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Learning ObjectivesLearning Objectives

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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OverviewOverview

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 The mymyUK Web PortalUK Web Portal

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.

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 Who will use the mymyUK Web Portal?UK Web Portal?

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

Accessing the Accessing the mymyUK Web PortalUK Web Portal
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The The mymyUK Web PortalUK Web Portal

This is the main screen of the web 
portal and depending upon your 
access/roles in the system, your 
screen may look slightly different.

This is the main screen of the web 
portal and depending upon your 
access/roles in the system, your 
screen may look slightly different.

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.

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.
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Navigating to Assign Student OverridesNavigating to Assign Student Overrides

Select Administration ServicesSelect Administration Services

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

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.

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 StudentFinding a Student

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.

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 StudentSelecting a Student

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.
If you have entered either a student’s User Name or Student Number 
the student’s information should be the only one shown.

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.
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 SelectedStudent Selected

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

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 DropdownAcademic Term Dropdown

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

Select the Academic Year and Semester from the dropdown selection list.Select the Academic Year and Semester from the dropdown selection list.



Course Registration Overrides 
CM_WP_320

8

Course Registration Overrides CM_WP_320 15

Searching for a CourseSearching for a Course

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.

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 Course Search Results 

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

From the search results select either 
the course and a particular section or 
the course and all sections to apply 
the override.
• 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.
• 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 
screen you may need to click Next.

From the search results select either 
the course and a particular section or 
the course and all sections to apply 
the override.
• 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.
• 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 
screen you may need to click Next.
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Course and Section SelectedCourse and Section Selected

Once you click on a 
course and section the 
information will be 
displayed. If you have 
accidentally selected the 
wrong combination just 
click on the correct one 
and the new course and 
section information will 
replace what is shown.

Once you click on a 
course and section the 
information will be 
displayed. If you have 
accidentally selected the 
wrong combination just 
click on the correct one 
and the new course and 
section information will 
replace what is shown.
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Selecting the OverrideSelecting the Override

From the Override Text dropdown box 
select the override you want to assign.
From the Override Text dropdown box 
select the override you want to assign.
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Applying the OverrideApplying the Override

Finally click the Assign button to assign 
the override for the selected course and 
section to that particular student.

Finally click the Assign button to assign 
the override for the selected course and 
section to that particular student.
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Override CompleteOverride Complete

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 
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 
screen.
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Applying Additional OverridesApplying Additional Overrides

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

If another override needs to be assigned 
to the same student for the same 
Academic Term search for the course and 
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.
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Removing a Course OverrideRemoving a Course Override

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

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

When the override 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.

When the override 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 NoticeImportant Override Notice

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.

Assigning an Override to a student does 
NOTNOT 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.

Course Registration Overrides CM_WP_320 26

Course SummaryCourse Summary

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


