshua D. [ 000 | 000 | [ [06-aPR-2009
/E [n00s54561  [steenburn, Frank v. [ 000 | 000 | [w !m
[re [a00623316  [Eskedjian, Gregory S. [ 000 | 000 | W [07-aPR-2009
[or [a00110617  [Cone, Kelsey E. [ 000 | 000 | [w [26-auG-2009
m [a00s08155  [white, Bryan D. [ 000 | 000 | W m
[re [a00097243  [Severini, Andrew M. [ 000 | 000 | W [08-aPR-2009
[re [a00231667  [simons, Anna v. [ 000 | 000 | [w [08-aPR-2009
’E [a00344124  [shearer, Corey B. [ 000 | 000 | [w ’m
[re [n00613637  [webber, Sarah E. [ oo | oo | W 08-APR-2009
[re [n00s05280  [Rich, amber 3. [ o0 | ooo | [w [02-30n-2009
[re [a00066057  [kramer, Alexander H. [ 000 | 000 | W [04-3un-2009
[or [n00637168  [Leavitt, Boyce T. [ 000 | 000 | W [27-auG-2009
[re [n00642375  [Lovell, Jillian T. [ 000 | 000 | [w [15-30n-2009
[or [a00636350  [Tharnton, Chad &. [ 000 | 000 | W [04-sEP-2009
[re [a00619782  [ziemba, Morgan L. [ 000 | 000 | W 11-AUG-2009
[re [a00078502  [MeKinnon, Themas H. [ 000 | 000 | [w [21-auG-2009
[re [a00615946  [coburn, Brian P. [ 000 | 000 | W 31-AUG-2009
[ [ l [ [ l U |
Registration status code; press COUNT QUERY HITS for course registration status for term; press LIST for valid codes | J
Record: 1/19 | 1 .. | Listofvalu... | | <0sC=

Registration Web Error Messages

CLASS RESTRICTION

Defined: Student’s classification (F1, F2, S1, S2, J1, J2, R1, R2) prevents registration
Note: Class level is calculated by the computer based on number of credits earned at
Norwich plus transfer credit brought into Norwich.

Class Year Credits
Freshman
Second Semester

13-26

First Semester
0-12
Sophomore
Second Semester
42 - 56

First Semester
27 - 41
Junior
Second Semester
73 -88

First Semester
57 -72
Senior
Second Semester
104+

First Semester
89 - 103

Action: The student would need to make a request for an Override for class year to be
able to register for the course
Comment. There are several reasons to place class year restrictions on courses, examples:
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1. To prevent upper classroom from taking seats in freshman classes that need
to be reserved for freshman

2. To prevent lower level students from taking upper level courses that are
designed for upper level class discussions and writing skills

CLOSED SECTION

Defined: Course has reached maximum enrollment

Action: Student may request consideration for over-enrollment, need good justification
such as required in matriculated curriculum map for that semester or last
semester to graduation and this requirement is lacking.

Comment: A student should not expect an override just because they want the course if
other courses are available to meet a curriculum requirement or they have other
semesters in which to take the course.

CLOSED-XXX WAITLISTED

Defined: Course has reached maximum enrollment and a waitlist option is available

Action: The action is a decision on whether to chance the possibility to getting into the
course by selecting to be placed on a waitlist for the course.

Comment:  Waitlist may pay out by the start of a semester if enough other students choose
other courses or enough students end up on a waitlist for a department chair to
consider the creation of another section. To create another section is an issue of
available room at a time that will work for student and the hiring of an adjacent
instructor. This should not be counted on.

COLLEGE RESTRICTION

Defined: Student’s college prevents registration
Action:
Comment:  Norwich at this time is not using College Restrictions

CRN DOES NOT EXIST

Defined: Five-digit Course Reference number (CRN) entered is invalid

Action: This means you need to check the CRN number that was entered because the
computer does not find it. It may be that the CRN was canceled or changed to a
different CRN. The best place to proof the CRN number would be the Registrar’s
Office web page course schedule listing.

Comment:  Normally the error message happens from a computer typo and the CRN needs
to be reentered.

DEGREE RESTRICTION
Defined: Student’s degree (BA, BS) prevents registration

Action:
Comment:  Norwich at this time is not using Degree Restrictions for the BA or BS degrees.
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DEPARMENTAL APPROVAL (SSASECT form —main Banner form for each course defined)

Defined: Enrollment for this course is controlled by special approval by instructor or
department chair, and Override code is required
Action: This error message for web registration COMPLETELY stops the registration

process for the course. A student MUST see an academic program chair for an
Override to retry to web register for the course.

Comment:  This type of approval should be used for senior level courses that require prior
approval due to project based or discuss on expectations for completing the
course, or this may be used of special populations such as “Learning
Communities.”

DUPLICATE CRN

Defined: This CRN is already listed on the student’s schedule

Action: A student has attempted to register for the same course twice.

Comment:.  This error message prevents a student from occupying more than one seat in the
same course.

DUPL CRSE WITH SECT XXX

Defined: The student is currently registered in another section (XXX) of this course

Action: A student may not enroll for two or more sections of the same course. If a
student has already registered for one section but believes they want a different
section, they must first delete the first section prior to trying for a different section.

Comment. Some time this error messages appears and other times it does not.

INVALID LEVEL FOR COURSE

Defined: Student’s level (UN, GR) prevents registration

Action:

Comment:  Norwich at this time is not seeing an issue concerning course level since the
courses available for most students are UN, accept in the school of Architecture

INVALID SUBJECT/COURSE/SECTION AND CRN COMBINATION

Defined: Information entered is invalid
Action: Need to re-enter the course request
Comment:

LINK ERROR: XX REQUIRED

Defined: Another course CRN number is required (example: lecture with lab/mil lab) is
linked to this course and the linked type of section must also be present for the
computer to register for both. The computer will not accept only part of a linked
combination for registration, all parts must be in registering mode to accept.

Action: Either enter the missing linked CRN(s) or drop the linked section in error until the
proper linked section(s) have been found to register for at the same time.
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Comment: There are very few reasons for performing an Override for a linked error. An
example would be in ROTC when a student is repeating the lecture section of a
ROTC course but not the mil lab.

MAJOR RESTRICTION
Defined: Student’s major (CS, HI, EE, BI, AST, SP, etc) prevents registration
Action: The student may want to request a consideration for an Override for major
restriction to be able to register for the course
Comment:

MAXIMUM HOURS EXCEEDED

Defined: Maximum credit hours allowed for the student’s academic standing exceeded
(SFAMHRS)
Action: No action, this is seem for students who are currently on academic probaton. A

student may petition the CASD for an exception.
Comment: This is seem for students on probation or some of the New Freshman who have
been
accepted on a provisional bases.

OPEN-XXX WAITLISTED

Defined: Open spaces reserved for previously waitlisted students
Action: No action at this time because waitlist is not avialable
Comment:

PREQ AND TEST SCORE

Defined: Course has a prerequisite (prior course or minimum test score) that the student
has not met (identified on SSAPREQ, CAPP, SOATEST, SOATERM for in-
process courses)

Action: Student may request consideration for an Override from an academic program
chair.

Comment: The purpose of prerequisites and test scores is to make sure a student is not
entering a course that they may not be prepared to successfully complete.

PROGRAM RESTRICTION

Defined: The student’s program (BA-CJ, BS-MNG, etc) prevents registration
Action:
Comment:  Norwich at this time is not Program restrictions

TIME CONFLICT WITH XXX

Defined: This course has a time conflict with another course on the student’s schedule

Action: Student takes a different combination of courses. Student may request for a
consideration to allow the time conflict if an agreement is reached between
instructors and academic program chairs.
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Comment: Itis not in the best interest for most students to be allowed to have registered
courses with time conflicts.

Registration Error Checking

First Check “Section Options” — order in which the computer performs the checks

Approval
Level
College
Degre
Program

Field of Study
Campus
Class

. Repeat Limit
10.Repeat Hours
11. Department
12. Student Attribute
13.Cohort
14.Capacity

CoNoOOrWNE

» If no errors from above then the computer continues checks for “Student Options”

Duplicate

Time

Prerequisite

Co-requisite

Link

Maximum Hours

(new for Release Banner 8) Minimum Hours

NoabkrwhE
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