Banner Web for Faculty and Advisors

Banner Web is the self-service interface to Wofatiministrative software system. Using
Banner Web, faculty and advisors can do the folhgwi

View the College catalog
View the schedule of courses

See how many seats are available in courses

Display and print class lists

Submit midterm and final grades
Override registration restrictions

View an advisee’s schedule

View an advisee’s academic transcript

Gaining Access to Banner Web

You can gain access to Banner Web in two ways:

1. Go to the URL http://bannerweb.wofford.edu

File Edit Wiew Favorites Tools  Help

gmback -~ = - &) ot | ‘D search

Address http: ffbannerweb, wofford. edu

2.Go to the Wofford web page and click on thg
link to Banner Webh.

_ | What's New

Through The Years, Integrated Learning, News Releases, Southern Seen
Academic Life

Academic Calendar, Libraty, Registrar, Interim Study Abroad
_ | Admissions

Financial Aid, Wofford Scholars, Bonner Scholars

_ | Athletics

Hews, Sports, Administration, Terrier Club

_ | Student Life

Campus Mindstry, Comrndty Service, Wellness, Anmy ROTC
_Alumni, Parents, & Friends

Travel, Golf Mini-Tour, Family Weekend, News, Career Services
_ | Information

Calendar, Faculty/Staff Directory, Student Directory

_ | Incoming Freshman
Ineoming Freshmen, Orentation, Orentation 3ehedule, The Sumat

chiiology Help, WebCT, Curticulum Discussion, Alcoho
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This will bring you to the Banner Web main menurnfeo
of the menu items that probably will be of the gesa
interest to you are the following:

Wofford

Secure Area— your own personal menu with information
you need for advising, submitting grades, etc.

— Enter Secure Arsa

Class Schedule- the schedule of classes for next semes| Prospective Sludents

Apply for Admission

Course Catalog— the description of the courses offered | / S:;?j;gﬁ:!f;ﬁ;’q'd
the various departments at Wofford. — Clase Scheduls
— Course Catalog

Alurnni & Friends

Banner Web Navigation

Enter Secure Area
Frospective Students

The primary means of navigation in Banner Web islimking on items in Apply for Admission
menus, such as the main menu. General Financial Aid
Carnpus Directory
Class Schedule

Course Catalog
Alurnni & Friends

Also, there often will be navigation links in thpper right » 2 O
corner of the screen. Sl Ll
Menu or Return to Menu will bring you or
back to the most recent menu. ‘ RETURN TO MENU SITE MAP HELP EXIT
Help is seldom helpful.
Exit will close down Banner Web.
IMPORTANT: If you exit, you also must close the Wwser.
When You Are Finished
Click on Exit to close down Banner Web. » 2o
Close the browser! (Quit the browser if using a Mag [RETURN TO MENU SITE MaP HELm
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Wofford Class Schedule

To see the schedule of classes for the next tditk,an Class

Scheduleon the Banner Web menu.

The menu is unsecured so you do not need your|Dsar PIN

to see the schedule.

Specify the term for which you want to see the daheand click | Class Schedule Search

on Submit.

Next specify the department by clicking on its
name and then click a@lass Search

You can see the offerings of more than one
department by clicking on their names while
holding the Ctrl key down on the keyboard.

Subject:

You also may limit the search by entering the  [|[tesseso_]]res

course number, days, or start and end time.
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Wofford

Enter Secure Area

Prospective Students

Apply for Admission
( General Financial Ald

Campus Directo

Class Schedule

Course Catalog
Alumni & Friends

Search by Term:

Fall 2004 =

Mone

Fall 2004
Spring 2004 (View only)
Interirn 2004 (View only)

Class Schedule Search

Subject:

Course Number: |

Title: |

Credit Range: | hours to | hours

Part of Term:

Mor-date based classes onby

Start Time: Hour |00 ¥ Minute |00 % am/pm | &M 7

End Time: Hour [00 = Minute [00 = armiprn | am T

Days: 7 Mon I Tue T Wed [T Thur I Fri I Sat T Sun




You them will see information about the sectiona gpecified. Much of this information is not

very useful, but some is. You will see the schediuheeting times, location of the class, name(s)
of the instructor(s), and number of credits.

Sections Found

Organic Chemistry | - 9280 - CHEM 203 - A « Click on this link to see the number of
available seats in the class.

Write down the CRN of the section

Click on this link to see the catalog description of the course

View Cataloa Ent Meeting time, location, and instructor

Scheduled Meeting Times

Type Time Days Vithere Date Range Schedule Type Instructors

Class @30 am - 10:50 am TR Roger Milliken Science Center 318E Sep 07, 2004 - Dec 10, 2004 Lecture Charles 5. Bass (F')

If you click on the section name you will see mdetailed information | Sectioas Found
about the CIaSS Organie Chemistry | - 9280 - CHEM 203 - A I

Associated Term: Fall 2004
Registration Dates: Jzn 15, 2004 1o Dec 10, 2004
Levels: Undergraduate

The detailed information can be particularly usdfetause it includes the number of seats
remaining in the class.

Registration Availability

Capacity Agtual Remaining
Seats 43 0 48
Vfaitlist Seats 0 0 0

If you want to take a course, be sure an write doitsiICRN

, ) Sections Found
(Course Reference NumberY.ou will need this when you ections Fodn
i Organic Chemistry §- 9280 4 CHEM 203 - A
register. ]
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If you want to see the catalog description of therse, click orView Woflord Gollege Campus

Cata|Og Entry. Lesture Schedule Type
3.000 Credits

Yiew Catalog Entry
Scheduled Weefing Times

Type Time Days \here
Class 930 am - 10:50 am TR Roger

Laboratory sectionsare listed in the schedule along with their linkecture. Some labs are
linked with a particular lecture section — BIO 184nd BIO 104 AL, for example. If you are
registering for lecture section A you also musistsy for lab AL.

Other labs are linked with the lectures, but ndhvain individual lecture section -- Biology 113

is an example. A student must take a BIO 113 labgaivith a BIO 113 lecture, but it does not
matter which one.

Biology: Concepts and Methods - 2278 - BIO 104 - A =3 Biology: Concepts and Methods - 2279 - BIO 104 - AL

Biology: Concepts and Methods - 2282 - BIO 104 - B =3 Biology: Concepts and Methods - 2283 - BIO 104 - BL

Intro to Plants and Ecosystem - 2284 - BIO 113 - A —— Intro to Plants and Ecosystem - 2286 - BIO 113 - L1

Intro to Plants and Ecosystem - 2287 - BIO 113 - L2

Intro to Plants and Ecosystem - 2285 - B0 113-8 =3 Intro to Plants and Ecosystem - 2285 - BIO 113 - L3

NOTE: When a student is registering for a course tht has

Add Classes Worksheet
a lecture and lab, he or she must enter both in thadd
Classes Worksheet table before you Submit Changes. CRNs
|22?8 | 2979 |

Subrnit Changes I Class Search | F{esetl
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Wofford Catalog

To see the Wofford course catalog for the next tetiok onCourse
Catalog on the Banner Web menu.

Specify the term for which you want to see the dateand click on
Submit.

Wofford

Enter Secure Area

Prospective Students
Apply for Admission
General Financial Ald

Campus Directory
Class Schedule

Course Catalog

Alumni & Friends

Catalog Term

R Flease select a Catalog

Search by Term:

Spring 2004 'l

1 2004
[Interim 2004
Fall 2003

Spring 2003
Interim 2003

Next specify the department by clicking on its naand

. Subject:
then click onGet Courses !

You can limit the search by entering a range ofseu

numbers (e.g., 200 — 299) or title. Title:

Credit Range:
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Course Number Range: ..,

[ el

| hours to |

Reset




You then will see a list of the
selected courses and their
description.

Click on the name of the
course to see more detailed
information.

ART 305 - Nineteenth-Century Art

A study of the principal styles and arists that distinguish the art produced just prior to and throughout the
18th century, seen against the background of significant cultural developments: political and industrial
revolutions, the establishrment of mass cultural venues such as the museurmn and the world's fair, the
influence of music on the visual arts, and the waning influence of the academies vs. the emergent
concept of the svant-garde.

2.000 Credit Hours
2.000 Lecture hours

Levels: Undergraduate
Schedule Types: Leclure

Wofford College College
Art History Department

This will include information on prerequisites amither restrictions on registering for the class.

ART 305 - Nineteenth-Century Art

A study of the principal styles and arists that distinguish the art produced just prior to and throughout the
19th century, seen against the background of significant cultural developments: political and industrial
revolulions, the establishment of mass cultural venues such as the museum and the world's fair, the

concept of the avant-garde

3.000 Credit Hours
3.000 Lecture hours

Levels: Undergraduate
Schedule Types: Lecture

Wofford College College
Art History Department

influence of music on the wisual arts, and the waning influence of the academies vs. the emergent

Prerequisites:

Undergraduate level ART 201 Minimum Grade of D or Undergraduate level ART 202 Minimum Grade of [

or Undergraduate level ART 203 Minimum Grade of D

ECO 450 - Senior Seminar

A capstone eourse required of all sludents majoring in Business Economics or Economies. Mot open to
other students. Microeconomic and macroeconomic case studies are used fo reinforce and evaluate the
student's understanding of the econamic way of thinking

0.000 TO 3.000 Credit Hours
0.000 TO 3.000 Lecture hours
0.000 TO 3.000 Lab hours

Levels: Undergraduate
Schedule Types: Lab, Lecture

Woltord College College
Econamics Depadment

Restrictions:
Must be enralled in one of the following Majors:
Business Economics
Economics
Must be enrolled in one of the following Class(es)
Senior
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SPAN 380 - Spanish Drama Workshop

Faricipation in Spanish drama productionsIPermission of instructor requ\redl

3.000 Credit Hours
3.000 Lecture hours

Levels: Undergraduste
Schedule Types: Lecture

Woflord College College
Spanish Depariment




Personal Identification Numbers (PINS)

To enter its Secure Area, Banner Web requires a UséD, a PIN. In addition an Advising
PIN is required to register.

1. User ID and PIN:
Your User ID will be a “W” followed by an 8-digitmber, such as W00012345.
You should have received several scrambled lettedsnumbers as your initial PIN. The
first time you use Banner Web, you will be requitec&hange your PIN to any 6-
character combination of letters and numbers.
If you forget or lose your ID, you must go to thelpiDesk in Olin 207.
If you forget or lose your PIN, you can use yourifi@tion security question to reset
your PIN.Do not try to guess your PIN.If you enter the wrong PIN five times in
succession, your Banner account will be lockethif does occur, go to the Help Desk.

2. Advising PIN

Students will receive Advising PINs, four-digit nbers, from their advisor. Advising
PINs will be different for each preregistration.

Advisors should keep the list of Advising PINs aftegistration in case students need
to add or drop a course before the next semestegirse

Entering the Secure Area for the First Time

. Enter Secure Area
Click onEnter Secure Area .
Fospeciive SIUASnTs

Apphy for Admission

General Financial Aid
Campus Directory
Class Schedule
Course Catalog
Alumni & Friends
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Enter yourUser ID andPIN.

The “W” in the User ID is uppercase \]; Please enter your user ldentification Number {ID) and

When you |og in for the first time, your PIN i hen you are finished, please Exit and close your br
the scrambled letters and numbers you have
received. UserID: |7
Click on Login PIN: [
Login | Forgot PIN? |
At your first login, your old PIN automatically @
expires. Your PIN has expired. Please change it now.
Type in your old PIN and enter a new PIN
twice. Re-enter Old PIN: |
REMEMBER YOUR NEW PIN. You will New PIN: [
need it to access Banner Web again. Re-enter new PIN: [
Click on Login

Next, enter a question and answer so that you eayagir PIN if you forget it. The question can
be anything. Keep the answer short.

Login Yerification Security Question and Answer

i you ever forget your PIM, you can reset it yourself, without calling for assistance

Erter your personal Security Queston, along with fe Answer. This will enable you 1o reset your PIM and gain access o your information.
T hel ol to remember wour answer, keep it shor, limit spaces, and do not use special characters. Your answer is limied fo 30
characters.

Enter Quastion: |
Answer: [

Submit I

Click on theSubmit button.

At this point you will be in your Secure Area.
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The Secure Area

The Secure Area has two menus of primary interest.

ﬂ Faculty Services

Display student infarmation; Display your class list; Display waitlisted students; Enter grades; Process registration
overrides; Process a student's registration; Display your security setup.

ﬁ Personal Information

Wiew or update wour address(es), phone number(s), e-mail address(es), emergency contact information, & marital
status, Wiew name change & social security number chande information; Change your PIN; Customize your
directory profile .

TheFaculty Servicesmenu is the most important one because it allavsty do the following:
See your course schedule.
See the class lists for different courses.
Submit midterm and final grades.
Override restrictions on your own courses.
Display information about your advisees

Faculty Services Menu

The Faculty Services menu will allow you to use Bamweb for the following:

& Faculty Services

Term Selection
CRM Selection
Faculty Detail Schedule
Faculty Schedule by Day and Time
Detail Class List
Summary Class List
Detail Wait List
Summary Wait List
Mid Term Grades
Final Grades
Override registration restrictions — Regjistration Overrides
Registration Add/Drop
Electronic Gradebool by Component
Faculty and Advisor Security Information

Student Menu
Display student information; Yiew a student's schedule;
Process registration overrides; Process a student's registration;
Display information ahbout Change a student's class options.
your advisees Advisor Menu
“fiew a student's transcript; Yiew a student's grades;
Display your security satup

See a schedule of your classes

See a list of students in your classes

Submit your grades
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NOTE: We have chosen not to use the Wait List ectEbnic Gradebook options at this time.

Your Course Schedule

To see your course schedule, clickractulty Detail Scheduleor
Faculty Schedule by Day and Timen the Faculty Services Menu.

In either case, you will be asked to select theatafter which the schedule

will be displayed.

Term Selection
JestLell

Faculty Detail Schedule
Faculty Schedule by Day and Time

eldl 55 LIS

Select Term

Term: | Spring 2003 ~

Submit Term | Reset |

An example of one course from tBetail Scheduleis shown below. The actual and maximum
enrollments are shown in this version of the scheedu

Cj/ Welcome to the Faculty Detail Schedule display. Listed below is your schedule for the selected term.

Accounting Principles (3.00) 2001 ACCT 211- A
College: Wofford College
Department: Accounting
Actual Enroll Max Enroll Part of Term Primary Cross List Override
T 25 1 INIA INIA TIfA
Days Time Location Schedule Type Date Range
TR 8:00 am-9:20 am QOlin Building 118 Lecture Feb 03, 2003 - May 16, 2003

Faculty Schedule by Day and Time : Spring 2003

A portion of theSchedule
by Day and Timeis
illustrated here.

ij Welcome to the Faculty Schedule display. Listed below is your schedule for the selected term.

Schedule for: Heather E. Mitchell
Feb 03, 2003 - May 16, 2003

Monday Tuesday Wednesday  Thursday | Friday | Saturday | Sunday
BAM ACCT 211.A ACCT 211.A
OLIN 118 OLIN 118
:00 am-9:20 am 4:00 am-9:20 am
9AM
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To return to the Faculty Services menu, click ommia the upper
right corner. menuflhelp  exit

El
or

RETURM TO MENUISITE MAP HELF EXIT |

Your Class List

To see your class list, click detail Class Listor Summary Class
List in the Faculty Services Menu.

In either case, you will be asked to select theater Select Term

Term: |Spring 2003 ~

Submit Tertm | Reset |

Select the CRN of the course. |select CRN : Spring 2003
You can display a drop-down lis
of all your courses by clicking or]
the triangle by th&elect CRN
box.

\]!, Flease enter the CRM you wish to access, or select a different term from the menu.

Select CRN: | Accounting Principles - EDDE
Click on Submit CRN.

Subrrit CRN | Reset |

Later, to see the class list for another coursek on theCRN Selectionlink at the bottom of
the page.

[ Term Selectionl CREM Selection f§Detail Class List | Mid Term Grades | Final Grades | Faculty Detail Schedule | Detail Wait List | Surnmary Wait List |

Faculty and Advisor Instructions 12
December 4, 2007




An example of the information about one studenheDetail Class Listis shown below. In
both class lists the student name is a hyperlifikkidg on the name will allow you to view
phone numbers and address information for the stude

Course information

Avant-Garde & Popular Music - JAN 31 A

CRN: o042
Duration: Jan 05, 2004 - Jan 20, 2004
Status: Active

Enroliment Counts

Enrollment: 20 21 -1
Cross List: 0 0 0
Defaif Class List

Record Student Name
Number

1 Keumnann, Alfred E
Program:  Program Undeclared
Level: Undergraduate
College: Wofford College
Department: No Department Designated
Degree: Bachelor of Ars
Major: Chermistry

Class: Sophomore

Credits: 4.000

Maximum Actual Remaining

W0O0001234 ™Neb Registered™ on Oct 21, 2003 Oct 20, 2002 Jan 05, 2004

Registration Status Start Date  Expected Completion

A portion of theSummary Class
List is here.

Faculty and Advisor Instructions
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Course information

Avant-Garde & Popular Music - JAN 331 A
CRN: 5048

Duration: Jan 05, 2004 - Jan 30, 2004
Status:

Active

Enroliment Counts

Maximum Actual Remaining

Enrollment: 20 | -1

Cross List: 0 0 a0

Summary Class List

Record  Student Name D Req Status

Humber

i Meurnann, Alfred E WOO001234  *Web Registerad™

2 Zieminski, Joanna WOOo111111 w‘.lfeb Registered“
13




Printing a Class List

Before you print your class list, set the papeemtation to Landscape.

; Registration - Microsoft Internet Ex|

File Edit Wiew Favoribes Tools H

Mew 3
Cpen. .. Ctrl+0
Edit with Microsoft FrontPage

SaVE CEHS
Save hs..

Page Setup...
Print. .. Chrl+P
Print Preview, ..

Source:

IAutDmaticaII_l.J Select j

Headers and Footers

SelectFile, Page Setudgrom the Header

Browser main menu. [twtsbPage tp of &P
Foater

In the Page Setup menu, choose [zusbed

LandscapeandOK.

Orientation
" Portrait

Marginz [inchesz)

Left: ID.?E Right: 0.75

Bottom:  |0.75

Top:

IEI.?'E
Ok I Cancel | Printer. .. |

Print the class list by CIicking /) Detail Faculty Class List - Microsoft Internet Explorer
on the Printer icon or File Edit ‘“iew Favorites Tools Help

choosmgzlle_, Print from the New Y n Gravartes @veda | B
browser main menu. Spen... Chrl+0 =
Edit with Microsoft FrontPage pls/testdadfhwskfowl . P_FacClalistSum

Save L
Save fs,..

Page Setup...

Prink...
Prink Presiew, ..

Send r
Irmpart and Export. ..

Properties
Close
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If you don't want to print out the entire pagegeséekhe portion you want to print by sweeping
over it with the left mouse button depressed, whwdhhighlight the selected portion.

Subject Section Start End
| | | 211 | Accounting Prin |
| ActuallRemaining

0 0

| . il il
ChooseFile, Print from the browser il 21X
main menu. General |Dpti0ns| La_l,lnutl F'aper.f'E!uaIit_l,Jl

r— Select Printer

Add Printer  HP LaserJet

1100 (M3
Status: Ready [ Print to file
Location:
EZ:nar:::t: Find Frinter... |
Page Range
Click on Selectionas the page range. i Number of copies: [1 =

£ Cument Page
Pages: |1 [T Collate ! B
C“Ck on Print ) Enter either a zingle page number or a zingle @

page range. For esample, 512

I Cancel | Apply |

Faculty and Advisor Instructions 15
December 4, 2007



Importing a Class List Into Excel (Internet Explorer on

ly)

Highlight the table of names by sweeping over thvhe left mouse button depressed.

CrirRed

ared/UndecidedliFreshman

ChooseEdit, Copy from the browser main menu.

Open Excel and choog&glit, Pasteon the Excel menu to past

the list into the Excel worksheet. You can forntet Excel
worksheet any way you like. When it is formatteaesthe
worksheet under a new name.

Filel| Edit Biew Favorites  Tools
s Zh -
Chrl+C

P s Chrl+y
Select All Chrl+A

Find {on This Page)... Ckrl+F

Submitting Your Grades

You can submit your midterm and final grades ohierweb.

In either case, you will be asked to select thetefter which the schedule

will be displayed.

Summary VWait L
Wid Term Grades
Final Grades

Registration Overrides

Select a Term: IFaII 2002 'I

Select the CRN of the course. You can display a-di@mvn
list of all your courses by clicking on the triaadly the
Select CRNbox.

Click on Submit.
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xj_/ Please enterthe CRM you wish to access, or se

CRN: Ir‘-\ccounting Principles - 10027

unting Prir =1

.ﬂ\ccounting Frinciples - 100239
Intermediate Accounting | - 10043
Income Taxation of Businesses - 10052




You will see a list of the

students in this class. Use
the drop-down lists in the
Grade column to enter the
grade for each student.

Click onSubmit when you
have entered all the grades

If you have a large class
for which it will take
longer than 15 minutes to
enter grades, click on
Submit periodically.
Banner Web automatically
exits from this screen after
15 minutes if Submit
Grades has not been used

Course Affributes

Title: Accounting Principles
Course: ACCT 211 - A

CRN: 10027

Students Registered: &

id Term Grades

Record Number Student Hame Credits Registration Status Grade

i Cleaver, Sam B. 300 ™WNeb Registered™ Mar 18, 2003 Im
2 Ely, Joanne L. 300 "™Web Registersd™ Mar 19, 200 |- =
: Haolly, Susan B, 300  ™Web Registered™ Mar 19, 200 [None 24
4 Irving, Earle C. 300 "™Web Registered™ Mar 19, 200

5 Knopfer, Mark k. 300 ™MNeb Registerad™ Mar 19, 200

& Stuart Linda & 300 ™Web Registered™ Mar 19, 2004

=

I .& Please submit grades often. Ihere is a 13 minute time limit on this page, F

If you a large class, all the
student names will not fit on
one page. In this case you
will see the names in the
Current Record Set (25
names in the example
below).

In this case you must click
Submit after you have
entered the grades on each

page.
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Faculty Mid-Term Grade Worksheet Fall 2003

\;./ - Enter micterm grades, then click Submit Grades.
- If the word "Confidential" appears next to a student's name, information is to be kept confidential
| | (=20 and nhope(sl

) : . -
I - If you have more than one page of student names, click Submit Grades for each page.l

‘& Please submit the grades often. There is a 15 minute time limit starting at 04:10 pm on Mar 19

Course Affributes

Title: Western Civ 1o 1815
Course: HIST 101 - A

CRN: 10015

Students Registered: 22

I Current Record Set: 1-25 I26 -28
Ifid Term Grades

17




On each pageenter the grades and
click on Submit.

When the grades have been
submitted for a page, click on the
next record set (26 - 28 in this
example).

22
23
24
25

Anders, Zachary R,
Baarcke, Brad D.

Baden, Krystal .

Baekon Caroline L.

& Please submit grades often. There is a 15 minute time limit on this page.

300 ™Web Registered™ Mar 19, 2003 m
300 *Web Registered™ Mar 19, 2003 m
300 ™Web Registered™ Mar 19, 2003 Ic_;l
300 ™Web Registered™ Mar 19, 2003 |c+_;[

Current Record Set: 1 -2JI| 26 -28 I

You can print a copy of your grades by following thstructions for printing a class list.

Changing Grades

If you already have submitted grades in a course,will be able to change them later. Grades
can be changed if they have not been rolled irgsstbdents’ academic history, a process that
will not be run until after all grades have beeméd in at the end of the term. If "No" appears in
theRolled column, then you may submit the changed grade (Bamper Web.

Rec.# Reg. Seq. Student Name

1 12 Clegaver, Sam B.

Qct 23, 2002

2 3 Irving, Earle C. 3.00 "Web Registered™ /[ C+
Qct 23, 2002

3 11 Holly, Susan B. 3.00 "Web Registered™ /[ 4

PR T B e Talatal

Credits Reg. Status/iDate

3.00 *web Registered™ / [ B

Gradg

Rolled Qast Attend Date Attend. Hours
MMIDDMYYYY 0 -99999

Mo |

Mo |

Mo |

If "Yes" appears in thRolled column, then you will need to go to the Registr@ffce to

change the grade.
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Overriding Registration Restrictions

WHEN YOU OVERRIDE A REGISTRATION RESTRICTION ON A C OURSE THIS
DOES NOT REGISTER THE STUDENT FOR THE COURSE. An owerride merely gives a
student the permission to register for the course.

Faculty members can override registration restntion their own courses. Advisors cannot
override restrictions except on their own courses.

SelectRegistration overridesfrom the Faculty Services menu.

Select and submit the term. Select Term

x]}/ Select the Term for processing

Selecta Term: I Fall 2004 'l
Subrnit |

Identify the student by entering his or her Bann#b. ID Selection

You cannot use students' names unless they erth@nzong

your advisees or are current students in one of glagses.
S Enter the ID of the Student'Advisee yo

Student or Advisee ID: IWDDDD1111

OR

Click on Submit.

Student and Advisee Query
Last Name: |

First Name: |

Search Type: © Students
' Advisees
= Both

Faculty and Advisor Instructions 19
December 4, 2007



You will be asked to confirm that -
this is the student you want. W Werify your selection is correct by clicking O,

Alfred E. Neumann is the name of the student or advisee that you selected

Click on Submit.

Subarnit |

In the Permits/Overrides screen you will see twapellown lists:

1. Override: A list of the possible overrides.

Registration Overrides

Capacity: If your course is full because it has reached the
maximum enrollment, use this override code.
General: All others

o Permission of the instructor.

Override Course

Capacityj INone j

o Prerequisites

o Time conflicts

o0 Major
o Class

2. Course list: A list of the courses you teach.

Registration Overrides

Override Course
| Capacity x| [10549 - HIST 399 A =]
: . [rone ] o050 - HUM 101
Use the drop-down |ISFS to choo.se the course amovbrride. When [None =] 10512 - HeT 1010
this has been done, click &ubmit. 10528 - HIST 101

You will be asked to confirm the Faculty Registration Overrides Confirmation
changes that you have made.
\!/ Below are the override requests you entered. Please confirm by clicking Commit Changes.

Click on theSubmit button.

Registration Overrides
Override CRN Course Number Section Student Activity Date
Capacity 10543 HIST 398 A Alired E. Meumann  Apr 15, 2004

Bubrnit |
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Finally, you will see a screen
confirming that the override has
been entered successfully.

Faculty Registration Permits/Overrides

Information for Alfred E. Meumann

u]}x Welcome to the Faculty Registration Permits/Overrides Worksheet.

(> The registration overrides you entered have been saved successfully.

When you override a registration restriction on a ourse this does not register the student
for the course. An override merely gives a studerthe permission to register for the course.

If you like, you can register the student for tloeise while he or she is with you.

Adding a Course Following an Override

When you override a registration restriction oroarse this does not register the student for the
course automatically. An override merely givesualent the permission to register for the
course.

Suppose that you have Current Student Overrides
entered an override for a Override Course Activity Date Entered by
student because your History capacity 10015 - HIST 101 A Mar 19, 2003 Wiviy_USER
101 section has reached its
enrollment capacity.
Current Student Schedule
To allow a student to add thg
course while they are in your Mo schedule available for selected term.
office, click onRegistration
Add/Drop at the bottom of
the screen.

[ 1D Selection | Sudent Schedule | Shdert Informston | Studert Address and F‘hnn

Faculty and Advisor Instructions 21
December 4, 2007



Ask the student to enter his or her PIN (the Baiitibk, not Faculty Student PIN

the Advising PIN).

Enter the CRN for the course in the "Add
Classes" list and click c8ubmit Changes

The student now should be registered for t

course.

Later, if you check your Summary Class List youldtsee that| Course Attributes
the actual enrollment in the course is larger tiv@maximum. | course: HIST 101 - A

Faculty and Advisor Instructions
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G2 Enter the PIN for the student listed. If you

Enter Alfred E. Neumann's PIN: [+

Registration Add/Drop Fall 2003

‘-j” Use this interface to add or drop classes for the selected term. fyou
Registered Successfully section. Additional classes may be added |
the Add Class table. Classes may be dropped by using the pull-dow
be dropped. When add/drop selections are made, click Submit Cha

You may click Class Search to review the class schedule,

Add Classes

CRNs
[10015 | | |

Subrnt Changes I Class Search | Rese’[l

CRN: 10015

Title: Western Civ to 1815
Duration: Sep 02, 2003 - Dec 08, 2003
Status:  Active

Enroliment Counts
Maximum Actual Remaining

Enrollment; 21 22 -1
Vifait List: 0O o 0

22




Seats Available in Classes

If you are helping students who are registering iatthe registration period, they probably will
face the problem of closed courses. You may neéddalasses that still have seats available.

Go to theClass Scheduleand do &lass Searcho find the course(s) for which you want to

check the capacity.

Click on the section name link to see more detailed
information about the class.

Class Schedule Listing

Sections Found
IChemistnr: Concepts and Method - 2315 - CHEM 104 - A I

Associated Term: Spring 2004
Registration Dates: Mow 11, 2003 to Feb 08, 2004
Lewvels: Undergraduate

The detailed information includes the registratmailability for the class.

Detailed Class Information
Chemistry: Concepts and Method - 2315 - CHEM 104 - A

Associated Term: Spring 2004
Levels: Undergraduate

Wofford College Campus
Lecture Schedule Type
4.000 Credits

Wigw Catalog Entry

Registration Availabilify

Capacity Actual Remaining
Seats 22 22 0
Vifaitlist Seats 0 0 0
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View an Advisee’s Schedule

ChooseStudent Menuon the Faculty Services menu Faculty and Advisor Security Information

Student Menu

Lisplay student informatian; Yiew 3 student's schedule

Advisor Menu
Wiew a student's transcript; Wiew a student's grades; 0

On the Student Information Menu choddew Student View Student E-mail Address

Schedule Yiew Student Schedule

Reqgistration Cwverrides

Select a Term: i -
Select the term. electa Term: | Spring 2003 =]

Summer 2 2003

Summer1 2003

Identify the student, either by entering th&ror by Student and Advisee Query
entering theifirst and/or last name.

Last Name: INeumann

Click on the circle next tAdvisees First Name: |
Search Type: © Students | Advisees]" All

=

Click on Submit.

You will be asked to
confirm that this is the Select he StudentAdvises that wou wish to process and press the Submit Name button.

student you want. If you .
entered common first and | Student or Advisee: |eumann, Alfred E. (Advisee) W0000111 m
last names in the previous | There may be more than one student with this name. T
screen, there may be more| Use the drop-down list to display all advisees with this
than one student with thesq name.

names. The drop down list

will display all of them.

Use the ID to identify the one you want. Click ®abmit.
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You should see the advisee’s

current schedule

View an Advisee’s Transcript

ChooseAdvisor Menu on the Faculty Services menu Student Menu
Display studert information; View a studert's sche

Wiem a shudert's transcript; View a shudert's grades

On the Faculty and Advisors menu, cho8sedent Academic ,Faculty & Advisors
Transcript.

Term Selection
1D Selection

| Student Acadsmic Transcript |
Electronic Gradebook for a Student

Faculty & Advisor Security Information
Degree Evalustion
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Select the current term and click Sobmit.

Next, you will need to identify your advisee. Ifyo
know his or heBanner ID, enter it. If you do not
know the Banner ID, which often will be the casatee
the student’d ast Name

In theSearch Typerow, click on the circle next to
Advisees

Click on Submit.

Check the drop-down list to make sure that you
don’t have more than one advisee with this last
name.

ck

When you have selected the advisee you want, ¢
on Submit.
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SelectAll Levels as the Transcript Level atthofficial as the
Transcript Type.

Click onDisplay Transcript.

You now should see a
screen showing the
student’s transcript.

You can scroll down the
screen or click on one of
the four choices at the top.

For example, if you are interested in the stude@P3\, you could click on “Transcript Totals.”
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Student Information

ChooseStudent Menu on the Faculty Services mengr.

On the Student Information menu, cho®dew Student
Information.

Identify the student, either by entering th&ror by
entering theifirst and last name.

Click on Submit.
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You will be asked to confirm that this is the statigou want.

If you entered common first and las
names in the previous screen, ther
may be more than one student with
these names. The drop down list wifl
display all of them. Use the ID to
identify the one you want.

Click on Submit Name

This will display information about your advisee.
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