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How to Register for Classes
and Make Schedule Changes

 This guide will walk you through the steps to register for classes in
Banner 9, as well as make schedule changes.

* For more information on registration processes and schedules, visit
the Registrar website.

* For specific questions about your course selection and/or registration
hold, contact your advisor. Many advisors also store information in

Degree\Works, so be sure to check there also.



https://www.samford.edu/departments/registrar/registration
https://degreeworks.samford.edu:8471/DashboardServlet-5.0.3/

First, you will need to log in to the portal with your Samford username and

password, and then click on the links indicated below.
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https://connect.samford.edu/group/mycampus/student

This screen lets you access the three links you need to register in three steps:
e Step 1: Prepare for Registration

e Step 2: Browse for Classes

e Step 3: Register for Classes

2 Samford University

Registration bar anytime to return to this menu.

< Tip: Click “Registration” in the navigation

What would you like to do?

Prepare for Registration
View registration status, update student term data, and complete pre-registration
requirements.

Register for Classes
Search and register for your classes. You can also view and manage your schedule.

to load these plans.

View Registration Information
View your past schedules and your ungraded classes.

Browse Course Catalog
Look up basic course information like subject, course and description.

\‘
Plan Ahead Browse Classes
Give yourself a head start by building plans. When you're ready to register, you'll be abl‘ Looking for classes? In this section you can browse classes you find interesting.



Step 1: Prepare for Registration

= Samford University

Select the term you wish to
register for.

* Review the Registration Status
screen.

* Everything look good? You are
all set to continue.

* |s there a hold or something
you do not understand on this
screen? Contact your advisor or
email success@samford.edu
with a screenshot of what you
do not understand.

Tip: This screen lets
you verify your
registration start and
end date and time.
Make sure to check

| that closely to know
when you can
register.

Select a Term

Registration Status

Term: Spring 2021

K:_é Your S;;dent Status bemlts registration

\o Nour acaderic tatus Good Standing permits registration.

[QYou have no hold which prevent regusuahon

Permit Override
‘oYouh ave received a Permit Override for CRN Not Applca%l  ACCT310 (In omeTaxl) type Pereq isite Override

‘EOYwhavereceved PemnOver deforCRNN lAppI bl DATA402(D( Management )lyp Prerequisite Overide

EOYouhavereoaed Permit Override for CRNNtApplcabI MNGT342(0 ions ger) ltype- quisit ()Iemder

EamedHours szl il i
LnYouha e Eamed Hours for Level U detg aduak I m tion H 69 Tanl Hours 6 fiEl il il e:



mailto:success@samford.edu

Step 2: Browse Classes o

Enter Your Search Criteria
Term: Spring 2021

To complete this step, you will need to ,
know the classes recommended by -
your advisor or listed on your degree

plan. Tip: Once your registration
window opens, you can also add

* Enter one or more classes that you classes from this screen

want to look up in the subject field.
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* Review your search results. You can
see instructor, day/time class meets, Pp—
and whether seats are available.

 Make a note of the “CRN” of the
class/es you want to register for. This
will let you quickly add them to your e e i A e b e e il K
schedule later. il | | | | i i, i, | I i | KO

ICIK.:'L"":"W( ion Arts Il Comiil: 102 HOS 4 2 Sp.. Epley, Steven (Pri sIATI & s 09:15AM - 10:220AM Ty Main ©rFuLLo

Commun 102 HOB 4 22 Sp Eplay. Staven (Pr sPTIA T s/ 10:30AM - 11:35AM Ty Main @) FULL: 0

Lecture



Step 3: Register for Classes: Select Term

* Select the term you are

registering for and hit

“Continue.”
Select a Term

* Note: you will be able to

navigate past this screen only Terms Open fo Regisraton

. . . Spring 2024 08-JAN-2024 - 25-APR-2024
once your registration window
O p ens. Continue

* Have a hold preventing you from
registering? Contact your
advisor.



Register for Classes: Enter CRNs

* If you are registering for multiple
classes, you can click “Add

AnOther CRN” to add more Enter Course Reference Numbers (CRNs) to Register
boxes and enter CRNs for all e
your classes at the same time. S — R

* Enter the CRNs for the classes
you looked up earlier and click
“Add to Summary.”

Register for Classes




Register for Classes: Review or Make Changes

Register for Classes

Find Classes Plans Schedule and Cptions

Enter Course Reference Numbers (CRNs) to Register
Term: Spring 2021

You can continue to make
additions to your

Cr’{r\‘| 23445 Marketing Communications MARK 415, 01
RN [ <
CRN ||

+ Add Another CRN ([ EERST IO U

I8 Schedule Details

Class Schedule for Spring 2021

schedule from this screen
if you have the CRN.

Sunday Monday Tuesday Wednesday Thursday Friday
-
9am
10am
11 am
| Panels «
——

v
I a o | ¥
Summary
i ST L Sy S B e I O . o
Saturday |, Advanced Data Analytics  DATA401,H01 3 22780 Lecture/  Registered None
Intermediate Finance M FING 429 HO1 3 20749 Lecture Registered None
-
| lnvestments FINC 424 HO1 3 20746 Lecture Registered
»
Dperations Management  NMNGT 342, 3 20808 Lecture Registered

Total Hours | Registered: 12| Billing: 12| CEU: 0| Min: U | Max: 18

| Conditional g#d and Drap

=S

Classes you have registered for will
appear here in a “calendar” view.

The “summary” view lets you review a list of your
classes. You can also select “Web Drop” from the
menu here to remove a class from your schedule.




Register for Classes: Don’t forget to submit!

Summary

Title Details Hour¢ CRN

Marketing Communicati... MARK 415,01 3 23445

Advanced Data Analytics DATA401, HO1 3 22780

Intermediate Finance M... FINC 429, HO1 3 20749

Total Hours | Registered: 12| Billing: 12 | CEU: 0 | Min: 0 | Max: 18

Summary

AUVdlited Udid AllgiylLs  UATA4UT, nUT S Z2Z1oYU
Intermediate Finance M... FINC 429, HO1 3 20749

Investments FINC 424, HO1 3 20746

Operations Management MNGT 342, ... 3 20808

Total Hours | Registered: 12 | Billing: 12 | CEU: 0 | Min: 0 | Max: 18

Schedule 1 Status Action e
Lecture Pending **Web Registered™™
Lecture/... Registered
Lecture Registered
[[] Conditional Add and Drop
Ledirer.. T Regisieied TINUIe 7
Lecture Registered None
Lecture Registered None
k None
Lecture Registered None

["] Conditional Add and Drop|

When you make changes,
be sure to hit the
“Submit” button at the
bottom so any “Pending”

or “Deleted” classes are
confirmed. Look for the

green “Registered” status
to be sure you have the
class on your schedule.




Still have questions?

Email us at success@samford.edu or
complete an Information Request Form and
let us know how we can help!
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mailto:success@samford.edu
https://samford.qualtrics.com/jfe/form/SV_6u6KBgXsieIH4Il

