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Adding a Student to a Course

REVISION HISTORY

8/27/2018 Wendy Yu Banner 9 verbiage update

INTRODUCTION AND PURPOSE

A student may enroll for courses during their assigned registration period via R"Web. After their initial enrollment appointment, a
student may make changes to their schedule during open enrollment via R"Web. Please visit the Academic Calendar online at
www.registrar.ucr.edu for dates.

Undergraduate students may continue to make changes to their class schedule after R"Web closes by completing an online Enrollment
Adjustment Form (EAF) available at MyForms.ucr.edu. Graduate Students seeking to make changes to their enrollment after R"'Web
closes may obtain a paper EAF from their department’s graduate program coordinator.

The EAF is utilized to add or drop a course(s) and/or change the grading basis, or unit value, of a course(s). Please note, once the EAF
becomes available the Office of the Registrar will make changes to a student’s enrollment when an EAF is received on a student’s
behalf. Please visit the Academic Calendar to determine when the EAF requires a $4.00 processing fee.

This guide will demonstrate the following procedures when adding a student to a course(s) while enrollment is open via R"Web:

e Adding a Student to a Course If the CRN Is Known
e Adding a Student to a Course If the CRN Is Not Known
e Adding Linked Courses

e |f Subject, Course Number, and Section Are Known but the CRN Is Unknown

e |f Only Subject and Course Numbers Are Known
e View the Student Schedule with Days and Times Listed

RELATED POLICIES, REGULATIONS, GUIDING PRINCIPLES, AND COMMON PRACTICES

All enrollment adjustments after open enrollment are completed by the Registrar’s Office.

A student may add a course up to the Friday of the second week of instruction. With the approval of the instructor and advisor, a
student may also add a course through the Thursday of the third full week of instruction.

A course dropped after Friday of the second week of instruction will remain as a permanent transcript entry showing course number
and title, with a transcript symbol of W, signifying withdrawal, entered in the grade column.
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Adding a Student to a Course

IMPACTED DEPARTMENTS, UNITS, PROGRAMS, AND CENTERS

s wnN e

College Offices
Academic Departments (Enrollment Managers)
Registrar’s Office

Graduate Division of Academic Affairs

BEFORE YOU BEGIN

If this is the first time you are reviewing this procedure, go to R” Space and select the Banner Training icon in order to follow along and
practice. Please submit a ticket if you have trouble accessing Banner Training.

PAGES

The pages listed below are covered in this training.

page | page Name Descrpton |

SFAREGS Student Course Registration Used to add, drop, or withdraw a student from a course or courses.
SFQSECM Registration Section Query Form Shows information pertinent to the registration of a section.
SFAREGQ Registration Query Form Provides an online view of a student’s schedule.
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NOTES

1. SOADEST Screen: Appears the first time you go to SFAREGS, each time you log into Banner.
a. Simply exit to close it.

| x Student System Distribution Initialization SOADEST 9.3 (PPRDXE)

ADD [ RETRIEVE g% RELATE
~ DISTRIBUTION PARAMETERS insert @ Delete "mCopy | Y. Filter

=] Enroliments | =]
Invoices [ |]
|

‘ Schedules I

Compliance | =

‘ | Transcripts ‘

PROCEDURES

1. Go to SFAREGS.
2. Enter the Term and SID. Click Go.

a.  Note: If the student has a hold, you will receive an error message and the student will have to resolve the hold
before you can register the student.
3. Next Section (alt+page up) twice so that your cursor is in the Course Information block.
a. Note: If you receive a message that enrollment status prohibits registration, ensure that the Status in the
Enrollment Information box is EL (Eligible to Register). If the value is not EL, the student has cancelled or withdrawn.
4. Navigate to the first blank CRN field. The CRN (Course Reference Number) is the unique 5-digit call number for the course,
the Subject and Course numbers are each 3-5 characters, and the Section is a 3-digit number that differentiates multiple
sections of the same course.
a. Proceed to the next section if you know the CRN: “Adding a Student to a Course if a CRN is Known”
b.  Skip to the section “Adding a Student to a Course If the CRN Is Not Known” if you don’t know the CRN.

Previous Section (Alt+Page Up) Next Section (Alt+Page Down)

+ iludent Gourse Registration SFAREGS ! 13.5 (PPRDXE) ap B remieve  Sinmaten ¥ To0Ls

Date: 06/21/2018 Holds: View Current/Active Curricula: Print Bill: Print Schedule:

[Tl StudentTerm  Cumicula Sl el e S
7 ENROLLMENT INFORMATION & insert @ Dolete opy | ¥ Fits
‘ it = i
Status* |EL - | Eligible to Register Status Date  06/21/2018 Minimum * | 0.000|...| Source
Reason | | [[] Delete Al CRNs Maximum = | 12.000 -] Source MHRS

Process Block Acceptance O Confirmed @ None Accepted
|

EECOURSEINEORMATION

|
| Section Detail || View Detailed Results |
—

CRN Subject * Course * Section * Grade Mode * Credit Hours *  Bill Hours * | Attempted Hours Time Status Hours Status * Level * ApprRecd  Querride Part of Term Method of Instruction Campus
T Error Flag
Status Type
‘ . Per Page Record 1of 1
" ENROLLMENT TOTALS B nsett_Boskes " Gopy | ¥ Fiter |
Fees* [ - Immediate assessment [~] Date |06/21/2018
Credit Hours Bill Hours
CEU Hours

ADDING A STUDENT TO A COURSE IF THE CRN IS KNOWN
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Enter the CRN for the course.
Press Tab.
a. The Grade Mode (GM) will default as approved for the course.
b. The student can change the GM once the EAF is available. Please visit the Academic Calendar online for additional
details.
c. Verify the Credit Hours and the Bill Hours match.
3. Ifitis avariable unit course, enter the same number of units under Credit Hours and Bill Hours.
4,  “RE"” will automatically populate in the Status field. Please Note: The “RE” is a code that signifies the student was registered
by staff and should always be used when you are enrolling a student.

5. To add an additional course, select Insert for a new course information row.

X Siudent Course Registration SFAREGS 9.3 5 (PPRDXE)

B a0 B remeve Sraamn $fToos

Term: 201830 1D: § Date: 08/21/2018 Holds: View Current/Active Curricula: Print Bill: +  Print Schedule: v

Registration A I e
E ENROLLMENT INFORMATION &R inseri Delete " Copy | Y.
| Status* [EL__ |...| Eligible to Register Status Date  06/21/2018 Minmum* [ 0.000]~] Sourc
Reason | | [[] Delete All CRNs Maximum* [ 12000]..| Source h
Process Block Acceptance () Confirmed (@) None Accepted
. »
|+ COURSE INFORMATION Delste T Copy | . Fiter |
| Section Detail || View Detailed Results |
CRN Subject* | Course* Section®  GradeMode*  CreditHours* |Bill Hours* | Attempted Hours  Time Status Hours Status * Level + ApprRecd  |Override Part of Term Method of Instruction  Campus
70238 BPSC on A1 L 4000 4,000 4,000 4000 RE v 1l IS0 0 )
70237 BPSC 011 A21 L 0.000 1 0.000 0.000 0.000 RE _U ] i _S‘JZ | C
Error Flag
Status Type
Record 1 of 2 |
I ENROLLMENT TOTALS Einsert B Delete " Copy . Fiter |

Fees * [¥ - Immediate assessment ~| Date | 06/2172016

Credit Hours

Bill Hours 4.000
CEU Hours 0.000

6. Repeat steps 1-4 if the student must be concurrently enrolled in linked courses such as a discussion or lab.
7. Save twice.

a. The page will refresh and these confirmation dialogs will appear, indicating you have successfully adjusted the
student’s record.

x Student Gourse Registration SFAREGS 9.3.5 (PPRDXE) ADD B RETRIEVE  J% RELATED

Term: (201830 ID: @ Fee Assessment procassed
Date: [06/21/2018 =] Holds: |

SirevimrE Tl T e m e e,
View CurrentActive: || Print Bill: return to ID.

Curricula

#f TooLs

Print Schedule:

|_Time Status Information |

Get Started: Fill out the fields above and press Go.

Save once more.

x Siudent Gourse Registration SFAREGS 9.3.5 (PPRDXE) B ann B orroewe § DEl ATEN lgt Tho e

Term: (201830 .
Date: [06/21/2018 m| Holds: |

View CurrentActive: || PrintBill: ||
Curricula

@ Saved successfully (2 rows saved)

Print Schedule:

|_Time Status Information |

Get Started: Fill out the fields above and press Go.
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ADDING A STUDENT TO A COURSE IF THE CRN IS NOT KNOWN

1. Select the look-up button next to CRN to

X  Student Course Registralion SFAREGS 9.3 5 (PPRDXE)
Term: 201830 ID:_ Date: 06/21/2018 Holds:

Registration Student Term
~ ENROLLMENT INFORMATION

Status * || EL | Eligible to Register
Reason | |

Process Block

Curricula Study Paih Thr

‘

View Current/Active Curricula:

perform a query.

B ap B remeve  gSireaten  #FTools

Print Bill: Print Schedule: |+

&3 Inser
Status Date 06212018 Minimum * | 0.000| | Source
["] Delete All CRNs Maximum * | 12.000].-- | Source MHRS

Acceptance O Confirmed @None Accepted

- ;SOURSEINFDRMA'HON & insert @ Delete  "m Copy ‘iF—me{
Section Detail || View Detailed Results |
CRN a [JSubject = Course = Section * Grade Mode * Credit Hours * Bill Hours * | Attempted Hours Time Status Hours Status * Level * Appr Recd Override Part of Term Method of Instruction Campus
= n
Emor Flag
Status Type
Record 1 of 1
~ ENROLLMENT TOTALS 3 =7 B Fu Copy 37 ter |
Fees* |Y - Immediate assessment ‘ -] Date 062172018
Credit Hours Bill Hours
CEU Hours
2. When the Option List dialog box appears, select “Search for Sections”.
urs * ) _ *
Option List x
Search for Sections
View Section Information
View Detailed Resulis L
B2 1/20

Enter any fields which you would like to use to find sections such as Subject, Course, and Section. Select Add Another Field

3. The Registration Section Query (SFQSECM) opens.
to search by preferred search method. It is possible to search multiple fields.
5. Execute the Query (F8) or Press Go. The

results will display.
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Note: If the student is already enrolled in a course(s), their schedule will appear at the bottom under the Student Schedule section.

@ Eroer aqusry; procs Fil o eweate.

1| [aca another Fia T

Mon Tee Wed The |FH (5mt sun  BegmTime End Time Time Contict  Link | CromiimGroup | Campuy | _s'oumm Bioek indieater
06 S0 Besc o1t A0t » = e = e B R fo0a [€] © e A RE
LU FECA i BPSC 011 AZ1 3 o 1010 1100 )] < ois A RE
i [THI%] Par P Frecord 10f 2
6. Press Filter Again to do another search.
7. Navigate through until you arrive to your desired course and select the CRN.
a. This form will only let you bring back one class at a time to SFAREGS, so you need to make note of the CRNs that
have a linked section. Once you have returned to SFAREGS, you can enter the linked CRNs manually or search again
for those sections.
x Registration Seclion Query SFQSECM 9.3 (PPRDXE)
~ REGISTRATION SECTION QUERY
!sen.ion | Available Seats | Waitiist |Hcm ‘Tlle ‘mn (Thu |Fi sat |Sun |Begin Time iEm Time Il.ink icrmlin Group
[ozm | BMSC 290 2B 12 T imEmEnfEnfEinfEn]En] c i
70230 | S04 BMSC 1970 82 0, 0 H : i G LAB
70231 ;S20 BMSC 229 1001 30; 0 RE c LEC
70232 :S20 BMSC 229 1002 30 0 D1 c Dis
70233 :S20 BMSC 229 1003 30: 0: B1 c LAB
70235 S04 BMSC 290 1328 0: 0 { i { i c RES
70236 502 BPSC D1t g 40 0 10810 1000 H L c LEC
70237 | S02 BPSC 011 A2 40 0 : 1010 1100 : D1 5 DIS
- 5
¢ 4 ot 10 v | Pat Page Record 1 of 8
~ STUDENT SCHEDULE &3 Insert EDEJaLe P Copy | V. Fiter
CRN | Part of Term }s.mm | Course }smim | Available Seats ‘wmt ‘lﬁ\m iTm ‘wm |Thu i |Sat Sun  BeginTime {Emnime | Error ELiuk 1Crm|iltl3mnp ‘c:-npm |Schedule | Section Status ‘Blmilndi
IR TNST TSI VST TANT e )
g — ] ,
1lof1 10 || PerPage . Recurdiofi-
8. After selecting a CRN, you will automatically be routed to SFAREGS and the course information will auto populate. Verify
the Credit Hours and the Bill Hours match.
9. [Ifitis avariable unit course, enter the same number of units under Credit Hours and Bill Hours.
v COURSE INFORMATION Einsert B Delete "mCopy T Filter

[ Section Detail ][ View Detailed Resutts |

CRN i Subject * i(.‘o\ll!e 25 | Section * ‘Gmde Mode * iCu‘(ﬂl Hours * Bill Hours * Attempted Hours Time Status Hours Status * ‘ Level * ‘Aw( Recd |0VE“’ide i Part of Term Method of Instruction Campus
70236 BPSC o1 LAD1 L 4.000 4000 4000 4000 RE u m 502 I c
70237 “BPSC 011 21 L 0.000 o000’ 0.000 0.000 RE o = = 802 1 c

Emor Flag  In Progress

Status Type  In Progress

10 ¥ | Per Page Record 2 of 2
= L
+ ENROLLMENT TOTALS insen @ Delere  mCopy | Y, Fitter
Fees* |Y - Immediate assessment ‘ = ] Date | 08212018
Credit Hours Bill Hours

CEU Hours
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Adding a Student to a Course

10. Save twice.

a. The page will refresh and these confirmation dialogs will appear, indicating you have successfully adjusted the

student’s record.

X Student Gourse Registration SFAREGS 9.3.5 (PPRDXE) ApD [ RETRIEVE SR RELATED K Tools [

Date: [06/21/2018 Holds: |

St e Bt e s, e
View CurrentActive: | |

Print Bill: return to 1D,
Curricula
Print Schedule:
| Time Status Information |
Get Started: Fill out the fields above and press Go.
ADD B RETRIEVE g% RELATED % ToOLS 1

istoph o Saved successfully (2 rows zaved)

ADDING LINKED COURSES

An error message will appear informing the user the course requires additional enrollment in a linked course(s) (i.e. lab or
discussion).

Navigate to the highlighted course. The error message describes the error and, if applicable, the additional action needed to
complete registration. Use your mouse to click and drag to the right to read the whole message.

x

Student Gourse Registration SFAREGS 9.3 .5 (PPRDXE)

Bap Bremeve JSireiaen  $fTo0Ls
Term: 201830 1D}

D. Date: 06/21/2018 Holds:

View Current/Active Curricula: Print Bill: Print Schedule: v

@) Student schedule has errors. Corract or delste to continue

Regisiration ‘Student Term Curricula Sty Path Time Status
' ENRULLMENT]NFORMATIDN __::_'Ef _:= Delete _i'. :,L_ f ter |
Status * |EL—\ Eligible to Register Status Date  06/21/2018 Minimum * \jlz| Source MHRS
Reason |"7\ ["] Delete All CRNS Waximum * ‘W| Source MHRS
Process Block acceptance () Confirmed  (8) None Acceptad
4 »
-' COURSE INFORMATION :Eﬂseﬂ =- Delste g ﬁ Cc_py_ ?. Filter |
| Section Detail || View Detailed Results | ‘
CRN Subject * Course * Section * Message rade Mode * Credit Hours * Bill Hours = Attempted Hours Time Status Hours Status * Level * Appr Recd | Override | Part of Ter,
BPSC o1 A1 ADDITIONAL ACTIVITY NEEDED - This cour... 4000 2000 2000 4000 RE U m sz
] »
EmorFlag  Fatal error

Status Type  In Progress Message ADDITIONAL ACTIVITY NEEDED - This course requires enroliment in multipl

Record 1 of 1

| ENROLLMENT TOTALS

Fees* |Y - Immediaie assessment ‘ b \ Date | 06/21/2018
Credit Hours Bill Hours
CEU Hours
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Navigate through until you arrive to your desired course and select the CRN.
Insert a row and add the corresponding CRN for course that needs addition courses
Save twice.

o vk W

Once saved, you should get a message stating the student is registered for the course

ADD B ReTRIEVE S RELATED 3% ToOLS 2

Student registered. Press save or Print Bill to submit print jobs,
in: = rollback to retumn to ID.
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IF SUBJECT, COURSE NUMBER, AND SECTION ARE KNOWN, BUT THE CRN IS UNKNOWN

1.

~ COURSE INFORMATION

| Section Detail || View Detailed Results |
CRN Subject * Course * Section *
BPSC o o

2.

Emor Flag  In Progress

Status Type  In Progress

Grade Mode * Credit Hours *

Bill Hours *

Attempted Hours

Time Status Hours Status *

Press Tab until the rest of the information will populate.

a. Verify the Credit Hours and the Bill Hours match.

~ COURSE INFORMATION

Navigate to the first blank CRN field and enter the subject, course number, and section number.

ESinset B Dsiste "W Copy | Y. Filter

Level = ApprRecd  Override Part of Term

O

Method of Instruction Campus.

Record 1of 1

ERinsert BDekete  mCopy | V. Fiter |

| Section Detail || View Detailed Results |
CRN Subject * Course * Section * Grade Mode * | Credit Hours * | Bill Hours * | Attempted Hours Time Status Hours Status * Level * ApprRecd | Override Part of Term Method of Instruction Campus
70236 BPSC 011 A1 & 4.000 4.000 4.000 4000 RE T | o 802 I &

Ermor Flag I Progress

3.

Status Type  In Progress

Save twice.

Record 1 of 1
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IF ONLY SUBJECT AND COURSE NUMBERS ARE KNOWN

1. Navigate to the first blank CRN field and enter the subject and course number.
2. Select one of the look-up buttons below Subject, Course, or Section.

¥ COURSE INFORMATION

insert [ Dslete "mCopy . Filter
==
[ section Detail | view Detailed Results |
CRN |subject*  |Course* | Section* |Gmde Mode®  |CreditHours®  Bill Hours * |Attempted Hours  Time Status Hours Status * } Level * |ApprRecd |Ovemide  PartofTerm  Method of Instruction Campus
IS e O
e————
EmorFlag  In Progress
Status Type  In Progress
Per Page Record 1 of 1

3. You will be routed to SFQSECM.

a. The subject and the course information is transferred in from SFAREGS.

Registration Secfion Query SFQSECM 9.3 (PPRDXE)

A0 B RETRIEVE

Clear All | Go
~ STUDENT SCHEDULE nsert [ Deletz. ¥ Copy | ¥ Fiter
CRN Part of Term | Subject ‘Cuurse ‘ Section |A|lmh!ﬂe Seats Waitlist |H¢x| |Tue |Wed ‘Thu ‘Fri ‘ Sat ‘ Sun ‘Begin Time iEnd Time |Errur iLiﬂk %C\mslill Group iCaIlplss Schedule Section Status Blocik Ing
1 = S E D o 3

1] af 1 10 v | Per Page Record 1 of 1

4. Execute the Query, or search by clicking Go.
5. Navigate through until you arrive to your desired course and select the CRN.

Note: This page will only let you bring back one class at a time to SFAREGS, so you need to make note of the CRNs

that have a linked section and enter the CRNs manually once you have returned to SFAREGS, or search again for
those sections.

6. You will automatically be routed to SFAREGS and the course information will auto populate.
a. Verify the Credit Hours and the Bill Hours match.

~ COURSE INFORMATION

insert @ Dslste  "mcopy | Y. Fiter
[_Section Detail_| [_View Detailed Resulls_|
CRN |snmgec|~ |cours=’ | section = iGmnemme' Credit Hours * |B|ﬂliours‘ |Aﬂemmmﬂnnm |T|mesmmshnurs |Slxms" |L=ve1 ‘Awﬂem |c.|vm-ine ‘Panﬂﬂ'erm | Metnod of Instruction }mmpus
70236 BRSC on Aot L 4000 1000 4000 4000 RE B = s02 i c
Error Flag  In Progress
Status Type  In Progress
v | PerPage Record 1 of 1

7. Save twice.
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VIEW THE STUDENT SCHEDULE WITH DAYS AND TIMES LISTED

1. Go to SFAREGQ to see the days and times for the student’s enrolled courses.

2. Check to make sure the Key Block Term and Student ID number are correct.
3. Press Go.

x Registration Query SFAREGQ 9.3 (PPRDXE) AD B RETREVE Z%RELATED % ToOLS
Term: (201830 R From: ] [ 6o ]
Date
Get Started: Fill cut the fields above and press Go.

4.  When the schedule appears, use the scroll bar to view all enrolled courses.

x Registration Query SFAREGQ 9.3 (PPRDXE)

Term: 201830 Registration From Date:  Registration To Date:  1D: _
[~ REGISTRATION QUERY

Term CRN Subject Course

PBan Bremeve  JurEatep #Tools
[Boigan | 70236  BPSC

Section  Regisiration Status

| startover ]
e (B 8 % e |
CEU Cross List Mon Tue Wed Thu Fri Sat Sun Begin Time End Time Part of Term Campus  Start Date lnsn'u;:tiunatl%
01 At RE I i O O O O osio 1000 502 c 06252018 | \
1204530 _Z0037 __Bpac 041 21 =3 N Ll I} Ll L1 Lz 1] Ll 1010 1100 02 & 0512201 I
[« | I
(B Go-op Education | Total CEU Hours 0.000
| Total Credit Hours 4.000

Record 1 of 2
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