Course Registration Overrides

CM_WP_320

Course Registration

Overrides
CM_WP_320

XIRIS

Jn[egla[ed Resource
Information System

MR LT or Kevsucey Course Registration Overrides CM_WP_320

" . . A
Learning Objectives g /3

At the end of this course you will be able to:

* Navigate myUK Web Portal to the Overrides Section
Conduct a Student Search

Conduct a Course Search

Select the Appropriate Section or Sections for the
Override

Issue an Override to the Student

* Remove an Override from a Student
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Overview slRIS

Some courses and/or sections offered by the university are restricted to
students who have met certain criteria. Students cannot register for the
courses unless they meet these requirements. In some cases an
administrative user will need to allow a student to register in a
course/section, even though the student does not meet the requirements.
This course demonstrates the steps used to grant the student an override
for one or all sections of a course.

Certain administrative users in departments will be given permission to
grant overrides to students by the Registrar’'s Office and will use this
transaction for that purpose. The permissions are assigned for courses in
a particular department or college.

An administrative user needs to give a student the ability to override a
restriction on a course or section, to allow the student to register for that
course/section.
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The myUK Web Portal RIS

Welcome to myUK
Use your Active Directory User ID to log on to this portal

It is not required to use the domain before the username
(i.e. ad or mcl).

| userip *
| Password *

Maxwell Place

Issuing a Course Registration Override is done through the myUK Web Portal. The
myUK web portal is a way to access IRIS data through a web interface rather than
logging into the SAP GUI system.

The procedure is a simple process; enter the student, the course/section, and
issue the override.

Users must have an Active Directory ID and password to access the myUK portal.
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Who will use the mUK Web Portal? ';"I@

* Students:
View and Print class schedules
Look up course offerings
Book (or register for) courses

* Faculty and Staff:
Search for students
View a student profile (directory information)
Display course offerings
Enter grades
Issue Course Registration Overrides
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Accessing the mpyUK Web Portal "Ti"l

Open the web to: https://myuk.uky.edu/irj/portal
Log on using your AD or MC account and password

Welcome\to myUK
Use your Active D§ectory User ID to log on to this portal

It iz not required to ue the domain before the username
(i.e. ad\ or mch).

| userip *

| Password *

Maxwell Place
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The myUK Web Portal
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This is the main screen of the web
portal and depending upon your
access/roles in the system, your
screen may look slightly different.
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From this screen, select Student
Administration tab.

If this tab does not appear on your
screen, you do not have access.

Check with your college approver
regarding your access to this

information.
© Tusind wes I
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Navigating to Assign Student Overrides
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Hi Tony

Administrators
1414
Detailed Navigation
p—
(=]
Administrators
ini i i 14181 4
Select Administration Services wEm— =
~ [ Administrators
= Booking Rules
= Course Capacties
¥ [ Registrar

| Click the Administrators folder to open it and then click on Assign Student Overrides.
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Initial Student Overrides Screen RIS

=)
WIJK 1-—."-:;\ 1 Hi Tony

 Home Financial Aid View of Student Financial Al Student Services Employee Self-Service [JETCC @ UGN Tl Enterprise Services

Welcome | Academics | Administration Services | Admissions | Facuty Services | Advising Services

Assign Student Overrides
[41+] 4

Detailed Havigation [=] | student overrides
L kit Find & select a student Find & Select @ course  Assign Override(s)
» Booking Rules
» Assign Student Overrides
+ Course Capacilies
» [ Registrar Find a student:

usertame: |

Last Name: ’7

First Name:

Student Number

This is the main Student Overrides screen and issuing a Course Registration Override is a
simple three step process; enter the student, the course/section, and issue the override.

Enter as much information as possible about the student in the Find a student area and

then click the search button.
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Finding a Student g L
I Student Overrides 7
Find & select a studert Find & Select & course  Assign Override(s)
Find a student:
User Name:
Last Name:
First Name:
Student Number: [ Search |
To find a student enter either the student's User Name or
Student Number if available. You can also find a student by
entering the student’s First and Last Names. Once the
information is entered click Search.
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Selecting a Student ‘o

I Student Overrides =

Find & select & student Find & Select & cowrse  Sssign Overridels)
Find a student:
User Name: ,7
Lasthame: |
First Name:

Student Number: | Search

Select a student:

Full Name m Date of Birth

Kristinq Focus 12-25-1986

If you have searched for a student you will need to select the student
from the search results. You may have to click through the search
results using Next. —ﬂ

If you have entered either a student’'s User Name or Student Number
the student’s information should be the only one shown.
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Student Selected -
I Student Overrides [}
Fino & select s studert Find & Select & course Assign Override(s)

Find a course:

Student Name:  Kristina Focus
User Name:

Student#: 10031448

Date of Birth:  12-25-1986

Academic Term: | Select v
Prefix 1

Course#: ]

Section# —

Qverride Text: | 3 ‘

The student has been selected. The next step is to find and select a course
for a specific academic term.

In this example we will assign a course override for PSY 100 Introduction to
Psychology sections 001 and 003 for the Spring Semester January 2007
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Academic Term Dropdown RIS

I Student Overrides [}

Finc & zelect a student Finc & Select a course  Assign Override(s)

Find a course:

Student Name:  Kristina Focus
User Name:

Student#: 10031448

Date of Birth:  12-25-1986

Academic Term:

Prefix:

Acad Year 2006-2007, Spring Semester Jan-2007
Acad Year 2008-2007, Summer Session 1 May-2007
| Acad Year 2008-2007, Summer Session 2 Jun-2007
Sectiont: Acad Year 2007-2008, Fall Semester Aug-2007
Acad Year 2007-2008, Spring Semester Jan-2008
Acad Year 2007-2008, Summer Session 2 Jun-2008
Acad Year 2008-2009, Fall Semester Aug-2008
Override Text: Acad Year 2008-2009, Spring Semester Jan-2008
| Acad Year 2008-2010, Fall Semester Aug-2009
Acad Year 2008-2010, Spring Semester Jan-2010
Acad Year 2010-2011, Fall Semester Aug-2010
Acad Year 2010-2011, Spring Semester Jan-2011
Acad Year 2011-2012, Spring Semester Jan-2012

Course#:

To select the Academic Term click the down arrow to the
right of the field to open the dropdown selection list.
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Selecting the Academic Term lRID

I Student Overrides [}

Find & select a student Finc & Select a course  Assign Override(s)

Find a course:

Student Name:  Kristina Focus
User Name:

Student#: 10031448

Date of Birth: ~ 12-25-1986

Academic Term: | Select... v |

Prefix:

Acad Year 2006-2007, Spring Semester Jan-2007
Acad Year 2006-2007, Summer Session 1 May-2007
| Acad Year 2006-2007, Summer Session 2 Jun-2007
Section: Acad Year 2007-2008, Fall Semester Aug-2007

| Acad Year 2007-2008, Spring Semester Jan-2008

| Acad Year 2007-2008, Summer Session 2 Jun-2008

Acad Year 2008-2009, Fall Semester Aug-2008
Override Text: |Acad Year 2008-2009, Spring Semester Jan-2009
Acad Year 2009-2010, Fall Semester Aug-2003
Acad Year 2009-2010, Spring Semester Jan-2010
Acad Year 2010-2011, Fall Semester Aug-2010
Acad Year 2010-2011, Spring Semester Jan-2011
Acad Year 2011-2012, Spring Semester Jan-2012

Course#:

Select the Academic Year and Semester from the dropdown selection list.
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Searching for a Course "

I Student Overrides i}

Fird & selzct a stucent Find & Select a course  Assign Overrides)

Find a course:

Stugent Name:  Kristina Focus
User Name:

Student#: 10031448

Date of Birth: ~ 12-25-1986

Academic Term: ‘ Acad Year 2008-2007, Spring Semester Jan-2007 | v

Prefic psy

Course: {100

Sectoné ——

Override Text | >

You now need to identify the course and the particular section, sections, or
all sections of the course to apply the override. To do this enter the Prefix,
Course number and Section number (if known) in the appropriate fields
and then click the search button.
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Course Search Results e
| student Overides -
rma.ﬁenm Flﬂ.-&?riedecu!e A.‘.‘lﬂTlMI'ﬂ(!\

Fird & eourae:
Stecdent Mame: Kristina Focus
Uner Narme
Stedenty 10031448
(Date stletn  12-25-1986

Academic Tenm: | Acad Vear 2006-3007, Spring Semester lan-2007 v

Frefx

Courned

Sectens T [Seamn)
Jcourse |
PR 199 All Sackons INTRQ TO PSYCHOLOGY
ESY 180 Sedhion 001 INTRO TO PSYCHOLOGY
EEY 100 Section 002 INTRO TO PSYCHOLOGY
S 19 Sedtion 003 INTRQ TO PSYCHOLOGY
S 100 Section 004 INTRO TO PEYCHOLOGY
E3Y 19 Saection 005 INTRO TO FSYCHOLOGY
BEY 199 Section 00% INTRQ TO PSYCHOLOGY
EEC100 Section 007 INTRO TO PEYCHOLOGY
B5Y 100 Section 008 INTRO TO FSYCHOLOGY
ESY 180 Seclion 009 INTRO TO PSYCHOLOGY

Previeus lewt s
Orverride Text L
[ Assign|

The search results that match the Prefix, Course number
and Section number entered are displayed.
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Identifying the Course Sections

| swien creries

Fired & sedect o shuadord Fired & Sedect a coursn Assign Crereride(s)
[z (2] El
Find & courae:
[Stodent Nom:_ Kiristina Focus
User Nase
Studectt 10031448
|Date ot Buth: _12:25-1986

Acasemic Term | Acad Tesr 2006-2007, Spring Semester Jan-2007 | ¥

Sactons [ [ Search|

PV 190 Ml Soctions I INTRO TO PEYCHOLOGY

E?E Secton 001 INTRO TO PSYCHOLOGY
pshobt  Secton 02 INTRO TO PSYCHOLOGY
STl Secton 003 IHTRO TO PEYCHOLOGY
ESY1t  Sechon 004 RO TO PEVCHOLOGY
BEV 1% Section 005 T |
S Sechon 008 NTRO TO PEYCHOLOGY
By Secton 007 NTRO TO PSYCHOLOGY
ESYI00  Secton 00G WNTRO TO PSYCHOLOGY
BSYith  Secton 00D HTRO TO PSYCHOLOGY

From the search results select either
the course and a particular section or
the course and all sections to apply
the override.

L To assign this student an override
for all sections of the course, click
the course on the line that reads “All
Sections” in the Sections column.

L.» TO assign the student an override

only for one particular section of the

course, click that section.

If you do not see the section on this

« Provicus Nl » ‘(

Override Text »

screen you may need to click Next.
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Course and Section Selected il
| student Ovorides
Firsd & swiocd & shadord Fird & Selecd @ course  Assign Creverida(s)
(] B [z
. Stucect Name Kristina Focus
Studerst 10031448
Date of Birm: 12-25-1586
Once you click on a Academc Term: | Acad Ve 2005200, S3rng Semeser an 2007 ¥
course and section the o
information will be sectons [Semeh]
displayed. If you have\ feourse [secvon |
. BEY100 Al Secions INTRO TQ PSYCHOLOGY
accidentally selected the Secbon 001 INTROTOPSYCHOLOGY
. . . Bachon 002 INTRO TO PEYCHOLOGY
wrong combination just Saction 003 INTRO TO PSYCHOLOGY
. Sechon 004 INTRO TO PSYCHOLOGY
click on the correct one 005 INTROTOPSYCHOLOGY
ESY 100 INTRO TQ PSYCHOLOGY
and the new course and i INTRO TO PSYCHOLOGY
BEY 100 INTRO TO PSYCHOLOGY
Sectlon |nf0rmat|0n Wl" ESXA00 Section 009 INTRO TO PSYCHOLOGY
replace what is shown. Lo Frevoon e
Course:  PSY 100
Secten:  Section 001
Owerrige Test Select. -
[ Aasign|
[ Back]
IR UnivERsITY OF KENTUCKY] - - -
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| student verrides =

Frdd et astutent Pl S Seect acoase s Ovtrries)
| Gl Gl
Find 3 coarne
Student Name:  Kristina Focus
User tiame:
Shusterts 10031448

Dede of Beth:  12.25-1986

Acadmric T | Aucad Vieat 0087007, Spring Seemalee San 00T W
Prets 1
Courses: | —

feouso Jeecion —Jowacrpoon ]
o

AN Saetions INTRO TO PSYCHOLOGY
BSY190  Saction 001 INTRO TO PSYCHOLOGY
B 190 Shon (02 INTRO TO PSYCHOLOGY
B 190 Shon 003 INTRO TO PSYCHOLOGY
B 190 Shon 004 INTRO TO PSYCHOLOGY
B 10 Sachon 005 INTRO TO PSYCHOLOGY
BEY 150 Sachon 004 INTRO TO PSYCHOLOGY
B 150 Sechon 00T INTRO TO PSYCHOLOGY
BEY 150 Sachon (9 INTRO TO PSYCHOLOGY
B 150 Sachon 0409 INTRO TO PSYCHOLOGY
« Previous Naat s

Cowrse: PSY 100
Smcton: Section 001

Selecting the Override LS

Override Tese

From the Override Text dropdown box
select the override you want to assign.
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Applying the Override RIS
PSY 100 All Sections IMTRO TO PSYCHOLOGY
PSY 100 Section 001 INTRO TO PSYCHOLOGY
PSY 100 Section 002 IMTRO TO PSYCHOLOGY
PSY 100 Section 003 INTRO TO PSYCHOLOGY
PSY 100 Section 004 INTRO TO PSYCHOLOGY
PSY 100 Section 005 INTRO TO PSYCHOLOGY
PSY 100 Section 006 INTRO TO PSYCHOLOGY
PSY 100 Section 007 INTRO TO PSYCHOLOGY
PSY 100 Section 008 INTRO TO PSYCHOLOGY
PSY 100 Section 009 INTRO TO PSYCHOLOGY
< Previous Next >
course: PSY 100
Section: Section 001
Override Text: Qverride Controlled Enroliment v‘
'h'
4 Back

Finally click the Assign button to assign

the override for the selected course and

section to that particular student.
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Override Complete

I Student Overrldes

[Ln&._ Crenrrie has heen assigned suceesatully]
NG

Find & sebecd o shuderd. Fired & Selecl o cour

[ (=]

Findl n course:

Shsgent Mame:  Kristina Focus
User Name.

Shudents 10031448
Date of Bn:  12-25-1986

Acndemic Term: | Acad Year 2006-2007, Spring Semester lan.2007 |3

Sectons [ [Seaxh]

Override Text.

Assign Override(s)

___= | SCreen.

Once the override has been assigned
successfully a message will appear at
the top of the screen and the override
will be shown at the bottom of the

Course Orverrviche Text

[ Cwtete

4 Back

L} 2007, Spnng Semester PSY 100 Section 001 Overnde Controlied Enroliment ¢
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Applying Additional Overrides

| student Ovarrides

Fired & zeect o shudent Find 4 Select a course Ass

[l [z]

_\nﬁh"_' Override has been assigned succes sy,

@

ign Crvermide(s)

Find & course:
Swaoent ame.  Kristina Focus
User Name:

Students
Dt of Birth.

10031448
12-25-1306

If another override needs to be assigned
to the same student for the same
Academic Term search for the course and

Brefix —

Courses:

|
Sectond T e

Crverrde Teal
[ Assign|

Assigned Overridels):

Acaderwc Term Acad Year 2006 2007, Sprmg Semester Jan 2007

B [k |
O

2007, Spring Semester PSY 100 Section 001 Override Controlled Envollment ¢

| section and then select it from the search
results found.

As each override is assigned successfully
a message will appear at the top of the

* | screen and the override will be added to
the list at the bottom of the screen.

[] 2007, Speing Semester PSY 100

[Datete ]

33 Overrioe Controlled ®
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Removing a Course Override

| swdent overides

[ gl SR ——

[ [z E1

Fieet a cemsrae:
Snctent Hama: Kiristing Fecus
s Hame
e 10001488
Daeariem 12261085

Acaters Torm | Acad Yieur 2008-7007, Sormg Sementer jan 2007 ¥

et

e [ Search|

Overrisn Tt

[Rasice]

Adnigad Overridelsk

If an override needs to be removed click
on the red “x” in the remove column in the
Assigned Override area. \

L N\

I:" fecien Overrion fext fremes

[] 2007, Sping S pa Assigned Override(s):

Delste

[] 2007, Sping Semastee PSY

H 2007, Spring Semester PSY 100 Section 001 Override Controlled Enroliment b4
O 2007, Spring Semester PSY 100 Section 033 Override Controlled Enroliment %
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Override Removed

| stuent Overides

lﬁ."—' A
[

Find & eaurae:

Fired & select & student Find 8 Select a course  Astign Cramids 1)

Shesent Mame:  Kristina Focus.
User Name:

Sautents 10031448
Dase of Brn:  12-25-1%85

Fratac
Snctiong: | " | Search
Cusrrde Teat:

[ Assign|

Assigned Override(s):

4 Back

Academic Tere: | Acad Vear 2006-2007, Spring Semester Jan-2007  w

P

[} 2007, Sprng Semester P3Y 100 Section 001 Cverride Controlled Enroliment ¢

When the over\ride has been removed
successfully a message will appear at
the top of the screen and the override
will be removed from the Assigned
Overrides list shown at the bottom of
the screen.
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Important Override Notice i

Assigning an Override to a student does
NOT book (register) them in the class.

Once the override has been assigned
successfully it is the student’s responsibility
to register for the course and section using

the myUK portal.
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Course Summary 1SS

You should now be able to:

* Navigate myUK Web Portal to the Overrides Section
Conduct a Student Search

Conduct a Course Search

Select the Appropriate Section or Sections for the
Override

Issue an Override to the Student

* Remove an Override from a Student
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