Quick Reference Card - Basic

Add Courses

RIRIS

’ Integrated Resource
Information System

provided in this Quick Reference Card.

Process: Courses may be added to a student’s schedule either through the Quick
Registration or through Course Search. Steps for both types of booking are

Role: Authorized Personnel

Frequency: When Needed

BEGINNING

Go to the Welcome to myUK web page

Enter your Link Blue User 1D

http://myuk.uky.edu/

myUK PORTAL

Welcome to myUK

Llse your link blue 1D to Sign On ta this partal.

User I |m3,rl_JserID |

Passwori | |

Enter your Password

User ID |mj,fl_JserID |

Passworid |I'I'I'I'I'I'I'I'I'I'I'I' |

Sigh On

Click on the Sign on button

Click on the Student Administration tab
(Your webpage may look different based on
your roles in the system)

User ID |mj,fl_JserID |

Passworid |I'I'I'I'I'I'I'I'I'I'I'I' |

Sigh On

myUK HOME PAGE

myUK
e

(T T B[ Student services

Student Administration

IRIS Sy=tems
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STUDENT ADMINISTRATION

3

Blackhoard
Click on Advising Services

Advising Services Overview
[41¥] i
= Advizing Services Cverviews

i i i i » Advisee Record
Click on the Registration folder in the VISES Recor

. . . = Lnafficial Transcri
Detailed Navigation area i

= _Historical Coyrze Changes
F O Registration
= Print Studernt Schedule

ADMIN BOOKING

Seatch for a student
Usemame: | |
Last Mame:
In the Search for a student box, enter . | l
either the student’s Username, Last Name, First Mame: | |
First Name, and/or Student Number Student Mumber:
_§| earch
First Mame: |
Student Number: |1|:||:|29591
Click on the Search button

In the Select a Year/Term field, select the
appropriate Academic Year and Term Current Student: Mielke, Ann () - UKID# 10023551
| Open Student Selection | | Close |

NOte ThIS fleld W|” default tO the mOSt Select 3 Year £ Term. | Acad Year 2005-2009, Fall Semester Aug-2003 W
current academic year and term
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Current Student: Mielke, Ann () - UKID# 10029591
Open Student Selection

Select 2 Year s Term. | Acad Year 2008-2009, Fall Semester Aug-2008 A

If the student is currently booked into

courses, the schedule will be displayed is registered for these courses
Drop Class Hours Grading Type Meeting Times Status
m] gfsﬁc%ﬁaﬁ?s?sl&ﬁs 40 Mormal Ghange) (Imiihin?sue? g:n;ngig:: gg&n—Rm A0E-FE) ggf;g‘rlzeu%e 1123 am
30 Show Histary

ADDING VIA QUICKBOOK

Quick Registration | Class Search |

Course Subject Course Humber Section Humber Grade Option
[ 2 s R s SR [
Using the Quick Registration section, enter [ Iv | | | | [Normal ¥
the following information for up to 5 courses: [ Iv | | | | [Normel [¥
0y ] [ [nema
[ 2 s R s R
Add Courses
Enter the courses 2- or 3-digit course
Course Subject subject; for example, ENG for English
Course Subject Course Humber Section Humber Grade Option
(e Jv ] f[os | oo | |[Mommal v As you type, a drop-down menu will appear,
v I | | | | Mormal v you may select from the list or continue

typing the course subject

Course Number

Course Subject Course Humber Section Humber Grade Option Enter the 3—d|g|t course number; for
v Mormal | example, 101
[ | | | | | Mormal |

Section Number

Course Subject Course Humber Section Humber Grade Option Enter the 3—d|g|t course section number; for
v Mormal |+ example, 003
v | | | | Mormal
Grade Option Use the Drop-down icon in the Grade

Option field to select the appropriate type of

grade, such as Normal, Pass/Fail, or Audit
Course Subject Course Humber Section Humber Grade Option (Normal is relevant to the course: if the
v I Marmal I . ’ .
t — course is a Letter Grade course, Normal is
v Normal 1 Letter Grade; if the course is a Pass/Fail
course, Normal is Pass/Fall)
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Course Subject Course Humber Section Humber Grade Option
v [104 | [t | Marmal
:l v [ | | | Marmal
. [ ] [ | | | Mormal
Click on the Add Courses button to add the v | | | | —
classes to the student’s schedule C v | | | | ——
When you add a course, the system may 738
display a Processing box to let you know it is ot
processing your request Frocessing...
When the system has finished, a message will Course
be displayed letting you know if the process i ENG 104 Section 001 addwaitiist complete.
was successful or unsuccessful
[3.08 seconds)

The course or courses will be displayed in the student’s schedule

is registered for these courses.

Drop Class Hours Grading Type Meeting Times Status
n_CoMIs1Seden oo 0ol gagggg WS S8 Envoted
PSR e Sihoia-Erainm-FrrOEE-FE
ENG 104 Section 001 MYWF 8:00 arm - 8:50 am Enrolled
D wrimiv: &N ACCELERATED FoumpaTionaL crs +0 Normal Chanae) o b o Einlogical Scisn-Rm B13-FE)  04/126/2008 12:48 pm
Crop ?EI Show Histony

—

—

In the Search for a student box, enter
either the student’s Username, Last
Name, First Name, and/or Student
Number

ADDING VIA COURSE SEARCH

Search for a student
Username: | |

Last Mame: | |

First Marme: | |

Student Mumber:
TSearch
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Click on the Search button

First Mame: | |
Student Murmber: [10029591

In the Select a Year/Term field, select the
appropriate Academic Year and Term

Note: This field will default to the most
current academic year and term

Current Student: Mielke, Ann () - UKID# 10029591

| Open Student Selection || Close |

Select a Year/ Term, | Acad Year 2005-2009, Fall Semester Aug-2003 w

If the student is currently booked into
courses, the schedule will be displayed

Current Student: Mielke, Ann () - UKID# 10029531

Open Student Selection

Select a Year / Term. | Acad Year 2008-2009, Fall Semester Aug-2008 e

Ann Mielke is registered for these courses.

Drop Class Hours Grading Type Meeting Times Status
COM 181 Section 001 MNF 8:00 am - 8:50 am Enralled
U BasicpumLic speakg 30 Normal Change) (Funkhouser Biological Scien-Rm 3068-FB) 04/28/2008 11:23 am
30

Click on the Class Search tab

Guick Registration | Class Search |

Course Subject Course Humber Section Humber Grade Option

[ [ | [ | Mormal |
[ [ | [ | Mormal | %
| [ | [ | Mormal
[ [ | [ | Mormal |
[ [ | [ | Mormal | %

Search Classes

Cuick Registration | Class Search |

Search classes:

|ECo 20| [|| Go

e.q., EMN 10T ar "English”

Enter either the Course Subject, the Course
Subject & Number, or a part of the course title
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Cuick Registration | Class Search |

Click on the Go button or press Enter Search classes:

[ECo 2m 50

e.q., "EMG 101" ar "ERGTER

Search classes:

|ECO 201 | | Go

To select the course, click on the Course e.g., "ENG 101" or “English"
Subject/Number link; for example ECO
201

ECO 2 }RINCIF‘LES OF ECO |

Course Hours Instructor
When the list of course sections displays, I Add IECO 301 Section001 30 Anthony H Lawson
click on the Add button to the left of the [&dd] ECO201 Section002 3.0  Anthony H Lawson

ECO 201 Section002 30  AaronJoseph Steem
ECO 201 Section004 30  Carlatta Maria Baolder
ECO 201 Section005 30  Aaron Joseph Steem
| e——| . -

section you want to add

Course
J ECO 201 Section 001 adewaitlist camplete

(1.8% s2conds)

The course will be added to the student’s o restore or thass courses
SCh ed U I e Drop Class Howrs Grading Type Meeting Times Status
o gfshﬂcwpaulaﬁsc;&lame 3.0 Normal (Chanaey (hgminﬂm?:; g?n;nag;gat: :Q:an-ﬁm 306E-FE) nE;:;:‘f‘zania 1123 am
O o s smatene npanona s *0 Nomal @uenan 0 SIS IS e el o
EI PEﬁclr\?cllsz;sngcgg?m 30 Momal hange) (Maﬁfngsusua:? E;gﬁgiuign Bidig-Fim 305-5E) 54%:%%3 1:13 pm |
100 o]
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