Office of the Registrar

How to add a wait listed class in Banner 9

Log in to Banner 9 Admin Pages.
At the Banner 9 Admin Pages home screen type Student Course Registration or SFAREGS.

Click the X at top left corner to close the Distribution Parameters screen.

x Student System Distribution Initialization SOADEST 973 (PEAN) ADD B rETREVE o AT
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Transcripts |

Enter the following information in the search screen:
a. Registration term code
b. Banner ID

x Studaent Course Registration SEAREGS 9.3 10 [MG:3 1 2] (PBAN) Bao Bremeve MAreaen $Etoms

D:

Date: 0703018 Holds:
View Current/Active: Print Bill: ||
Curricula

Print Schedule: | |_Prnt B

Timae Status Informaton

Click the Go button to find the record (D

Click the Next section button| X [ in the bottom left hand corner of the screen to move to the Course
Information section.
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CEU Hours.
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YOU MAY NOT ADD A COURSE AFTER THE COURSE ADJUSTMENT PERIOD. Please check the
Academic calendar for the last day to add or drop a course for each term.

Click the insert button to add a row if necessary and Enter the course CRN number in the CRN
field.
Use the look up button E| to find a CRN.

~ COURSE INFORMATION Insert [@ Delete g Copy = ¥, Filter
| Section Detail || View Detailed Results |
CRN Subject * Course * Section * Grade Mode = Credit Hours = Bill Hours = Attempted Hours Time Status Hours Status * Level *
< >
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8. Click save. If the course is closed but the wait list is available, the below error will be displayed when you
save. Open — Reserved for Wait List.

* COURSE INFORMATION n Isert . Deicte  Tw Copy |, Filles
Section Datail View Detailed Results
CRN Subject © Course * Section * Message Grade Mode * Credit Hours * Bill Hours * Attempted Hours Time Status Hours Status * Level "
goo1r MIS 2223 o1 5 3.000 3.000 3.000 3000 RwW uG
85025 ECON 2113 003 5 3.000 3.000 3.000 3.000 RwW UG
82865 PSYC 1000 004 8 3.000 3.000 3.000 3000 RW UG
85306 FHIL 1175 010 Open - Reserved for Wait List 5 3.000 3.000 3.000 3.000 B3 paod 11 1=

9. Tab to the Status field and enter WL.

10. Click the Save button 2 times in the bottom right corner of the screen to save the record.
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11. If an add error occurs (pre-requisites, co-requisites, or any other restrictions) an error message will be
displayed and the course WILL NOT BE ADDED to the student record until an override is performed.
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™ ENROLLMENT INFORMATION &3 2 T T
Status * |EL - | Eligible to Rogester Status Date GOS8 Minimum * 0.000|--- | Saurce MHRS
Reason [ Maimmum * 18.000[-] Source MHRS
Process Block Acceptance () Confirmed  (8) None Accepted
™ GOURSE INFORMATION insert BB Deite " Copy Y. Finer
| Secton Detail View Detaied Resulls
| cRM Subject®  Course Section® | Message GradeMode *  CreditHours® | BillHours*  AttemptedHours  Time Status Hours Status Level * ApprRecd  Override
| BZTRO HLTH 1000 03g s 2000 2000 2000 2000 RE uc O
FINA 244 D0 5 a.000 3.000 3.000 uG
HMA 3000 Class Restnction s 3 000 3000 3000 UG
< >

12. To override an add error and allow the registration to be saved. Select Yes from the override column to
allow registration and override the error.

- COURSE INFORMATION Insert @ Delele WgCopy Y Filler
| Section Detsd View Delailed Results
CRN Subject * Course * Section * Message Grade Mode * Credit Hours * Bill Hours ©  Amempted Hours Time Status Hours Status * Level * Appr Recd Overmide
B2TRe HLTH 1000 03a 5 2000 2.000 2000 2000 RE (1<)

| B2460 FiMA 2244 008 s 3.000 3.000 3.000 3000 RE uG )
84555 HikA 3000 801 Class Restriction s 3.000 3,000 3000 3000 RE UG O Yos

13. Click the Save button[F28E 2 times in the bottom right corner of the screen to save the record.

14. A confirmation message will display confirming the record was updated.
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