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Banner Registration Overrides

SFASRPO - Student Registration Permit-Override Form

The Student Registration Permit-Override form is used to enter and track registration overrides for a
student. After entering and saving a registration override on this form, you should direct the student
to go to CentralPipeline and register for the course. The use of this form to override registration also
eliminates the need to complete the paper-based registration override form.

X Student Registration Permit-Override SFASRPO 9.3 6 (TRNG1101) B oo B rermeve  JaRreLaED  $f TooLs
1D: 30232435 Term: 201940 Spring 2019 [ swiowr ]
~ STUDENT PERMITS AND OVERRIDES insert B Deiete "mCopy | Y. Fitler
Permit * Permit Description CRN Subject Course Number Section
SPEGIUG Prereq.Coreq DegrMajr Prgrm 40748 CHEM T S
Record 1 0f 1
¥ STUDENT SCHEDULE &2 inses Doeizte Tm
CRN | Partofferm  Subject CourscNumber  Section |Available  Waifisied | Mon ‘Tue Wed |Thu Fri Sat Sun BeginTime |EndTime | Emor |Link |CrossistGroup  Campus | Schedule Type
»
Record 10 1
T X Activity Date 11/05/2018 02:01:49 PM  Activity User RIVERAT m

To enter a registration override:
1. In the ID field, enter the 8-digit ID number or press the Tab key to view the name field and
enter the person’s name (in last name, first name order)

X @ ellucian Student Registration Permit-Override SFASRPO 9.3.6 (PROD) R A0 B RETRIEVE & RELATED #f TOOLS

o: | [ | Term: [ | [ Go )

Get Started: Complete the fields above and click Go. To search by name, press TAB from an 1D field, enter your search criteria, and then press ENTER.

e Ifthere is only one match on the ID o

name you entered, both fields in the Key
BIOCk WI” be ﬁ”ed in [ Press To See Results | PersonNon-Person Count 11
(= _Person Search Detail | (@ _Non-Person Search Detail_|

Reduce Search By

GroupType (O Person (O Non-Person (@) Both Name Type | ™
ciy | | Birth Date [ |
State or Province | e Gender | |

ZIP or Postal Code

—

Press Enter Query or select button to clear search. | 2 |

Enter search criteria then press Exactte Query or select button to reduce search. [0
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e If there are multiple matches on the Name you entered (there usually will not be

multiple matches on an ID number), then the ID and
Name Extended Search window will open. e [T

e Click on Press to See Search Results, then click on the —
Name you are looking for and click on OK. This will fill in | sm o caeres soosiess

Smith, John E. 30091883

the Key Block with the ID number and Name. Smitn, Join £ 20091503

Smith, John F.

Smith, John H
Smith, John Jo: 97984

2. Enter the Term code or click on the Search button (the it JonK
ellipsis ...) next to Term ——
to select the term.

) 0094966
Term: | | | Smith, John 30094966

20 ¥ | PerPage Record 1 of 11

3. Click on Go to view any existing overrides and current =D .
schedule.
Entering a Registration Override
1. Click on the Search button (the ellipsis ...) under Permit to open list of codes.
2. From the list, double-click the appropriate
override code:
o CAPACITY — Used to override I -
registration if the course capacity limit code beserption
has been reached. S S
o SPEC/GR — Used to override registration DuP Duplicate Cours Restriction
for a Graduate student for any of the - F e
following reasons: Degree, Major or o Ez EZE:;EE:
Prerequisite TIME Time Conflct
o SPEC/UG - Used to override registration
for an Undergraduate student for any of Rl
the following reasons: Class, Degree, =S

Major, Prerequisite
o TIME — Used to override registration if there is a time conflict with another course on
the student’s schedule. Both instructors must be aware of the situation and have given
their approval.
*Note: Only the four codes listed above are used to override registration — please do not use
any of the other codes in the list.

3. Inthe CRN field, enter the Course Reference Number (CRN) for the course you are
overriding. The Subject and Course fields will fill in automatically. If you do not know the
CRN, refer to Searching for a CRN on Page 12. Alternate procedures for overriding a
prerequisite: When overriding a prerequisite, you can leave the CRN field blank and enter
only the Subject and Course fields — this will allow the student to register for any open
section (CRN) for that course. To use this alternate procedure:

o Enter SPEC/UG or SPEC/GR in the Permit field
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o Leave the CRN field blank

Enter Subject in the Subject field (i.e. MATH)

o Enter the COURSE NUMBER in the Crse field (i.e. 115 to override a
MATH 115 prerequisite)

O

4. If you need to additional overrides, click on the Insert nsert @ Delete "mCopy | . Fier
button to add additional override lines. section

5. After entering the registration override information, click on Save (bottom-right of screen or
press F10). The student can now go to CentralPipeline and register for the course(s). The
use of this form also eliminates the need to complete the paper override form for the
Registrar’s office because all of the override information, along with who entered it, will be
stored in Banner. It is imperative that individuals enter overrides only for those areas for
which they are responsible.

Example of a Completed Student Permits/Overrides Entry:

~ STUDENT PERMITS AND OVERRIDES Insert @@ Delete T Copy

Permit * Permit Description CRN Subject Course Number Section

SPECIUG Prereq, Coreq, Degr, Maijr, Prgrm 12385 MIS 201 0]
Rec

Searching for CRN
To search for a CRN from the SFASPRO form:
1. While your cursor is in the CRN field, click on the Search button (the ellipsis ...) next to CRN

¥ STUDENT PERMITS AND OVERRIDES
Permit * Permit Description CRN

CAPACITY Course Capacity || | - |

2. At the Option List pop-up screen, click on Search for Sections (SFQSECM)

Option List x

Search for Sections(SFQSECM)

View Section Information(SFQSECT)

3. On the SFQSECM form (Registration Query Form), enter your search criteria:
o Inthe Subject field, either enter the Subject code or click on the Search button (the
ellipsis ...) next to Subject to select a subject
»  Toview all courses for that Subject, click on the Go button or press F8 to
perform an Execute Query function
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©)

To view a specific course or section number, enter the information in the Course
field and/or Section field, then click on the Go button or press F8 to perform an
Execute Query function. If you do not know the entire Course or Section number,
you can use a wildcard (the % symbol) to search on partial numbers. For example,
you can enter 5% in the Course field to find all course numbers that start with the
number 5.

X  Registraiion Section Query SFQSECM 9.3 (PROD)

¥ REGISTRATION SECTION QUERY

Active filters: Subject: MIS @ Clear All

CRN
406
13015
12620
12385

12386

12387
12388
12389
12350

Part of Term Subject Course Section Available Seats Waitlist Mo
1 MIS 501 HY1 0 0
1 MIS 53 HY3 0 0
1 MIS 555 HY1 0 0
1 MIS 201 01 0 0
1 MIS 201 HY1 3 0
3 0
1 MIS 201 02 0 0
1 MIS 201 70 1 0
1 MIS 201 7 1 0
1 MIS 201 HY& 1 0

4, When you locate the class you are searching for, double-click the CRN to return to the
SFASRPO form and the CRN, Subject and Course fields will fill in automatically.
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Banner Alternate PINs

SPAAPIN — Alternate Personal Ildentification Number form

The Alternate Personal Identification Number Form is used to store a student’s Alternate PIN, which is
needed for registration.

X Atemate Personal Identification Number SPAAPIN 9.3 (TRNGO531)

Start Over
From Term: 201910 ID: 30232435
= ALTERNATE PERSONAL IDENTIFICATION NUMBER Insert (@ Delete Py Copy ¥, Fiter
Term Code * Process Name * Altgrnate PIN *
201510 | TREG 667805
Record 1 of 1
2 ¥ Activity Date 05/07/2018 10:30:08 PM SAVE
DT Record: 111 SPRAPIN.SPRAPIN_TERM_CODE [1] ellucian

To view data on this form, enter the following information in the Key Block:
1. Enter the advising Term code or click on the Search button
(the ellipsis ...) next to Term to select the advising term (i.e. Term: |-

the current term is Fall 2018, but we are doing advising for
Spring 2019, so you want to enter the code for Spring 2019).

2. In the ID field, enter the 8-digit ID number or press the Tab key to view the name field and
enter the person’s name (in last name, first name order)

X  @ellucian  Altemate Personal Identification Number SPAAPIN 9.3 (PROD) R ADD [ RETRIEVE JLRELATED 3§ TOOLS

From Term: | o] D: | [0 [ Go ]

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER.

[ ID and Name Extended Search

Search Detail

e [f there is only one match on the ID or
name you entered, both fields in the Key
Block will be filled in

|@ Press To See Results | Person/Non-Person Count 11

(= _Person Search Detail | (= Non-Person Search Detail |

Reduce Search By

Group Type () Person () Nen-Person (@) Botn Name Type | ™
city | | Birth Date | ]
State of Province | e Gender [ |
2IP or Postal Code | ™
Press Enter Query or select button to clear search [ 2 |
Enter search criterla then press Execute Query or select button to reduce search. [0
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e If there are multiple matches on the Name you entered (there usually will not be
multiple matches on an ID number), then the ID and
Name Extended Search window will open. e

e Click on Press to See Search Results, then click on the .,

Name you are looking for and click on OK. This will fill in | S chaessonsicss

Smith, John E. 30091883

the Key Block with the ID number and Name. Smitn, Join £ 20091503

Smith, John F. 30092170

Smith, John H. 30052488

. . . . Smith, John Joseph 30297984

3. Click on Go to view the Alternate Personal Identification Smith, John K. 30093125
Number section. S om0 )
20 v | Per Page Record 1 of 11

o]
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