Banner Web For Students Registration Guide

SEWAN : EE v 1.00 (March 17, 2004)

THE UNIVERSITY OF THE SOUTH Office of the University Registrar

Introduction

Banner Web for Student allows students to view, update, and print selected information from
the University’s information system using the web. Students can

e Access their class schedules and course details.

e Register, drop, and add classes via the web.

e View your academic records online. This includes mid-term grades, final grades,
transcripts, and degree evaluations.

e Request transcripts online and view the status of that request.

e View your student account and tax information.

Computer and Browser Requirements

Use any on- or off-campus computer that has access to the Web. The only software required
you need is the web browser Internet Explorer, version 5.0 or higher. Your browser needs
to accept cookies (most do by default).

Gaining Access to Banner Web for Students

You can gain access to Banner Web for Students from the University Registrar’s website at
registrar.sewanee.edu. The Banner system is available from 2:00 A.M. until 11:00 P.M. each
day.

Logging in to Banner Web for Students for the First Time

The University Registrar’s office will supply you with a USER ID and an initial PIN.
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HELP ExIT
User Login
G Flease enter your uger [dentification Mumber (I0) in UPPERCASE and your Personal Identification Mumber (PIM). When completed, cick Logn
When you are finished usng Sell-Service, pleass chck EXIT and close your browser lo prolest your privacy
User ID: | Enter your User ID and PIN here.

PIN: [ +—]
Your User ID is your nine-character Sewanee ID number. The number begins with a
“B” or “C” and is followed by eight digits. The “B” or the “C” must be entered in
UPPERCASE.
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Your PIN (Personal Identification Number) is a six-character password.
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Changing Your PIN

After logging in for the first time you will be required to change your PIN.
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HELP EXIT
Login Verification Change PIN
® Your PIN has expired. Please change it now
Re-Enter your old PIN here.
Re-enter OdPIN: [ <&
MNew PIN: I—
Re-enter new PIN:[ < Enter and then re-enter a new six-character PIN here.
Your new PIN may consist of numbers, letters, or a
combination of numbers and letters (more secure).
Unlike the USER ID, letters in the PIN are case-
Lasl web acosss on Mar 06, 2004 9920 em sensitive. Your new PIN must be exactly six
characters in length.
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Creating a Login Verification Question and Answer

After setting up your new PIN, you will be required to create a Login Verification Question and
Answer to be used if you ever forget your PIN. You can then reset your PIN yourself.
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Login Verification Security Question and Answer

Enter your security question here. Choose
a question to which only you will know the
answer.

& i you ever forget your FIN, you can resel it yourself, without calling for assistance

Enter your personal Secunly Question, along wilh The Answer. This will enable you lo resel your PIN and g3
and do nof use special characters. Your answer is limited to 30 characiers

Enter Question: [hat s my favonte ice cream faver?

Answer: [Peach

\
Enter your security answer here.

RELEASE: 53

If you forget your PIN, click the “Forgot PIN?” button on the login page. You will be prompted
to answer your security question. If you answer correctly, you will then be prompted to create
a new PIN.

If you can remember neither your PIN nor your security answer, stop by the University
Registrar’s Office in person with your University ID card in order to enable your account.
Student accounts will not be enabled based on phone or email requests. This security measure
is for your protection.
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After you have successfully logged on, you will enter the secured area where you will have
access to your Student and Personal information. If you are a work-study student, you will
also have access to your employee information. For this reason, you will want to keep
your User ID and PIN confidential!

Terms of Usage

The first time you log in to Banner (and periodically thereafter) you will be required to read
and agree to a statement describing the appropriate use of information received via the Banner
system. By clicking the “Continue” button you are agreeing to these terms of usage. The
database is updated to reflect your acceptance of these terms.
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‘You are entenng a secure nformalion area. Unless otherwise noted, any infarmabion you enter or change will be effeclive immedialely. You are responsible for any changes made wsing your User ID. Please do
not share your User 1D or PIN with athers
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“Continue” button.
By chicking The “Conlinue® butlon below, you are accepling responsibility for maniaimng lhe confiden] click lhe *Esal”
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If you do not agree to these terms, click
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Goriinve | Bal| the “Exit” button.
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Exiting the System

Always log out of the system when you have finished your work.
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Click on “Exit” to log out of the system.
Welcome, Alison Chestnut, to the Sewanee Campus Information System|
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Banner Self-Service Main Menu

After you have successfully logged on, you will be taken to the Banner Self-Service Main Menu.
From the Main Menu, you can choose any of the active Banner Self-Service options that apply.
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Welcome, Alison Chestnut, to the Sewanee Campus Information System! Las| web access on Mer 11, 2004 &l 0507 pm
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Student Services Menu

After clicking on the “Student Services” link from the Main Menu, you will be taken to the
Student Services Menu. This menu contains links to two other menus: the Registration Menu
and the Student Records Menu
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These links will direct you to the
Registration Menu and the Student
Records Menu.
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Registration Menu

After clicking the “Registration” link, you will be taken to the Registration Menu. This menu
contains several registration related links.
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“+Registration

Select Term

Regisiration

Look-up Classes o Add

Student Schedule by Day & Time
Student Detail Schedule
Regsiralion Fes Assessment
‘Withdrawal Information

Check Your Registration Status
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Term Selection

Before you can perform any registration-related activities, you must select a term in which to
work. You may do this at the beginning of your session by choosing the “Term Selection” link
or the system will prompt you to select a term when you choose one of the other links. You
can return to the Registration Menu at any time to change terms.
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Select Term

A

Select a term from the drop down box
and click the “Submit” button.

Advent Semesler-2002
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Check Your Registration Status

Follow this link to determine when your registration window is open, if there are any holds that
will prevent you from registering, and if any registration overrides or approvals have been
submitted for you.
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Check Your Regisiration Status for Advent Semester—2004

Registration Status information for Alison Chestnut

for 06, 2004050 pm  Sepdd, 200 1100 pm

End Time
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Registration

After selecting a term, clicking the “Registration” link will lead take you to the Alternate Pin
Verification Page. Each student is assigned an alternate PIN prior to the beginning of
registration each term. Alternate PINs are delivered to advisors and department chairs. You
must obtain your alternate PIN from your advisor in order to reqgister online. The
University Registrar’s Office will not make alternate PINs available to students.
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Alternate PIN Verification

Flease enter your Allemate Personal Identification Mumber [FIN) then chck the "Subrmit® button

Alternate PIN:[— < Enter your alternate PIN and click the

“Submit” button.
Submit |
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Alternatively, some advisors may choose to register some or all of their advisees through Web
for Faculty and Advisors. In this case, you will register in your advisor’s office and will not use
the alternate PIN. However, you will be prompted to enter your primary PIN in order to
register through Web for Faculty and Advisors. This ensures that you, the student, are

involved in your registration. DO NOT GIVE YOUR PIN TO YOUR ADVISOR (OR ANYONE

ELSE). Instead, your advisor should allow you to enter your PIN.
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Student PIN

Have the student enter hes or her PIN below and chek the *Submit® button IF you wish 1o selec! a different student, chek the 1D Satechon link

Enter Alison Chestnut's PIN: < Enter your primary PIN and click the
- “Submit” button.
Submi I

[ 1D Salechion |
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After entering your alternate PIN (or your primary PIN if you are registering with your advisor
from Web for Faculty), you will then be directed to the “Registration Worksheet” page.
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Registration for Advent Semester-2004

Use this page to add or drop classes for the selected lerm. If you have akready regisiered for the lerm, those classes will appear in the "Cumreni Schedule® section

Classes may be dropped by using the ophons avalable n the "Action® field. If no ophions are listed in the "Action® field then the class may not be dropped. Addifional classes may be added in the "Add Classes®
seclion. To add a class enler the Course Reference Mumber [CRM). When adds/drops are complele chick The *Sumbil Changes® button. I you are unsure of which classes lo add, click the *Class Search® bullon
io review the class schedule

Search for courses to ADD by clicking the “Class Search” button.
Add Classes

CRNs

- (I l (- (I (- - (- - - (.
Submi Changes | Claz Ssarch [M

| D Sedechon | Term Selechon | Regstraiion Cvemdes |
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After clicking the “Class Search” button you will be directed to the “Look-Up Class to Add”
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Look-Up Class to Add

=

ese-any comitinabion of fiskis to namow your szamh. When your

You can search the class schedule by any of these
criteria. You must, however, highlight at least one
subject area for any search.

Fal Term

To select multiple criteria, hold down the “Ctrl” key on a
PC or the “Command” key on a Mac while making your
selections.

Ignore the “Part of Term” criteria.

Feset
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Look-Up Class to Add

\17 Use the seleclion oplions below 1o search fhe class schedule for ihe classes you wanl. You may choose any combinalion of fields 1o namow your search. When your seleclion 1z complele, chek Find Classes

Subject: Greek -
Interdscipingry Humanibes =]
Course Numher:l

Title:
l This class search will look for any history course that carries

Part of Term: == N ! A
’rm Te-rm the writing intensive attribute.

Instructor:

Aftribute Type:  [Transfer Only-Physical Ed =
Women's Sludies

Start Time: Hour |00 2] Minute (002 amipm Iﬂf” 'l

End Time: Hour |00 2] Minute |00 'I amipm Iam 'I
Days: F Mon Tuer WedD Thurm Fim Sal & Sun

| Shedsnt Schidule by Day & Time | Shdend Didail Scheduls |
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Look-Up Class to Add Choose a section by clicking the “Select” box and

then clicking the “Register” button to register
immediately or the “Add to Worksheet” button to
add it to the registration worksheet. If a red letter
“C” appears here rather than a check box, it means

‘f To reqister for classes, check the box to the left of the CRN and cick Register or Add to Wiorkshes

Sections Found the course is closed.

History

Select CRN Sub] Crse Sec Cmp Cred Title Days Time Cap Act Rem XL Cap XL Act XL Rem Instructor Date (MM/DD) Location Atiribute

r IDEE/HIST 00 D M IsCovenng Amenca TR 1100 am-1215pm 15 0 15 Wilkam Wood Regster (806 5 TBA Winling Intensive
r A 400 Problems of Democracy  MWF 1000 am-1080am 15 0 15 Wilkam Brown Patterson 0872 TBA Winling Intensive
r M 400 20th Cenlury Europe TR 1100 am-1215pm 15 0 15 frthur Joseph Knoll 06/ THA Wnling Intensnve
F A M 400 Modem Wartare TR B3 am104&am 15 0 15 frthur Joseph Knoll 06/ THA Wnling Intensnve
r 2 oA M 400 Jurar Tulonial W 000 pm L3 pm 12 0 12 Charles Richard Perry  08/726-1 TBA ‘Wiling Intensive
r B M 400 Jursor Tulorial R 000 pmL3F0pm 12 0 12 Susan Janei Ridyard TBA

r IDETIHIST®4 A M 400 Reconsineting the South TR 1100 am-1215pm 15 0 15 John Chares Wilis TBA Amencan Sludies

and History - Uribed Slates
and Writing Infensive

I Regrsbar | Add bo WorkSheal Clazs Seach

[ Sudend Scheduls by Day & Tima | Studerd Debail Schadule | Viaw Fee Assesiment |
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You may also enter CRNs (Course Reference Numbers) directly onto the “Registration
Worksheet” without searching for classes. CRNs can be found on the schedule of classes
provided by the University Registrar’s Office each term. This is the quickest way to register for
courses that are in high demand with few available seats.
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Registration for Advent Semester-2004

Use this page to add or drop classes for the selected lerm. If you have akready regisiered for the lerm, those classes will appear in the "Cumreni Schedule® section

ped by using the ophons avalable in |
enler the Course Reference b

ion® field. If no apio
er (CRMN). When adds/dr

listed in the "Action® field then the class may not be dropped. Additio

x5 may be added in the "Add C
omplele chek the *Sumbil Changes® button. IF you are unsure of which class

add, chick the *Cla

Add Classes

CRNs

- (I (- (- (- (I (I [ - [
Submi Changes | Claza Swarch |M

Term Selecon | Regabraiion Cvemdes |
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To ADD courses, enter the CRNs for the sections
You must click the “Submit Changes” button here.
or your courses will not be added.

If a course has a required lab section that has a

For high priority/high demand courses, enter separate CRN from the lecture section, you must
that CRN and click “Submit Changes.” Then register for the lab at the same time you attempt to
go back and add other courses. register for the lecture. Otherwise you will get a

“link” error.

@ Registration Errors

CRN Subj Crse Sec Level Cred Grade Mode Title Status
10406 CHEM 101 A Undergraduate 4 00 Standard Letter Grade General Chemistry | LINK ERROR: LB REQUIRED
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Registration Errors

If you receive a registration error, the student HAS NOT been registered for the course. If
possible correct the problem and click the “Submit Changes” button again. Other registration
error messages will look much the same as the “link” error pictured above. Other registration
error messages that you might see are listed below.

Major Restriction

The course is restricted to one or more majors other than
yours. Choose another course or request a waiver of the
restriction from the instructor. If the instructor grants a
waiver, the student will still need to register for this
course.

Class Restriction

The course is restricted to one or more classes
(freshman, sophomore, etc.) other than yours. Choose
another course or request a waiver of the restriction from
the instructor. If the instructor grants a waiver, the
student will still need to register for this course.

Pre-/Co-Requisite Restriction

You have not successfully completed the pre- or co-
requisite required for this course. Choose another course
or request a waiver of the restriction from the instructor.
If the instructor grants a waiver, the student will still
need to register for this course.

Closed Section

The course is closed. Choose another course or request
a waiver of the restriction from the instructor. If the
instructor grants a waiver, the student will still need to
register for this course.

Link Error Registration in the lecture section requires registration in
the lab section as well or vice versa. Add the course
again by entering the CRNs for both components of the
course at the same time.

Instructor Special permission is required before you may register

for the course. The permission required is usually that of
the instructor. Other permissions include department
chairs and the Director of the First-Year program.
Request permission from the appropriate person. If
permission is granted you will still need to register for
this course.

Maximum Hours Exceeded

Registration is limited to 19 semester hours. Students
wishing to take a fifth course must complete a schedule
adjustment form, have it approved by the Associate
Dean of the College, and return the form to the
University Registrar’s Office.

Repeat Hours Exceeded

You have already taken the course.
repeated for credit.

It may not be

Time Conflict with CRN ####H#4

Time conflicts are not permitted. Choose another course
or re-work your schedule.

Duplicate CRN

You have accidentally entered the same CRN twice.
Check and re-enter as necessary.

CRN Does Not Exist

You have keyed in a CRN that does not exist. Check and
re-enter as necessary.
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Registration Results

When one or more courses have been successfully registered, the results will be displayed.
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[ 0293EI0L 105 A Undengsduete 400 Standard Lelier Grade Biology ard I The student is
[y DHTECON I [ Undengraduste 400 Siandard Letier Grade Infroducicn 0 registered for these
- 10073 ANTH 104 B Undengradusie 4100 Skandad Letler Grade Infro Cuih ral Anfhropology ¥eb Reg ed 0 courses.
00 Standand | eller Grade Elhics

Passlrop Begmming Ridng

CR¥s
[ [ [ [ |_ - 1 -
SamiChongs || ChssSearnn | Resel
| | lem Sekecbon | Hegoeirbon Dhemdss |
RELEASE 5504 R
5 — g E
Boe HSFEF IBRETAED Dr2 2 " [[#Ragstraion - B50T Samwer-prrD] B frewetis - 32w | | £ =22

Page 12



To Drop a Course

A course may be dropped from the Registration Results page. Locate the course you wish to
drop and click on the drop-down arrow in the “Action” column next to that course. Highlight
the “Drop” option and click the “Submit Changes” button.
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Registration for Advent Semester-2004

Use this page to add or drop classes for the selected lerm. IF you have already regisiered for the lerm, those classes will appear in the "Cumeni Schedule® sechon

sed by using the ¢
5 enfer the Cours
view the class schedule

' field then the class may not be dropped. Addifional
e "Sumbit Changes® button. If you are unsure of which ¢l

Information for Alison Chestnut
Current Schedule

Action CRN Subj Crse Sec Level Cred Grade Mode Title Gtatus
lh 103B3BIOL 106 A Undergraduate 400 Standard Let
"’”‘—3 10317 ECON 101 D Undergraduate 4 00 Standard Let
[None ] 10B79ANTH 104 B Undergraduate 400 Slanderd Let
lh 5B PHIL 202 A Undergraduate 400 Standand Letler G

10485 FHED 115 Undergraduate 00 FassDrop Beginring Riding

de: Biology and Feopla Web R rid on Mar 06, 2004
ed on Mar 08, 2004
ed on Mar 08, 2004

de Ethecs Web Registersd on Mar 05, 2004

de Introduciion to Economics Web R

de Intro Cultural Anthropology We

=

Highlight the “Drop” option and click the

< “Submit Changes” button.

Eilling Hours 17 00

Mamum Hours: 2959

Date Mar 06, 2004 1021 am

Add Classes

CRNs

M . [ [ I— M . M . .

R ) . =
2] Dune B Internet
Biswon| @ BE Y MDA (EE DY 2 2 [ERemmraion- .. SCT Banner - peRD| € Fireworks | ) Banner web For 7| | &l DI wesam

You may not drop the last course for which you are registered. If you are withdrawing from
the University, process your withdrawal through the Office of the Associate Dean of the
College. If you simply wish to drop the last course before adding other courses, then add one
of the other courses first, drop the course that is no longer desired, and add any other new
courses.

Student Detail Schedule

After registering, you may click on the “Student Detail Schedule” link to view your schedule for the
semester. This view shows details of each of the classes in which you are registered.
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View Student Schedule for Easter Semester--2004

Information for Alison Chesinul
IF the word *Confidenbal® appears nexd to a sludent's name, their personal information is 1o be kepl confidenlial,

“fou may chck on the sludent's name to view hisher address and phane information

Current Schedule

Total Credd Hours 1400

Forest Ecvology

Coursa: 10458 FORS 306-A
Campus:  Colege of Arls and Sciences
Level: Undergraduale

Grade Mode: Standard Leller Grade
Credits: 400

Status: Registersd on Mo 10, 2003

Forest Evology: Schedule details

Days Time Dates Loeation  Schedule Type Instructors
MWF 10.00 am - 10.50 am Jan 20, 2004 - May 12, 2004 Snowden 211 Lecture Cecil Cypress
M 1 30pm-430pm  Jan20, 2004 - May 12, 2004 Snowden 211 Laboralory Cecll Cypress

Level: Undergraduale

Grade Mode: Slandard Leller Grade

Credits: 20

Status: Registered on MNov 10, 2003

Senior Field Profect: Schedule details

Days Time Dates Location  Schedule Type  Instructors
MF 1200 pm - 1.00 pm Jan 20, 2004 - May 12, 2004 Snowden 209 Independent Study TBA

Hydrology

Course: 10466 GEOL 3144
Campus: Colege of Arls and Sciences
Level: Undergracugte

Grade Mode: Standard Leller Grade
Credits: 400

Status: Registered on Jan 26, 2004

Hydrolegy: Schedule details

Days Time Dates Location  Schedule Type Instructors

TR B00am - 915 am Jan 20, 2004 - May 12, 2004 Snowden 208 Leciure Martin A Knod
R 130 pm- 430 pm Jan 20, 2004 - May 12, 2004 Snowden 208 Laboratary Marlin A, Knod
Advanced Scuba

Course: 10641 PHED 252-A

Campus: Colege of Arls and Sciences

Level: Undergracugte

Grade Mode: FassTiop

Credits: 00

Status: Registered on Nov 10, 2003

Advanced Scuba: Schedule details

Days Time Dates Location Schedule Type  Instructors
W 500 pm - 10:00 pm Jan 20, 2004 - May 12, 2004 St. Luke's 102 Physical Educahion Daneel $. Backlund
Naw Religions

Course: 10854 RELG 361-4

Campus;  College of Arls and Sciences

Level: Undergraduate

Grade Mode: Slandard Leller Grade

Credits: 400

Status: Registersd on Nov 10, 2003

Naw Religions: Schedule detalls

Days Time Dates Location
MWF %00 am - 850 am Jan 20, 2004 - May 12, 2004 duFont Library G31 Lecture

Schedule Type Instructors
Gerald L. Smith

[ 1D Selection | Student Information | Reqeiraion Cvermdes | Regairation |
RELEASE: 5.3
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Student Schedule by Day & Time

You may also view your schedule arranged by day and time by following this link.

3 Sveder Schedule by Day snd Time - Microseft Inlemet Explarer

e Bl Wew Fawdtes Toos Help &
(SB=k ~ () - (%] Z] | seenh o7 Foris WMl ) S o S - il
Bubckees [] hiip it sewenee e S19160s pomitreskistd P Creefichd - Ela Links ™| Morton Anitnes B v &~
 of the South-PPRD . ]
Search j RETURN TO MEWU STEMAP HELP EXIT
Personal Information Alumni Student Services & Financial Aid Employee
Student Schedule by Day and Time for Easter Semester—2004
Classes hal ae siill nof scheduled are Isted ai fhe bollom of the pege.
Sahurday  Sunday 4
9am RELG 351-A RELG 361-A RELG 351-A
DUPONT G31 DUPONT G31 DUPONT G31
800 am-%-50 am 9100 am-9:50 am 900 am-%50 am
0am FORS 305-A FORS 305-A FORS 305-A
SHOWDM 211 SHOWDMN 211 SHOWDM 211
40:D0 ame- 3050 am 1000 am-10:50 am 4000 ame- 3050 am
ilam
=
2pm FORS 432-A FORS 432-A
SHOSTIN 209 SHORTIN 209
1200 pm-100 pm 1200 pm-100 pm
ipm
FORS 305-A GEOL 314-A
SHOWDM 211 SHOWDN 208
apm 130 pm-£:30 1:30 pm-4:30
3pm
d4pm
Spm
Gpm PHED 252-A
STLUKE 102
6200 pm-40:00 pm
Tpm
8pm
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