SFAREGS- Student Course Registration Form

SFAREGS enables you to perform registration transactions. After reviewing this documentation
you will be able to:

e Add a course section to a student’s schedule

e Drop a course section from a student’s schedule

e Adjust a student’s maximum registration hours (Deans only)

Important: SFAREGS is a very powerful form that performs various functions that can change a
student’s charges to their account and affect their financial aid. Change only those fields that are
described in these instructions.

How to Get to and Navigate through Student Course Registration
(SFAREGS)

Step 1: Navigate to SFAREGS in your General Menu
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Step 2: When you open SFAREGS, the form SOADEST will appear. You do not need to select
anything under Distribution Parameters; simply click on the X to exit SOADEST, which

will open SFAREGS.

Distribution Parameters

Schedules: o |
Invoices: =]
Transcripts: *)
Enroliments: hd |
Camplisnce: "]




Step 3: Enter the appropriate term code. For further instruction see “SFAREGQ- Viewing Student
Class Schedules by Term”.

# Student Course Registrat

TIP: You can press the Tab key to navigate

Term: :IE throughout the fields.

Step 4: Next, enter the student’s Banner ID. If you do not know the student’s ID, click on the
Search button (the down arrow to the right of the ID field). For further instruction see “Searching
a Person by ID or Name” tutorial.

Step 5: Once the student information is in the appropriate field, click the Next Block button
to go to Enrollment Information. The Next Block button can be found in the
ribbon menu bar. |

I N

Step 6: If a student has a registration hold he/she is not eligible to register; an error message will be

generated and a “Y” will appear in the Holds field box.

@ *ERROR* Person has holds, cannot register. Press
2 LIST to wiew.

Holds: ¥ / *

To view student holds click the down
arrow.

The student’s “registration” holds are displayed in the Holds Query below.



1D: (000

Hold Details

Hold Type: |EC E‘Insufﬁcienct Grade - ENGL 103 Reason: | oase TMOFFETT =
Amount: From: [27-MAR-2011 [E To: 31-DEC-2099 [E oOrigination Code: =l

Heold Type: |FD Epast Due amt needs Payment, Reason: | [ Release Indicator TMOFFETT

Amount: From: [27-MAR-2011 [H To: 31-DEC-2099 [E origination Code: =]

To get out of the Holds Query screen click the “X” on the Ribbon Menu.

Registration Holds: The following are the various holds a student might have on their record and what
they prohibit the student from doing. If there is a “Y” in the registration column, this hold will prohibit the
student from registering.

.
Fold Description Registratiﬁ . ?nt Transcript | Graduation Grades hu.:c-unts Application | Cempliance
Code Verification Recievable
AE Athletic Equip. Dutstanding ki M N
AT AT needs validating ¥ N N
BD Written off as Bad Debt ¥ ¥ L ¥ ¥ L i N
BS Pleaze visit the Bockstore. i M N
CL In Collections ¥ ¥ Y ¥ Y ¥ ¥ N
co Cash Only. No Checks Y ¥ M N
T Official Coll Transcrpt Needed ¥ ¥ Y Y ¥ ¥
cv Academic Major Discrepancy Y Y M ki
Ds Disciplinary Suspension ¥ M N
EC Insufficienct Grade - ENGL 103 y Y M ki
GR Graduation Req. Incomplate Y Y N ki
HC Plzaze visit the Health Center y ki N
HF Health Farm is missing. y ki N
HT Official HS Transcript Needed. Y Y ¥ N
I F{U E-Card left in CE3 f N N
LY Cutstanding Library Books. Y M N
nl hath Competency Warning 1 ¥ Y M ¥
n2 Math Competency Warning 2 ¥ Y M ki
M3 Math Competency Dismissal ¥ Y M N
MD Missing Documents needed by b ¥ ki
PD Past Due Amt needs Payment. y b y Y M N
PP Defaulted Payment Plan y Y Y M N
PR Perkins Exit Interview Incempl y M N
P5 Plzaze visit Campus Police. ¥ ¥ N
PT Need to pay Parking Ticket. N M N
RC P/U Paper Refund Check in CES. ¥ M N
RP Exceeded Maximum Repeats ¥ Y M N
XE | Converted CES Hold from Legacy ¥ b Y Y Y L ¥ ki
XF Converted Fin Aid from Legacy ¥ M N




Step 7: Proceed to the Enrollment Information block containing areas for “Status” and “Max Hrs.”
These fields are predetermined. If the Enrollment Status is something other than “EL,” the
student is not eligible to register. You should contact Enroliment Services about changing the

status for this student if you need to get him/her registered. Here are the other possible

statuses that a student may have.

Enrollment Information

Status: EL[ Eligible to Register
Reason: LI

Eni‘ollment Status Dates

Description

7]
I

=

A

H

W administratively Withdrawn

]

Eligible to Register

Mo Shiow
S Reinstated

=

=

Withdrawn Stu After Deadline

7]

wWithdrawn Student

Step 8: Changing the Minimum and Maximum Credit Hours (Dean’s only)

The maximum number of credits an undergraduate can take in a semester is 18. The maximum
number of credits a graduate student can take in a semester is nine. A Dean can change the
maximum number of credits allowed in Enroliment Information.

Enrollment Information

Status: ’?BElig\b\e to Register
Reason: ,_E

Hours Source Acceptance
Process Block: PDS1 Minimum: .00o B Confirmed
—  ®None
Status Date: |11-M&R-2011 Delete All CRNs  Maximum: | 15,000 7]

.

Step 9: Once the student information is in the appropriate field, click the Next Block button

to Enrollment Information.

Hours Source Acceptance

Minimum: .00a EI Confirmed
-
Maximurm: 158.000 EI USER 2 r?lm_-_'_'_a

Accepted

Source Terminology

v

MHRS — Regular Min/Max credit rule
ASTD — Academic Standing credit rule
USER — Min/max changed by user

o

to go




Step 10: Registering a Student for a Course

In SFAREGS you have the ability to manually register a student for a course.

Step 10a: Proceed to the Course Information block and place your cursor in the first blank CRN

Field. Enter in a known CRN. Press Enter. Click Save on the ribbon menu TWICE. If you do
not know the CRN proceed to step 2.
Course Ifformation Time Method
Grade Credit Bill Attempted Status Appr Part of of

CRN bject Course Section Mode Hours Hours Hours Hours | Status Uevel Recd Override Term Instruction Camp)

N A A 3 B N L]
[pooor  ferT  [1m: o 5 [ wooo [ ooo [ oo [ oog| [weo|u [ - [t NTDIS m
[oonos  [[eep | [a11 1 s | 2000 [ zo000 [ zoo0 [ sooo| Re U [ L NTDIS [ |
looies [ [EneL 103 [10 5 | sooo | soom [ sooo [ osooof fRw  fu o [ [t NTDIS M|
oooss | [pseD 418 1 5 o0 [ oo [ ooo [ ooof oo fu - NTDIS M|
| | L & J{ ] [ ]

Status Terminology

WL — Wait Listed

RE — Registered

DD- Drop/Delete

RW — Student Registered on Web

DW — Student Drooped on the Web

Step 10b: To search for a CRN, proceed to the Course Information block and place your cursor

in the first blank CRN Field. Click the down ar

row under the word CRN.

Enrollment Information

Status: EL ¥ Eligible to Register

Reason: %

View Section Information

7 | View Detailed Results

Course Information

=
o
wowom oW n

Search for Sections

Hours Source Acceptance
.l Minimum: ooo v © Confirmed
i = ® None
Maximum: 1g.000 YSER | 0 accepted
Method
Appr Part of of

Recd Owverride Term Instruction Campus

MNTDIS
MTDIS
( Cancel ) NTOIS
MTDIS

NTDIS

[T
ZIT|EZ|E|E

HEAENESENK

Ooooooo

Step 10c: Click search for sections from the Option List shown above. Search by any field.

Example shown below is a search by subject option, but any field is searchable.

Code

ART

If you do not know the CRN

number you can search by e

Description
Art

YR Msg | Act
16+

Athletic Training .

Binlogy Select any subject 164
Marine Science by double cIicking. 16
Clinical Exercise Physi 15
Chemistry 16

clicking any downward arrow Bl
Subject CEXP
@ CHEM

ATEP




Once the subject is selected, go to the top ribbon menu and execute Query.

4]

HEEE ¥ @ @ o b

Result shows split screen of the

following:

Part of

[

[4]

90913 1 ATEP 235
Link: ’7 Crosslist Group: ’7

&)
90014 1 [aer

Available

F @
Campus: ’ra

Schedule:

Begin  End Time

GRN  Term Squd Course  Section  Seats  Waitlist Mon Tue Wed Thu Fri Sat sun Time Time confic] CRN subject |isting
id|

[c] = 0 o oo — e Navigate through the shown
4 7|  Block Indicator: r

CRNs with the arrow keys as

=
Crosslist Group: Campus: M Schedule: |43 Section Status: ’A— Block Indicator: |Y Registration Status: WL

50003 1 [eep 311 1 13
Crosslist Group: | Gampus: M Schedule: |25 Section Status: |& Block Indicator: [v  Registration Status: [RE | the CRN number. To save to the

|90168 |1 ENGL 103 10 17

1 [0 0 @ O B O O O O 1o [weoo [
Link: [ CrosslistGroup: |  Gampus: M ||  Schedule: 42 ||  SectionStatus: [o 7] Block Indicator: | only three are shown at a
B B time.
90915 1 ATEP 240 2 18 0 0o L M O O 1200 'H r
Link: ’7 crosslist Group: ’7 Campus: |M B Schedule: A3 B Section Status: ’?E‘ Block Indicator: r
Student Schedule
’
iudentEchedile: e Shows the student’s
f ilabl i d
CRN PTBEI’:"C: Subject Section Avsaelais i Waitlist ™Mon Tue Wed Thu Fri sat Sun ‘?rlen?: TEirr:m Error enrOIIment thus fa r.
50001 L] [ewrr 101 o 1 2 M 0O B O B O oso0  [oeso| L Select a course to add to the

student’s schedule by double clicking
,07 [ O C ) ad [ ,7 ’7 r

[0 ®» o % o w o o [om [we [ | studentrecord, press TWICE.

Step 10d: When the section is selected by double-clicking on the CRN, press the Save button
on the Menu Bar TWICE in order to save it to the student’s schedule.

Step 10e: Any errors that prevent registration will appear in a message column after you select

save.

Lourse Intormation

CRN Sul[:u'gl:t Course

1 -1 [

Message

ool ART (101

oooz | [crsc [se1

oooa | [ELED (311

0168 | [EweL | [103

ooa7 | [psen | [s15

ooss  [psen  [41s

w12 | [ELED | [343

Closed - 0 wWaitlisted




The explanation for the registration failure (Waitlisted, Campus Restriction, Time Conflict, etc.)
will appear in the Message field. The error must be overridden or that section dropped (DD) and
removed from the schedule before you can save the record. You have the authority to override
the error by entering a Y into the Override field. Entering an A in the Override field will override
all errors that may be encountered with this specific section.

Status Level Recd Override
Override:

| Use the drop down or insert the
A (ALL) or the Y (YES) > Click save
(twice) in ribbon menu bar.

R

E |G
E

L

Removing a Course from a Student’s Schedule with
Drop/Delete
when using DD the course does not show up on the student’s schedule.

I

| 18] 2] 2] ]|

[T
n

To drop a course from a student’s schedule:

e Proceed to the Course Information block

e Change the registration status of the course you want to
drop from RE to DD

e Save your changes. At this point, a message will appear at
the bottom of the form regarding the assessment of
registration fees.

e Save the record again to complete the transaction. A
message will indicate that your transaction is complete.

TIP: An asterisk in the Time Conflict Column indicates that the meeting time for the course conflicts
with another course on the student’s schedule. If an asterisk exists, you will have to override before
saving to the student’s schedule.

Part of Available Bagin  End  Times
CRN Term  Subject Course  Section Seats Waltlist Mon Tue Wed Thu Fd Sat Sun  Time Time Confile
- -

Link: Crosslist Group: Campus: = Schedule: ﬂ Sectlon Status: | | 7| Block Indicator:

Link: Crosslist Group: Campus: * Schedule: i Sectlon Status: x Block Indicator:

Link: crosslist Group: Campus: ¥ Schedule: . Section Status: S Block Indicator:




