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Objectives 
 
 
 

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

Overview 
 
 
 
Processing Overrides 
 
I f the user has proper access, overriding a student into a class is possible.   
 
Colleges will have the ability to override the following: 
 

• 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 studentÕs college office.   

 
Departments will have the ability to override the following: 

• 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. 
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Process Steps 
 
 
Overriding a Student Into a Full Class 
 
 
Student Records and Enrollment> Enroll Students> Enrollment Request 
 
To Add a Course: 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 

Step 1 

Step 2 

Step 3 

Step 4 

Step 5 

Step 6 

 Step 1 - Select the ADD a NEW 
VALUE tab. 
 
Step 2 - Enter the STUDENT ID 
in the ID field. 
 
Step 3 - Enter the ACADEMIC 
CAREER to which this class will be 
associated.  The only valid values 
for BGSU are ÔUGRDÕ for 
undergraduate and ÔGRADÕ for 
graduate. 
 
Step 4 - Enter the ACADEMIC 
INSTITUTION value of ÔBGSUN’. 
 
Step 5 - Enter the TERM to which 
this class is being added. 
 
Step 6 - Press the ADD BUTTON  
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Step 1 

Step 2 

 

Step 1 - Select 
the ACTION of 
ENROLL 

 

Step 2 - Enter the CLASS Nbr of the 
section.  I f you do not have the Class 
Number, Click on the Looking Glass 
Icon to be taken to the Schedule of 
Classes search. 
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Press SEARCH BUTTON. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 3 

Step 4 

 

Step 5 

Step 3 Ð Enter 
the SUBJECT 
associated with 
the course and 
any other class 
information 
available. 

Step 4 Ð Uncheck the 
ÒShow Open Classes OnlyÓ 
to view Full Classes.  
 

 

Step 5 Ð Press the 
SEARCH Button 
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Step 6 

 

Step 6 Ð Press the SELECT 
CLASS BUTTON 

associated 
with the class section you 
wish to add. 
 

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). 
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Step 7 

 

Step 7 Ð Press the 
SUBMIT BUTTON 
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The following Error Message is received when you try to add a Full Class 
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To override a student into a Full Class, simply click on the Class Limit field and resubmit your request using the 

Submit Button   at the top of the page. 
 

 
 
 
 
 
Once processed, verify that the Status of the class indicates Success. 
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The other most common Error messages that may be encountered include: 
 
 
Requisite 
 

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

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

 
 
 
 

Unit Load 

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

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

 
 
 
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. 
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Required Related Class 
 

 
 
I f 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. 
 
 

 
 
 
 
 

 
 
 
 

Step 1 - Attempted to add the 
Lecture component of ACCT 2210 
and received an error message 
indicating that a required 
component is missing (Common 
Exam).  (See error message 
above) 

Step 2 Ð Select the Related Class 1 
icon to see which component is 
required for the class. 

Step 3 Ð Select the Common Exam 
section that is required to be added in 
order for the student to take the class. 
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Step 4 Ð 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. 
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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. 
 

 
 
Message received if adding a class: 

 
 
Message received if attempting to drop a class: 
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Appointment Time 
 
Students are assigned an appointment time for Continuing Student Registration. Students may begin to access the 
registration system at this time.  I f you attempt to register the student prior to this time, the following error message 
is received. 
 

 
 
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. 
 
 
 

 


