COURSE OVERRIDES

In this area, faculty can authorize a student to register for a course even if the course is full
or if the student does not meet a requisite or has a schedule conflict.

View Overrides That Have Been Granted

Log into My Siena.

Click Course Overrides in the Faculty Tools category under My Tools.

Click the course for which the override is to be granted in the Course Overrides

section of the page (see illustration next page left).

The Course Overrides — Details window will display (see illustration next page right).

» A list of the overrides for the selected course will appear under Authorizations
Granted.

< Click the Course Overrides link in the Breadcrumb Trail at the top of the window to
return to the Course Overrides page.
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Course Overrides

Setup Set Options

Course Qverrides > Course Authorization

Students may be authorized to register for 2 course even if the course is full or if t
that course.

Term: Winter - 2010 i .
Course Overrides - Details
Program: All - ————

Set Options

F Ity: Wanda Il H .
aculty anda Hene House Course QOverrides = Details
Course
CIS150-AA
EDUAB5C-AA Winter - 2010 CIS150-AA Undergrad 2009-2010 Credits
EDU485C-AB Capacity:0 Enrollment:0  Waitlisted: 0
EDU48SC-AC Course Authorization Totals:
SED421-AA
SEDSZ21-AA Show
Course List ' All Conditions o
Add Mew Authorizations
Authorizations Granted
Mo Course Authorization data was found.

Override a Course You Teach
Click the Add New Authorizations link to add the authorization for the course.

The Course Authorization = Add New Authorizations window will appear (see
illustration below).
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Course Overrides - Add New Authorizations

Set Options

Course Overrides = Details = Add New Autherizations

Winter - 2010 Undergrad 2009-2010 Credits
Capacity:0 Enrollment:0  Waitlisted:0

Add Authorization

To add an authorization for this course, you must first search for a student by entering their name and/or ID in the fields below.
Last Name: | First Name: | ID: | Search | Advanced Search
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Input the required information into the proper boxes.

Click the Search button to locate the student.

Click the Advanced Search button to specify additional criteria for the search.
The information shown in the illustration below will display.

Course Overrides - Advanced Name Search
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Set Options

Course Overrides = Details = Add New Authorizations = Advanced Name Search

Name Search Options

" search Using Phonetic

Match Check the Name Search Opticns that you wish to have the name search process use. When you are doing Exact Match searches, you will probably
. . want to uncheck the option. Search Using Phonetic Search.

¥ Search Using the Primary
Name

[T Search Using Alternate
MName Types

Name Search Fields

& Any of Criteria Before clicking the Search for Name button, type something in the Last, First or Middle Name fields or type something in the City or State fields.
& All of Criteria

1D: I
Last Name: |Begins With x| | City: |Begins with x| |
First Name: |Begins with =] | State: |Begins with = |
Middle Name: [Begins with =] |

Search for Name I

>

% Click the Authorization Condition that pertains to this particular student.
< Click the Search for Name button to locate the student for whom the override is to be

granted.
< Click the Select button next to the student’s name to which the override is to be
granted.

¢

% The Add New Authorizations window will display (see illustration below).
% Select the condition under which the override is to be granted. These are:

» Capacity - The maximum number of seats for the course have been reached.

» Schedule Conflict - The student has another class at the same time as the one for
which the override is being granted.

» Course Requirement - This link is used to override a prerequisite or co-requisite
for a course.

Course Overrides - Add New Authorizations

Setup | Set Options
Sourse Overndes > Detals > Add hew Authonzations

Wirnter - 2009 Undergrad 2008-2009 Credts
Capacty:0 Enroliment:0 Wakthsted:0
Add Authorization

To add an authonzabion for thus course, you must first search for a student by antenng ther name and/or 1D in the fields balow

Last Name: [ First Name: | 1o: | Search I Advanced Search

Whan & studest has been retriaved, the wadow daplays the suthonzatien conditiens for whith you have Dermission 10 grant authonzation. For suthoneations 10 be saved, the Add
box must be checked and 3 Reason selected from the drop down when you ciick the Add Authonzation(s) button

Student: House, Wanda Tlone 1D: 0000000
Add  Auth ERE n

I~ Capacty |lnslmdoc Approved 'I
T Schedule Conflict |lmtruc(o' Approved 'I
T Course Requwement Ilnslfuttw Approved 'l

Add Authonization(s) |

% Click the Add Authorization(s) button.
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< Permission will be granted for the student to register for the course.
Override a Course You Do Not Teach

@,

< Click the Advisor Tools link in the Breadcrumb Trail.

*
< In the Course Overrides page, click the Course List link in the bottom left corner of
the area (see illustration below).
Course Overrides
Setup
Course Qverrides > Course Authorization
Students may be authorized to register for a course even if the course is full or if t
that course.
Term: Winter - 2010
Program: All
Faculty: Wanda Ilene House
Course Catalog
CIS150-84 uGo9
EDU4B5C-AA (8] cal=]
EDU4S5C-AB uGoe
EDU4B5C-AC uUG0o9
SED421-44 (8] cal=]
SEDS521-AA GRO9
Course List
+ The Course Overrides — Course List window will display (see illustration below).
“ Click the All Courses I can Authorize option button.

Course Overrides - Course List

Set Options

Course Overrides = Details = Add New Authorizations = Course Authorization = Course List

Students may be authorized to register for a course even if the course is full or if the student does not meet a requisite or has a schedule conflict. Click on a course to view authorizations or to add authorizations for
that course.

Term: |WI 2010 =

Show

" Courses I am teaching % All courses 1 can authorize
Program: |All -
Department: |AII Departments ;I Search I

Click the Program list arrow to select from All, Graduate, or Undergraduate.

Click the Department list arrow to select a department to search.

» Itis strongly recommended that you select a department.

» This will narrow the search.

< After all the options have been chosen, click the Search button.

% The rest of the process is the same as for overriding a course that you teach.

» Authorization privileges are granted by the Registrar, and may not be available for
everyone.

*» To return to the My Siena Main Page, click the Home tab.
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Remove Authorization

< Click the link for the course for which the override is to be removed.

< Click the check box next to the name of the student for whom the authorization is to be
removed.

» Click the Remove Authorizations button.

» The authorization will be removed and the name of the student will be removed from
the list.
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To return to the My Siena Main Page, click the Home tab.

Set Options
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Click the Set Options tab in the Course Overrides area.
The Set Options window will display (see illustration below).

Course Overrides - Set Options
Setup

Course Qverrides > Set Options

Portal User Options
Changing these user options will affect this portlet on all pages in the portal.

Mame Search Options

Check the Name Search Options that you wish to have the name search process use. When you are doing Exact Match searches, you will probably want to uncheck the option,
Search Using Phonetic Search.

|l Search Using Phonetic Match
I3 Search Using Primary Name
- Search Using the Alternate Name Types

Default Authorizations Sort Order

To indicate the column by which the Authorizations Granted should sort when the Course Authorization Details screen displays, select one of the values from the drop down.

Sort Column: IStudent 'I

Save I Cancel I

Under Name Search Options, click one or more of the check boxes.

» Search Using Phonetic Match - This option will search for a name that sounds like

the one that is input. When using the other two options, it is a good idea to uncheck
this option.

» Search Using Primary Name - This option is used to search for the student using
the primary name in the CARS database.

» Search Using Alternate Name Types - In CARS, it is possible to input a different
name for a student, such as their maiden name. This option will allow the advisor to
search by the alternate name.

To indicate the column by which the Authorizations Granted should sort when the

Course Authorization Details screen is displayed, click the Sort Column list arrow

and select one of the options; Student, Condition, or Reason.

When all the options have been selected, click the Save button.




