Student Registration via BannerWeb Instructions

Students may view all courses, in LIVE Time, on the Web.  Go to the Registrar’s Front Page and click on Course Offerings by Term.  Click on the drop down menu and select the correct term and subject, then click on View Class Schedule.

Students cannot register before the specified time for the following classification status.  This classification status is always at the beginning of each semester.

· Senior = 15 lectures/15 performances and 90 earned hours

· Junior = 10 lectures/10 performances and 60 earned hours

· Sophomore = 5 lectures/5 performances and 28 earned hours

· Freshman = anything below sophomore status

What is the first step to registration?

Students must look up course selections and write them on the Course Request Form (go to the Registrar’s Front Page, click on Forms, then Course Request Form). 

· Print the form

· Complete the form and take it with you when meeting with your advisor for course selection/approval. 

NOTE: The Time-Table Chart w/Building Codes is on the Web for your use in selecting sections and times for each course.

Student Advisement:

· Students set up appointments to be advised.

· Students and their advisor fill in the Course Request Form. Students may have the Course Request Form filled in when meeting with advisor. If this happens, the advisor reviews/approves course work. (Students may want to fill in two…one for their advisor and one for the student.)

· Students should add alternate courses in case classes are full, time conflicts, etc., etc.

· Advisors give students an advising PIN. 

· Advisors may choose to register students while students are in advisors’ office. 

What is an advising PIN? 

An advising PIN is a Personal Identification Number that will allow students to register for one semester only (students will receive an advising PIN for Spring and a new one from their advisor for Summer/Fall combined). 

Student Registration via Web:

· If your advisor registered you in his/her office, you do not have to go any further

· Students received an advising PIN from their advisor

· Go to the PC Web site at www.presby.edu
· Click Campus Community, then BannerWeb Log-in

· Log on to BannerWeb using your USERID and regular PIN (Do Not enter the advising PIN from advisor)

· Click on Student, then Registration, then Add/Drop Classes

· Click on the drop down menu for the term. Select the correct term (example: Spring 2005) and click Submit Term

· It will ask for your advising PIN, enter the advising PIN your advisor gave you, click Submit PIN (you need to remember this advising PIN for the remainder of the semester)

· Read Information on screen

· Click the box on the left side of the CRN of each course that you and your advisor worked out, then click Submit Changes

· You may receive one of the following error messages on some courses (look to the right of the course):

1. time conflict

2. course entered twice (Duplicate course)

3. too many courses (overload)

4. course closed

· Click Class Search to select another section if an error message appears

1. Select Subject (example: BIOL, ENGL, etc., etc.), then scroll down and click Class Search
2. Select course needed, then click on box at left of course

3. Click Register

NOTE: If a course is closed there will be a “C” in place of the box at left of course.

If the box does not appear at the left of the course…you have already registered for the course.

· This will take you back to your schedule to view

· If you need to drop a course for any reason

1. Click on the drop down menu beside the course

2. Click on Web Drop
3. Click on Submit Changes (this will make the changes and register you for the selected courses)

· If your schedule is not complete, repeat the above steps starting with Class Search

· If your schedule is complete, click exit at the top right of screen

NOTE: Once you register, you may retrieve and print your Class Schedule from the student’s menu under Registration. Make sure all courses are on your schedule.

· If you were not able to register for a course, you need to try later (maybe someone will drop the course you need

NOTE: Students will have to see their advisor each semester and receive a new advising PIN.

 Students do not need an advising PIN to view or print other information in their file via Web.

How do I get my PIN number if I forgot it?

· If students forgot their regular PIN --- email bannerweb@presby.edu  

· If students forgot their advising PIN they must go back to their advisor.

----------------------------------------------------------------------------------------------------------------------------

OFFICE OF THE REGISTRAR

03/19/2009
