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Kathy Dean, Registration and Records
Brenda Sattler, Registration and Records

Processing Overrides

If the user has proper access, overriding a student into a class is possible.
Colleges will have the ability to override the following:

e (Class Limit (Full Class) for every class being offered within their college.

* Requisite (Pre-Requisites) for every class being offered within their college.

* Unit Load (allowing students to take more than 18 hours)

* The student appointment time may be possible for certain staff within the student® college office.

Departments will have the ability to override the following:
e (Class Limit (Full Class) for every class being offered by their department.
* Requisite (Pre-Requisites) for every class being offered by their department.

To Override a student into a class, simply click on the appropriate field before clicking the submit button on either the
Enrollment Request page or Quick Enrollment Page.

Additional ™ Appointment ™ Career V¥ Class Limit ™ Class Links
Overrides [ Requisites ™ Sewice Indicator ™ Time Conflict ™ Unit Load
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BOWLING GREEN STATE UNIVERSITY

Overriding a Student Into a Full Class

Student Records and Enroliment> Enroll Students> Enroliment Request

To Add a Course:

Enrollment Request Step 1 - Select the ADD a NEW
VALUE tab.

{ Fi isting Value ' Add a New Val

{ Find an Existing Value } a New Value w Step 2 - Enter the STUDENT ID
in the ID field.

ID: sr3731| Step 2

Step 3 - Enter the ACADEMIC
CAREER to which this class will be
associated. The only valid values
for BGSU are @WGRDCfor
undergraduate and GRADCor
graduate.

Academic Career: |UGRE Q™ p3
Academic Insﬁtution:|BGsu|\ € Step 4

Term: |2095 Q

Add

Step 4 - Enter the ACAD!EMIC
Find an Existing Value | Add a New Value INSTITUTION value of BGSUN'.

Step 5 - Enter the TERM to which
this class is being added.

Step 6 - Press the ADD BUTTON

Add I
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BOWLING GREEN STATE UNIVERSITY

Enroliment Request

SRE8731 Winifred Waggs Bowling Green State University
Undergraduate College of Arts and Sciences Summer Semester 2009
Enroliment Request ID: 0000000000 Status: Pending Submit |
User ID: LWAGGON Operator Enrollment Access

First 1of 1 Last
=

Enroliment Request Details

Sequence Nbr: 1 Pending

*Action: I Enroll ﬂ
[ override Action Date
I Wait List Okay

Class Nbr: I Q

Step 1 - Select
the ACTION of
ENROLL

Step 2 - Enter the CLASS Nbr of the

Related Class 1: |  Q section. If you do not have the Class
Related Class 2 | @ Number, Click on the Looking Glass

. — Icon to be taken to the Schedule of
Start Date: Classes search.

Instructor ID: I

Transcript Note

Override
[ Grading Basis: I Q Grade Input: I Q

r Units Taken: | 0.00 Course Count: |

[~ Designation: I Q
I Take Requirement Designation RD Grade: I |
r Permission Nbr: I

Additional ™ Appointment " career ™ Class Limit [” Class Links
Overrides ™ Requisites [ Sewvice Indicator [ Time Conflict ™ Unit Load

Drop This Class if Enrolled: | Q

~ Error Messages

Message Sequence: Severity: Last Update DateTime:

Student Appointments Study List ~ Term History
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Enrollment Request

Search for Classes

Select at least 2 search criteria. Click Search to view your search results.

Class Search Criteria

1]

In}

Step 3 b Enter
the SUBJECT
associated with
the course and
any other class
information

Course Subject

select subject I ’rmwdies

=

Course Number Iis exactly

Course Career

=

assEs Only

|Undergraduate

" Show Open Classes Only
™ Show Open Entry/Exit Cl

Step 4 B Uncheck the
(show Open Classes OnlyO
to view Full Classes.

Use Additionzal Search Criteria to narrow your search results.

D Additional Search Criteria

LEAR CRITERIA SEARCH l @

Press SEARCH BUTTON.

Step 5 D Press the
SEARCH Button
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Enrollment Request

Class Search Results

When available, click view All Sections to see all sections of the course.

m

The following classes match your search criteria Course Su
Studies, Course Career: Undergraduate, Show Open Cla

CLOSE I START A NEW SE,-'-‘RCFI

Full Classes with No Wait
List has a Status of
Closed (Blue Box).
Classes that are full, but
have a Wait List, will
have a status of Wait List
(Yellow Triangle).

v WS 2000 - Introduction to Women's Studies: Perspectives on Gender, Class and

Ethnicity

View All Sections

Section 1001-LEC(41501)

Status O
Session Six Wk 1

First 1-3 of 4 O Last

b m

Days & Times Room Instructor Meeting Dates
TEBA TEBA Opportune Zongo IS,v"lS,/ZOOQ - 6/26/2008
Section 1002-LEC(41503) Status ()
Session Six Wk 1 CLASS BUTTON
Days & Times Room Instructor o classl
N . - associated
;1.01.1.5”;”:1&111 SOl ‘TEA Roszlind Sibielski

Step 6 D Press the SELECT

with the class section you
wish to add.
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Enroliment Request

SR8731 Winifred Waggs

Undergraduate College of Arts and Sciences

Bowling Green State University

Summer Semester 2009

Enroliment RequestID: 0000000000
User ID: LWAGGON

Enroliment Request Details

Sequence Nbr: 1 Fenaing
*Action: I Enroll LI

™ Override Action Date
™ wait List Okay

Status: ending

Operator Enrollment Access

Submit |

Find | View Al Step 7 D Press the

SUBMIT BUTTON

Action Reason: I Q Submit |

Action Date: |

Class Nbr: [41501Q WomenSt 2000

Six Week - First

Related Class 1: I Q
Related Class 2: I Q
Instructor ID: I

1001 Lecture

Intro Women's Studies

Undergraduate

Transcript Note

Override
I~ Grading Basis: IGRD Q' Graded

= Units Taken: I 3.00
= Designation: I

™ Take Requirement Designation

r Permission Nbr: I

Course Count: | 1.00

Additional ™ Appointment " Career
Overrides ™ Requisites ™ Semice Indicator

" Class Limit
™ Time Conflict

" Class Links
™ Unit Load
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BOWLING GREEN STATE UNIVERSITY

The following Error Message is received when you try to add a Full Class

Enroliment Request

SR8731 Winifred Waggs Bowling Green State University
Undergraduate College of Arts and Sciences Summer Semester 2009
Enrollment RequestID: 0001302559 Status: Errors Found ﬂ,
User ID: LWAGGON Operator Enrollment Access
Enroliment Request Details Find|ViewAll  First ] 1 or4 [*] Last
Sequence Nbr: 1 Errors =
*Action: | Enroll ﬂ Action Reason: I Q
I— Override Action Date Action Date: I
™ wait List Okay
Class Nbr: I"”SU1 Q Women St 2000 1001 Lecture Intro Women's Studies
Six Week - First Undergraduate

Related Class 1: l_ Q
Related Class 2: l_ Q
Start Date: I El
Instructor ID: I

Transcript Note

Override
= Grading Basis: IGRD Q' Graded
= Units Taken: 3.00 Course Count: | 1.00

= Designation: I

™ Take Requirement Designation

r Permission Nbr: I

+ Additional ™ Appointment " Career " Class Limit " Class Links
Overrides [ Requisites I Service Indicator I Time Conflict I Unit Load

~ Error Messages

Message Sequence: 1 Severity:  Error Last Update DateTime: 01/10/09 4:30:52PI

Not Enrolled, Class 41501 Full. (14640,7)
The requested enrollment add was not processed. The enrollment limit for the specified class has been reached.

s

If available, choose the Waitlist Ok option and resubmit the request.

Student Appointments Study List Term History

BG@100 Campus Solutions Business Process Training Documentation Page 8 of 14
Prepared: Modeling, Testing, and Training




SU Overriding Classes

BOWLING GREEN STATE UNIVERSITY

To override a student into a Full Class, simply click on the Class Limit field and resubmit your request using the

Submit
Submit Button —I at the top of the page.

Additional ™ Appointment [ Career IV Class Limit " Class Links
I Unit Load

Overrides " Requisites ™ Service Indicator [

Once processed, verify that the Status of the class indicates Success.

Enroliment Request
SR8731 Winifred Waggs Bowling Green State University
Undergraduate College of Arts and Sciences Summer Semester 2009
Enrollment Request ID: 0001302559 ﬂ'
User ID: LWAGGON 9]
Enroliment Request Details ind]ViewAll  First Kl 2 052 ] | ast
Sequence Nbr: 2 Success E
*Action: I Enroll LI Action Reason:l
™ Override Action Date
™ wait List Okay
Class Nbr: I*‘ 1501 Q Women St 2000 1001 Lecture Intro Women's Studies
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BOWLING GREEN STATE UNIVERSITY

The other most common Error messages that may be encountered include:

Requisite

v Error Messages

Message Sequence: 1 Severity:  Error Last Update DateTime: 01/11/09 9:51:57A
Requisites not met for Class, not enrolled. (14640,18)

Requirements have not been metto enroll in the specified class. The enroliment transaction was not processed.

To override the requisite (Pre-Requisite or Co-Requisite), simply click on the Requisite Field and resubmit your

. . Submit
request using the Submit Button at the top of the page.

Additional ot ™ Career I Class Limit ™ Class Links
Overrides ¥ Requisites I Senice Indicator I Time Conflict I Unit Load

Unit Load

v Error Messages

Message Sequence: 1 Severity:  Error Last Update DateTime: 01/11/09 9:58:19A1
Maximum term Unit Load exceeded. (14640,30)

Add transaction not processed. The maximum term unit load would be exceeded.

If Colleges allow a student to take more then 18 hours in any given term, they may override unit load by simply

Submit
clicking on the Unit Load Field and resubmit their request using the Submit Button —I at the top of the
page.

Additional " Appointment " Career " Class Limit ass LM
Overrides " Requisites ™ Service Indicator ™ Time Conflict W Unit Load

Time Conflicts
Overriding a Time Conflict can only be processed at the Registration and Records office after the student has received
permission from both Instructors. A Schedule Change Form is required with the appropriate signatures.

v Error Messages

Message Sequence: 1 Severity:  Error Last Update DateTime: 01/11/09 9:56:48AM
Time Scheduling Conflict for class 41614 and 41136, not enrolled. (14640,17)

A scheduling conflict exists with a currently enrolled class. Select another class, or override the time conflict.
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BOWLING GREEN STATE UNIVERSITY

Required Related Class

~ Error Messages
Message Sequence: 1 Severity:  Error Last Update DateTime: 01/19/09 2:16:14PI
ARequired Related Class (component CEX) must also he Selected. (14640,88)

There is an additional component required for enrollment that is missing.

If departments create a class with multiple components (Lecture, Lab, etc.) and are allowing the student to determine
which sections of each component they wish to enroll in, an error message will be given that an additional
component(s) are required before enrolling in the class.

Enrollment Request

SR9026 Kate Waggs Bowling Green State University
Undergraduate Guest Student Summer Semester 2009
Enroliment RequestID: 0001318760 Status: Errors Found ﬂ,
UserID: LWAGGON Operator Enrollment Access
Enrollment Request Details Find | View All  First [*] 1 of1 [*] Last

Sequence Nbr: 1 Errors =

*action: | Enroll =l Action Roasos | Q Step 1 - Attempted to add the

I™ override Action Date ActionDate: | | Lecture component of ACCT 2210

I Wait List Okay gnq regelved an error' message
indicating that a required
‘ component is missing (Common
Class Nbr: |~‘1711 Q Accounting 2210 1002 Lecture ct & Bus Concepts | P g (
Exam). (See error message
Eight Week Summer 2tz Tate

= above)

Related Class 1:

Rela

Start Date: | el
Instructor ID: I

\Step 2 D Select the Related Class 1
icon to see which component is [Q
required for the class.

Look Up Related Class 1

Step 3 D Select the Common Exam
Cancel | section that is required to be added in
order for the student to take the class.

Search Results

Academic Institution Term Class Nbr Related Class Nbr Subject Area Catalog Nbr Session Course C_ ponent Class Section
BGSUN 2095 41711 41712 ACCT 2210 Eight Wk Com Exam 1003
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Enrollment Request

Bowling G

Summer Semester 2009

reen State University

Pending

Operator Enrollment Access

SR9026 Kate Waggs
Undergraduate Guest Student
Enroliment RequestID: 0001318760 Status:
UserID: LWAGGON
Enroliment Request Details
Sequence Nbr: 1 Pending
*Action: [Enroll =

™ Override Action Date
™ wait List Okay

Action Dg

Action Reason: I Q

Find | View All

Submit I

First (4] 1 or 1 [*] Last
=+ [=]

/

Class Nbr: |41711 Q

2210
Eight Week Syr

[¢1712

Accounting
Undergraduate

Related Class 1: 1003 Com Exam

Acct & Bus Concepts |

Related Class 2:
Start Date:

Instructor ID:

[ a
[
——

Step 4 D Both the Lecture and
Common Exam section must be
selected prior to clicking on the Submit
Button. Departments may have up to
two related Classes in order for the
student to add the class.

- fedbiod
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BOWLING GREEN STATE UNIVERSITY

Service Indicators
Students who have a Negative Service Indicator (Hold) will not be able to register for classes until the office that

placed the Service Indicator removes it. Click on the @ to determine what office placed the hold. Overriding a
service indicator is not permitted.

Enroliment Request \
SR9001 Benjamin Waaggs Bowling Green State University

Undergraduate College of Technology Summer Semester 2009
Enrollment RequestID: 0001302565 Status: Errors Found Submit |
User ID: LWAGGON Operator Enrollment Access
Find | View All First 10f1 Last
Sequence Nbr: 1 Errors =]
*Action: | Drop =l Action Reason: I Q
I Override Action Date Action Date: |
™ wait List Okay

Message received if adding a class:
Message Sequence: 1 Severity:  Error Last Update DateTime: 01/11/09 10:05:024M
Hold on record, Add not processed. (14640,87)

There is 3 hold on this record, preventing the add from heing processed. The hold must be removed to process the add transaction.

Message received if attempting to drop a class:
Message Sequence: 1 Severity:  Error Last Update DateTime: 01/11/09 10:05:43AM
Unahle to process Drop, Hold on this record (14640,157)

There is a hold on this record. To process the drop, the hold must be removed, or service indicators must be overridden.
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BOWLING GREEN STATE UNIVERSITY

Appointment Time

Students are assigned an appointment time for Continuing Student Registration. Students may begin to access the

registration system at this time. If you attempt to register the student prior to this time, the following error message
is received.

v Error Messages

Message Sequence: 1 Severity:  Error Last Update DateTime: 01/11/09 10:20:51AM
No Valid Appointment Found And Open Enroliment Period Has Not Begun. (14640,79)

The open enrollment period has not begun and no valid enroliment appointment was found. The enroliment request was not
processed.

Student Appointments Study List Term History

Click on the Student Appointments Link to determine the date and time the student may begin to register for classes.

A complete list of Enrollment Request messages can be found at the end of the Enrolling Students manual.
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