Registration Overrides:

THE EACULTY VIEW
The faculty member signs in to their MyCCR| account and clicks on the For faculty tab:
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In the Faculty Registration Tools channel, ctick on Registration Overrides.
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g) Select the Term for processing then press the Submit Term butten.
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Enter the CCRI ID of the student {or search for the student using first and last name):
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E}) Enter the ID of the Student/Advises you want ta process then prass the Submit 10 button.
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Verify that the student is the p :
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(‘21? Verify your selection is correct by clicking OX.

Johin P. Panzica is the name of the student or advisee that you selected.
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The Override screen will display:
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Information for john P. Panzica
gp velcome to the Faculty Registration Permits/Qverrides Worksheet.

1f the word "Confidential” appears next to a student's nama, his/her personal information is to be kept confidential.

You may click on the student's name to view histher add and phone inf
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Next, select the Override type {from the drop-down}:
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information for John P. Fanzica
q) Welcame to the Faculty Registration Permits/Overrides Workshaet,
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If the word "Confidential” appears next to a student’s name, hisfher personat information is to be kept confidential,
You may chick on the student’s name £o view hisfher address and phone information.
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And select the Course {from the drop-down):

You will only have access to authorize overrides for courses you are teaching.

Click Submit
A screen confirming the override(s) and Student(s) that you wish to process will display:
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Intormation for John £, Panzica
q) Welcome to the Faculty Registration Permits/Overrides Worksheat,
If the word "Confidential® appears next to = studant’s name, hisfher personat information is to be kept confidential,
You may click on the stedent's name to view hisfher addrass and phone information,
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g:) Below are the override requests you entered. Please confirm by clicking Commit Changes.
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A screen displaying all processed overrides will display:
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You may cick on the student’s name to view hisfher address and phans informatian.
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THE STUDENT VIEW
The student simply goes in to add classes as they normally would. They need the CRN of the course, they type in the CRN
of the course and Click the Submlt Changes button:
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CQ Usa this page te add or e‘rop classes these features will only update the selected term. IF you have zalready registered for the term,
these classes wifi appear in the Current Schedute section. Additional ¢lasses may be added in the Add Classes worksheat. Te add a
class enter the Course Reference Number {CRNJ in the Add Classes Worksheet, Classes may be dropped by using the options available
in the Action fiefd in the Current Schedule Setion. If no options are listed in the Action field then the class may nok be dropped,

whan adding or dropping classas you must click the Submit Changes button at the bottom of this paga, If you do not see the Submit
Changes button in this window you may nead to scroll dovin, Failure te dlick the Submit Changes button will mean that vour add(s) or
your drop(s) will not be suceessful

If you are unsure of which classes to add, click the Class Search button ta review the ¢iass schadule,
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The current registration should now reflect that added course:
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Use this page to add or drop classes these features will ondy update the selected term. If you have already registered for the term,
those ¢lasses will appear in the Current Schedula saction. Additional classes may be added in the Add Classes worksheet, To add a
class enter the Course Reference Numbar (CRN) in the Add Classes Worksheet. Classes may be dropped by using the options available
in the Action field in the Current Schedule Setien. If no options are Fsted in the Action field then the class may not be dropped.

when adding or dropping ciasses you must click the Submit Changes butlon at the bottom of this page, If you do not sa2 the Submit E
Changes butten in this window you may ased to screll down. Faiture to click the Submit Changss button will mean that your add{s) or
your drop{s) will not be successhul,

If you are unsure of which classes to add, click tha Class Search button to review the ciass schedule,
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