Preparing for
Summer and Fall
2022 Registration

Advising guide: preparing for online registration




Advising & Registration Preparation

e University Advising Center

e Finding your Advisor

e Preparing to Meet Your Advisor

e Advising Appointment Expectations & Recommendations

e Review your Degree Program
e Degree Works
e Additional Resources
e Making Changes to Program (Major, Concentration, Minor, etc.)

* Dropping a Class

e Studying at Another Institution




Advising & Registration Preparation

e | ooking Up Classes
e Off-Limit & Special Sections

e Schedule Planner

e Check for Registration Holds

e How to Register for Classes

e Registration Error Messages

e System Errors

e Additional Resources
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Office Hours
Monday - Friday | 8 a.m.to 5 p.m.

Contact Us

Third Floor, Student Engagement Center (SEC) Room 3120

(210) 805-5814 | advising@uiwtx.edu | my.uiw.edu/advising/

Zoomdays
Zoomdays are designated days when you can meet with an Academic Advisor virtually through a Zoom drop-in. This

service is available for quick questions or to assist in scheduling an appointment for more in-depth needs.

Zoom sessions will be held every Thursday from 12PM — 4PM during the semester, but we will be available all day on
registration days!


tel:+12108055814
mailto:advising@uiwtx.edu
https://my.uiw.edu/advising/
https://my.uiw.edu/advising/

University Advising Center

Meet the Advisors

Kedra Grant-Brinkley Dora Garner Marissa Farias Kristen Bates J.R. Pulido Sydnee Palade Haley Ayres Gloria Ramos-Cortes
Director Math, Science & Arts & Humanities Athletic Advisor Asst. Director Athletic Advisor Business Business
Engineering Athletic Advising Administration Administration

Charles Puente Kelsey Jutila David Kincaid Karina Johnson Dr. Rochelle Ramirez Megan York Dr. Roxanna Nelson Janie Rios
Education Pre-Pharmacy Optometry Biology Media & Design Social Sciences Nursing Administrative
International/ Exchange Assistant

website


mailto:dgarzatr@uiwtx.edu
mailto:kegrant@uiwtx.edu
mailto:kbates@uiwtx.edu
mailto:hotchkis@uiwtx.edu
mailto:sjhamilt@uiwtx.edu
mailto:gcramos@uiwtx.edu
mailto:ayres@uiwtx.edu
mailto:advising@uiwtx.edu
mailto:cepuente@uiwtx.edu
mailto:dkincaid@uiwtx.edu
mailto:kkjohns1@uiwtx.edu
mailto:rramire2@uiwtx.edu
mailto:homan@uiwtx.edu
mailto:jarios1@uiwtx.edu
mailto:rmnelson@uiwtx.edu
https://my.uiw.edu/advising/advising-center-staff.html
mailto:advising@uiwtx.edu

Advising Period: March 21 — April 7

Advising Period is the designated time period for students to meet with their faculty
advisor or professional advisor to discuss registration and upcoming semester(s).

*Inform your advisor of your appointment
Andrew, Schedule An Advising Appointment preference (ex. Zoom, phone, etc.) in the
Comments box.

W Note: Be sure to include a valid phone number, if necessary

Please Schedule Your Advising Appointment.

Comments

Hello Andrew: Choose A Day Choose A Time
Your advisor requests that you schedule an appointment. To do so, please click the following link, select a time
that works with your schedule, and click Save, You will recgive an email confirming the appointment time and
datails.

Su Mo Tu We Th Fr S5a
Schedule an Appointment

You can also copy and paste this address into your web browser,
https://uiw.gradesfirst.com/as123456

Thank you!

»  Tip: Put advising dates in your calendar!




How to Find Your Advisor
BANNER|B

e Log onto Cardinal Apps Seli-Service

 Click the Cardinal Apps - Banner tab

* Then click the Banner 8 Self Service icon
 Select Student Services tab

e Select Student Records.

 Select View Student Information.

e Select the current term (Spring 2021) and
click Submit.

e Your advisor’s name can be found next to the
Primary Advisor field

e To find your advisor’s contact information,
use the UIW Directory link at the top of the

page



https://apps.uiw.edu/

b ]

Aavising Appointments

B



Preparing to meet with
your advisor

e Check your cardinal e-mail for any important messages.

e Schedule an appointment with your advisor

e Some advisors will contact their advisees.
e Some may expect you to reach out first.
e Always best to be proactive!

* Be prepared. Your appointment will be by email, phone or
Zoom

e Review your degree requirements in Degree Works

e Prepare a list of potential courses you plan to enroll in the
upcoming semester/semesters

e Look up classes in Banner9

e Make a list of questions/concerns



Confirm Your Contact Information

 Make sure your current contact information (telephone and address) is up to
date.

e Great opportunity to also ensure your information is up-to-date for UIW
Emergency Alerts (RAVE)

BANNER/Q —@ Personal Information

My Profile | View and update your biographical and

| demographic information.

Update your contact information (PDF)



https://my.uiw.edu/business-office/_docs/b9pis.pdf

What to do During Your Appointment

Start a conversation with your advisor '
e Discuss current semester, professional goals, graduation timeline

e Review courses/plan for the upcoming semester(s)

Ask about pre-requisites, course sequencing, and any other program-specific questions

Get your alternate PIN number
e DO NOT lose your alternate PIN number.

e You will use your PIN to register and make changes to your schedule, if necessary.




The "6 Parts" of Your Degree

University of the Incarnate Word
Degree Checklist - Accounting

Degree: Bachelor of Business Administration  Concentration: Accounting
Name: Student 1D: Catalog: 2013-2015

Advisor: Evaluator: Date:

Bachelors Degree Institutional Reguirements: A minimum of 120 hours required for graduation to include: 45
hours of residency, 36 advanced hours (junior/community college courses will not satisfy), 36 of the Last 45
hours from UIW, and 45 clock hours of community service.

University Core Curmficulum  femwd fws  Comsenn 45 Hours BRA Core lsrsed Rng Comments
Academbc Literacy (If Required] ACCT 2311:  Principhes of Accounting |
--_ ACCT 2312 Principles of Accounting i
Rhatorkc (6] IS 2321 Ity 1o Indoematinn Systems
ENGL 1311 or 13111 Migagse,  ronsl Produciivity
Composition | Applications

P ]
ENGL 1312 Composition Il O I3 M:mm,
m ECONI36E Principies of Microetonomics
DWHP 1200 {3200 Trardfer) BMGT 3370 Business Statistics
PE Activity Course BMGT 3571:  Management Science
Philosophy and Religion [9) BINT 3331:  Imtemational Business Mgmt.

3 Hirs from: RELS 1305, 1315, BLAW 3317:  Business Law |
1325, 1335 &r 132 7TH BMET 3331:  Principhes of Marieting
PHIL 1381 Introduction to BMGT 3340:  Mgmt Thaory & Practice
Fh||g-;ggh‘. BFIN 3321 Principhes of Fﬂanr.ulMEnt
raprative Business
3 Hrs RELS/PHIL
BMGT AN - sbryin/Decision Making |

. Ietagrative Business

;NL’:. 2310 World Literature BMGT 3B s nabvain/Deciion Making I
s

Fine Arts- 3 Hrs Accounting Concentration
[T T Y

MATH 1304 ACCT 3311:  Intormadiate ACCT I
Schenoe ACCT 3312:  Intermsbdiats ACCT B
History and the Behavioral Sche ACCT 3313:  Cott Atteminting
ACCT 3315:  Federsl Income Tax |
ACCT A¥14:  Awditing

9 hirs. upper division ACCT electives:

3 Hours from:
MIST 1311, 1312, 1321, 1323
Sacial Science
Second Language (6)

General Electives
Community Service As many i needed 10 reach 130 rarned houry)
Reguirgment
*Courses completed at junéor‘community colleges will not satechy
the advanced howr requirement for the degres.

. 120 College Level Hours

43 Core Curriculum Hours*

. 36 Upper Division Hours
 Content Specific Courses

- 45 Hours of Residency

J 45 Hours of Community Service

Grade of € or better reguired in MATH 1304 and all couries far
Major fMinorConcentration/Specialiration. lamed Beq  Eomeests

Note: A total of 150 semaiter houri inclading 30 hows of
approved upper division accounting cownes, 21 hours upper
divvision business cowrses, and 3 three howr course in ethics are
renaiirad tan cit fnr the CPA Fusminatins in Tesas

*average number of hours
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DegreeWorks
is an easy-to-use,
web-based
degree audit.

Utilize DW as a guide to
help in creating your
educational plan.

TIP: Check DW at least

once a semester

6 \
DEGRE
WOR

Worksheets 8 =

fa |
Data refreshed 03/30/2022 1:19 AM K&~

Student ID Name Degree

ee0004301 Cardinal, Red Bachelor of Arts
Advanced search

Level Undergraduate Classification Senior Major Elementary Education Minors Reading, Special Education Program BA Interdisciplinary Studies

College School of Education Community Hours & Attribute ATX, DCRE, TEAC, FINA Student Campus M Admit Term 201940

View historic audit

Academic What-If Athletic Eligibilit
L 03/18/2022 at 9:54 AM UG/BA
Format Degree progress
Student Vi b % I v i PROCESS
udent View s . In-progress classes . Preregistered classes
81% 100% 3.18
Requirements Credits
Audit date 03/18/2022 9:54 AM
Diagnostics Student data Save audit Delete audit Collapse all A
Degree in Bachelor of Arts
Fa%

Credits required: 120  Credits applied: 120 Catalog year: Fall 2018 GPA: 3.18

@ Minimum 120 Total Credit Hours Required

&  Minimum 36 upper-division credit hours
required




Additional Resources

Use the Checklist, Degree Sequence, or Planning Guide for your program to ensure you are taking your courses at the right time.

Degree: Bachelor of Business Administration
Name: Student ID:

University of the Incarnate Word
Degree Checklist ~ Accounting
Concentration: Accounting

Catalog: 2013-2015

Advisor: Evaluator:

Date:

hours from UIW, and 45 clock hours of community service.

45 Hours BRA Core

Bachelors Degree Institutional Requirements: A minimum of 120 hours required for graduation to include: 45
hours of residency, 36 advanced hours (juniorfcommunity college courses will not satisfy), 36 of the last 45

lormed Moy Comwmenis

PHIL 1381 introduction to

Academic Literacy (if Required) ACCY 2311:__ Principhts of Accouniting |
Ciatwoszs ) [aceraiz: rincoie of Accouning 8
Rhetoric () BAIS 2321 lintro to Information Systems
ENGL 1311 or 13111 sz Tersonsl Productidey
Compasition | :‘“:::‘I:‘:'
ENGL 1312 Compasition Il ECoN 2301 |
ECON 2303  Principles of Microeconomics
DWHP 1300 {3200 Transfer) BMIGT 83767 Busiress Statisticy
T R oo 25— e
Philosophy and Religion (9] BINT 3331: Intennational Business Mgmt.
3 Hrs froen: RELS 1305, 1315, BLAW 3317:  Business Law |
1325, 1335 or 1327H BMET 3331:  Principles of Marketing
BMGT 3340: _ Mgmit Theory & Practice

Philosaphy

BFIN 332 Principles of Financial Mgmt_

Integrative Business
Anadyia/Decrbian Making |

3 Hrs RELS/PHIL BMGT 4380:
Literature and the Arts (6)
ENGL 2310 World Literature BMGT 4381:

Ieegrative Businets
AnalyyingDreciion baking il

Sudies
Fine Arts: 3 Hrs

Accounting Concentration
15 hrz, of the following required courses:
Intermadiste ACCT I

Intprmadiate ACCT B

ACCT 3313 Cowt Accounting

ACCY 3315:  Feders! Wncome Tax |

MIST 1311, 1312, 1321, 1322

Ausditing

v ACCT electives:

Sacisl Science
- [ 1 1
L 1 1 |
kil * v General Electives
Community Service a5 |A4 sy 5 needed to resch 130 paened heur)
Reguirement

*Courses completed at junéorfcommunity colleges will not satichy

the advanced howr requirement for the degree.

Grade of € or better requined in MATH 1304 and all coures for

Major Minor [ Concentration/Specialiration

Note: A total of 150 gemaiter houry includimg 30 howrs of
approved upper division accounting courses, 11 hours upper
divizion business cowrses, and a three howr course in ethics are
renaiiead fe cif fne the CPA Evaminatinm in Tewas

Checklist

Bachelor of Science:

2015-2017 Catalog

Chemistry

School of Mathematics, Science and Engineering

Freshman Year: Fall Hrs. Freshman Year: Spring Hrs_
CHEM 1301: Chemical Principles | 3 CHEM 1302: Chemical Principles I 3
CHEM 1101: Chemical Principles | Lab 1 CHEM 1102: Chemical Principles Il Lab 1
BIOL 1402: Unity of Life and Lab 4 ENGL 1312. Composition 3
DWHP 1200: Dimension of Wellness 2 MATH 1311 Pre-Calculus 3
ENGL 1311: Composition | 3 PEHP 11XX 1
HIST 13XX 3 Elective 3
Total hours 16 Total hours 14
CHEM 2311: Organic Chemistry | 3 CHEM 2312 Organic Chemistry Il 3
CHEM 2111: Organic Chemistry | Lsb 1 CHEM 2112: Organic Chemistry Il Lab 1
MATH 2312. Calculus | 3 MATH 2313: Calculus || 3
ENGL 2310: World Literature Studies 3 RELS 13XX 3
PHIL 1381- Introduction to Philosophy 3 Modern Language I 3
Modern Language 3 Fine Arts 3
Toral hours 16 Total hours 16
CHEM 3321: Quantitative Analysis 3 CHEM 3342 Coordination and Solid State Chemistry | 3
CHEM 3221: Quantitative Analysis Lab 2 E:::'Iill_?z Experimental Metheds of Inerganic 1
CHEM 3341: Inorganic Chemistry 3 Elective 3
CHEM 3160: Introduction to Chemistry Research & .
P 1 Social Science 3
PHYS 2305 Physics | 3 CHEM 4260 Advanced Chemistry Research
PHYS 2105: Physics | Lab 1 PHYS 2306: Physics |l
RELS/PHIL 33X 3 PHYS 2106 Physics || Lab 1
Total hours 16 Total hours 16
CHEM 4431: Physical Chemistry: Thermodynamics [ Chemistry Elective [upper division) (3 or 4 hours) 3
CHEM 4231 Physical Chemistry: Thermodynamics Lab 2 CHEM 4322 Instrumental Analysis
CHEM 4351: Biochemistry | 3 CHEM 4222 Instrumental Analysis Lab
CHEM 4251: Biochemistry | Lab 2 :ﬂii:"a:?: Physical Chemistry: Quantum ;
Elective (upper division) B r’:nH:;l:la:izl::,sucalcr-ems.r-, Quantum ]
14 Total Hours 12

UIW Core - Total Hour
Major - Total Hours

43
58

Degree Sequence

Course Sequence

PLANNING GUIDE

Tuly 19, 2017

FALL

SPRING

SUMMER

Transferred Conrsework:

Fall 2017 (15)

EMGL 1311: CompI

EDUC 1305: Foundstions of Educ
GOVT 1315 Amer. Pol

HIST 1321: US 1o 1865 (F)

PHIL 1381: Inmo to Phil

Spring 2018 (16)

ENGL 1312 CompII

MATH 0310

HIST 1322: US History Since 1865 (3)
BIOL 1401: Diversity of Life & Lab
DWEP 1200: Dimensions of Wellness
PEHP 11XX

Summer 2018 (6)
MATH 1304 College Alzebra
RELS 13XX

Fall 2018 (15)

ENGL 2310 Wesld Literstue

MATH 2374 Math for Elem TehssI(F)
EDSI 2374 Sci for Elem Tchss (F)
EDUC 3307: Essntials of Lit. Instmct*
Second Larguags |

Spring 2019 (18)

EDUC 2315: Survey of Children
EDUC 3327: Dev the Fluent Rdr*
MATH 2375: Math for Elem TchrsII(S)
EDSI23 arh & Space Science
DEED 3305 Maoror Dav (5)

Second Lanzusge IT

Summer 2019

Fall 2019 (15-18)

EDUC 3337. Dev the Strategic Rdr*
EDUC 3330 Soc Studies Instr

EMNGL 3385: Toreg. LA

HIST 2322 Texas History

THAR 4301: Creativity in the Arts
EDUC 3335: Adv for Excep Leamers
0l

Apaly to TED (Sept)

Spring 2020 (18)
EDUC 3375 Teackers of Children iz
Primary Grades

EDUC 3. earning Theories
EDUC 3367: Tchg Children in /EC
EDUC 3325: Child Dev & Play
EDUC 3347: Differennating Lit Insm*
EDUC 3346: Tchg Smdents w/ EBD

Summer 2020

Fall 2020 (18)
EDUC 3377: Teachers of Children in
Inrermediare Grades
EDUC 3385: Cultmlly Responsive Tchg
EDUC 3379: Instruction & Assessment
EDUC 3340: Instructional Tech
EDUC 3343 Tchgz Smdents w/ LD
RELS/PEIL 33XX

Apaly to Clinical Teaching (

Spring 2021 (12)
EDUC 4905: Clinical Teaching
EDUC 4305 Clinical Teaching Seminar

GERADUATION. May 2021

Pending Substitutions ]

| Submitred ‘ Approved

>

Teacher Education Program Acceptance:

Clinical Teaching Cohert Acceptance:

Date Passed:

Content Practice Test
TExES Content Test
PPR Practice Test
TEsES PPR Test

Planning Guide




Making Changes to your Degree Program

 Are you doing well in your current major?
 Have your interests changed?

* Have you taken a career assessment to determine
some options?

e Did you discuss your academic performance with
your advisor?

Academic

Change Form

Submit completed Academic Change Form to
advising@uwtx.edu

Career Services

For career exploration, make your
appointment via- Handshake or by
calling Career Services.

e Phone: (210) 829-3931

* Email: careers@uiwtx.edu

I handshake

V/ Connect with employers
Access thousands of jobs
and imternships
\/Regisn&r for events
‘Make an appointment
with a Career Advisor

ﬁLDg in to Handshake l
L |



tel:+12108293931
mailto:careers@uiwtx.edu
https://my.uiw.edu/advising/_docs/academicchangeform.pdf
https://uiw.joinhandshake.com/login
mailto:advising@uwtx.edu

e Discuss with your advisor and receive approval by
email or electronic signature.
e Drop form found on Registrar’s Office website here.

* You must contact the Office of Financial Assistance to

f learn how dropping a course or courses may affect
It you are your financial aid.
Considering e |fyou are an athlete, you must get approval from your
. Athletic Advisor.
drOppmg d e |f you are a Veteran using VA benefits, you must
tact the Office of Vet Affairs f .
CIaSS... contact the Office of Veteran Affairs for approva
e Completed drop form should be submitted

electronically to the Registrar’s Office
(registrar@uiwtx.edu)

e Keep all your documents in a safe place, including any
written correspondence or approval.


https://my.uiw.edu/registrar/_docs/registration-add-drop-form_fillable.pdf
mailto:registrar@uiwtx.edu

Planning on taking classes at another institution?

e First, discuss the classes you are looking to take
with your advisor.

e Complete the Request to Study at another
institution form.

* Apply to the institution where you wish to study.
e Send required documents to transfer institution.

 When classes are completed at transfer
institution, send official transcripts back to UIW.

Note: Not all course credit will be applicable to your degree
plan. Contact your advisor or the University Advising Center
for additional information.

Make sure your courses are approved by your advisor and
the Registrar’s Office before you register for classes.

Alamo Colleges Transfer Guides



https://my.uiw.edu/registrar/request-to-study.html
https://my.uiw.edu/registrar/transfer-guides.html
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Looking Up Classes

e Log into Cardinal Apps

e Select Cardinal Apps-Banner tab ' BANNERS

* Click on Banner 9 Registration _ Brouse Classes

b= Looking for classes? In this section you can browse classes you find
“ interesting.

e Choose Browse Classes @ elucin

Student - Registration « SelectaTerm « Browse Classes

Browse Classes

e Select term

Term: Fall 2020

Subject

e Enter course info (ex. ENGL, 1311L, etc.)

CCCCCC

lllllll

e Select Main Campus as Campus —

eeeeeeeeeeeeeeeeeeeeeeeee



https://apps.uiw.edu/

. |
LOO | n g | ' p ( a Sses Student - Registration « SelectaTerm « Browse Classes

Browse Classes

Enter Your Search Criteria

e Use Advanced Search to narrow your search results o
e Day and Time o

e Instructor e

e | ocation

. . Ty . . ﬁwufF’svchnlnq
* Click on the course title to get additional information <Q i | A

about the course such as restrictions, pre-requisites,

|
| Class Details for History of Psychology Psychology 4331 01

Term: 201970 | CRN: 70168

Class Details
Not all restrictions are applicable.

co-requisites, and other important information. L e

Syllabus Must be enrolled in one of the following Programs:

BA Add Prev SpeciComm Psyc (BAAPSCOMPSYC)
Attributes BA ChildiAdolescent Psychology(BAGHLDADOPSY)

BA Community Psychology(BACOMMPSYT)
Restrictions BA Experimental Psychology(BAEXPERPSYC)

BA Psychology(BAPSYC)

—< InstructoriMeeting Times . ¥
Must be enrolled in one of the following Majors:
Enroliment/\Waitlist Psychalogy (PSYC)
Corequisites Cannot be enrolled in one of the following Minors:
Psychology (PSYC)
Prerequisites

Mutual Exclusion

Cross Listed Courses

Linked Sections

Fees

Catalog




Looking Up Classes

Be mindful of “off-limit” or special sections...

e X indicates a Learning Community course Intro to Theology and Ethics - 48569 - RELS 1305 - X01
—I

e Learning Communities are sections of classes that are linked Composition T - 51074 - ENGL 1311L - X01 |
. —'F

* You cannot take one without the other

e ONL indicates an Online course Principles of Macroeconomics - 53326 - ECON 2301 - ONL
—j

e Bl indicates 3 Blended/Hybrid course Integrated Marketing Comm - 40442 - BMKT 3333 - BL1
—j

e H indicates an Honors course Composition IT Honors - 53513 - ENGL 1312H - H1

Class Details for Introduction to Philosophy Philosophy 138 ( Ve

— SPS courses are indicated with a V, AH, NW, NE,

Term: 202140 | CRN: 57356

or CC | N th e sect | on Class Details Associated Term: Fall 2020
Bookstore Links CRN: 57356
Campus: SPS Onling G——
Course Description Schedule Type: Lecture

Instructional Method: Fully Dist Ed Crse, Async
Section Numbe

Syllabus




Instructional Method

Synchronous (Sync)

e Interactive online learning through course management
systems and streaming services (i.e.: Blackboard, Zoom)

e Class will be fully online & live streaming

e Designated class meeting time, as listed on course schedule
e Schedule note: “Fully Dist. Ed. Crse., Sync”

Asynchronous (Async)

e Interactive online learning through course management
systems (i.e.: Blackboard)

e Communicating with email, discussion boards and class
forums, etc.

e Class will be fully online
* No designated class meeting time




Looking Up Classes

Hybrid/Blend

e Partial in-person and partial online course delivery

e Some Hybrid/Blended courses may meet online
synchronously or asynchronously (See schedule for details.)

e Schedule Note: “Hybrid/Blended Course; Async” or
“Hybrid/Blended Crse.; Sync”

Face-to-Face

e Traditional in class learning

e Attend class, in-person, during designated class meeting
times

e Schedule Note: “Face-to-Face Same Location”

Access Schedule and View Instructional Method Flyer and Instructions



https://www.uiw.edu/cardinal-flight-plan/_docs/access-schedule-view-instructional-method-flyer-080420f-updated.pdf
https://www.uiw.edu/cardinal-flight-plan/_docs/access-schedule-view-instructional-method-flyer-080420f-updated.pdf

Use Schedule Planner

| Be mindful of day

Found on the
UAC website I

W Schedule Planner

Monday Tuesday

Confirm time " 7:30- 8:45 am

900 10:16 am MATH 1304-02
CRN: 75470

10:30 - 11:45 am
12:00 - 1:15 pem

1:30 = 2:45 pm

Wednesday

wari 12027
CRM: 75470
PHIL 1381-01
CRN: 771189

Ber WhE e T e O
phud it 'l.lll.!.l.lu'_'hl'l Bl i [ J.I.|H: Pii LG

it @l Tl DO el b1 Pi

¥ 15wk dewer Thal lolsnaiy oz

Course number &
Section

PHIL 1381-01
CRM: 771189 _

CRN is used for
Registration

Tip #1 Have a couple of schedule planners filled out. Classes fill up fast! Always a good idea to have a back-up plan.
Tip #2 Plan around work schedule, practice/work-outs, family obligations, study breaks. Be realistic about time commitments!


https://my.uiw.edu/advising/_docs/scheduleplannerupdated.pdf
https://my.uiw.edu/advising/_docs/scheduleplannerupdated.pdf

Check for Registration Holds

 Found on BannerWeb Self Service
e Select “Student Services”
e Select “Student Records”
e Click “View Holds”
e Look for “Registration” indicated in the “Process

Affected” block

e Holds that will prevent you from registering:

* Transcripts
e Qutstanding Balance
e Perkins Loan — Exiting paperwork

e Recommend checking now as it can
sometimes take awhile to resolve a hold.



https://apps.uiw.edu/

Online Registration

e Log into Cardinal Apps

* Click on Cardinal Apps-Banner tab
e Select Banner 9 Registration icon
e Choose Register for Classes

e Select term

* Enter your ALT PIN

BANNERQ

Registration

Reqgister for Classes
iﬁ? Search and register for your classes. You can also view and manage your schedule.
\-I

Select a Term

Terms Open for Regisiraben



https://apps.uiw.edu/

Online Registration

* When looking up classes, use the Advanced Search filter.

e Click in the subject box to choose a subject and select
Main Campus in the Campus box. Then, Click Search
e If you already know your CRNs, simply enter the CRNs using ENTER e
CRNs tab. E———— F
e Click the Add button on the right-hand column to add a
class to your schedule. ———

e Click Submitin the bottom right once you have finished
adding your classes.

* Note: Your registration is not finalized until you click submit.

e Once registration is complete, review your schedule to
ensure it is correct.

Submit




Registration Error Messages

Registration Errors occur for a variety of reasons. Below is a list of error messages you may receive when registering online, what they mean,
and what you should do if you receive the error message.

Error Message What does it mean? What should you do?

1. Look for an alternate section that is being offered on the main campus.

Campus Restriction Section restricted to students from a specific campus 2. If you meet the criteria, submit an SPS Course Request for approval. Visit the University
Advising Centers website at https://my.uiw.edu/advising/forms.html for more information.

Refer to the restriction details by clicking the course title and then “Restrictions”.

. Section restricted to specific student classifications 1. Choose analternative section.
Class Restriction ] _ _ _
(freshman, senior, etc.) 2. Contactyouracademic advisor to discuss alternative courses.

3. Contactthe University Advising Center for additional assistance.

1. Choose analternate section.
Closed Section Section enrolled at capacity 2. Addyourself to the wait list, if available.

3. Contactyour academic advisor to discuss alternative courses.

. . Section enrolled at capacity; Select "Wait Listed" from the action drop down menu and submit changes. Then check your
Closed - Waitlist Available . . . , :
space available on the waitlist Cardinal email regularly for an approval/denial message.
- Section enrolled at capacity; 1. Choose analternate section.
Closed - Waitlist Full . pacity o ) ) )
space unavailable on the waitlist 2. Contactyouracademic advisor to discuss alternate courses.

1. Add both CRN's to the 'Add Classes" worksheet and click submit.

Core Q XXXX Required Section has required corequisite; must register in co-req 2. If you have already completed one of the corequisites, contact the University Advising
Center for additional assistance.



https://my.uiw.edu/advising/forms.html

Registration Error Messages

Continued...

Error Message

What does it mean?

What should you do?

Duplicate Course with Section XXXX

Section is a duplicate of a course already on your schedule

1. Dropthe section no longer wanted first, then add the new one.
2. Contact the University Advising Center for additional assistance.

Major Restriction

Section restricted to students in a specific major
(English, Psychology, Biology, etc.)

1. Choose analternate section.
2. Contactthe University Advising Center for additional assistance.

Prerequisite & Test Score Error

Section has a prerequisite course or minimum test score that
you have not met.

Note: this is based on current credit/scores. May need to
update record.

Access the online course catalog for details on required prerequisite course(s) to confirm
you have completed the required course(s).

1. Contactyouracademicadvisorand discuss alternate courses.

2. Contactthe University Advising Center for additional assistance.

Time Conflict with XXXX

Section conflicts with another section already on your
schedule

1. Choose another section.

Drop the conflicting section and resubmit the add.

3. Toregister for both conflicting courses, contact the academic department offering
the courses to obtain authorization.

N

Permission Required:
Dean or Instructor's Signature

An additional restriction has been placed on the section

Contact the academic department offering the course to obtain authorization from the
Dean or Instructor.

Student Attribute Restriction

Error message for International students trying to register for
an online course

Submit the Online Course Enrollment Request Form to the International Student & Scholar
Services office for approval to take the course online.




SySte m E r ro rS © You can register from 11/13/2019 08:30 AM to

01/21/2020 11:59 AM
_— Ok ’

® If you get a System error Whlle trylng to reglster”. © You have no Registration Time Ticket for the

current time.

e Log out and close the browser that you are currently using
e Try to use a different browser
e j.e.if you are using Firefox, switch to Chrome

 |f you still get the error message, take a screen shot of the error and email it to our office at
advising@uiwtx.edu so that we may assist with trouble shooting

e “Registration Ticket Error”
* |t is not your priority registration time.

e |fitis, take a screen shot of the error message and email our office at advising@uiwtx.edu so
that we may assist with trouble shooting



mailto:advising@uiwtx.edu
mailto:advising@uiwtx.edu

Additional Resources

e Advising Center Forms

e UIW Directory

e UIW Veteran Affairs

 UIW International Student and Scholar Services
e UIW Athletics

 UIW Residence Life

e Registrar’s Office

e Business Office

e Financial Aid

e Fttling Center



https://my.uiw.edu/advising/forms.html
https://search.uiw.edu/s/search.html?collection=uiw-search&f.Tabs%7Cuiw-people-sftp-xml-custom=People
https://veterans.uiw.edu/
https://my.uiw.edu/international-student-and-scholar-services/index.html
https://uiwcardinals.com/index.aspx
https://my.uiw.edu/housing/index.html
https://my.uiw.edu/registrar/index.html
https://my.uiw.edu/business-office/index.html
https://www.uiw.edu/finaid/index.html
https://www.uiw.edu/eccl/index.html
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Questions??

I
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' Un_i'versity Adising Center

o

Office Hours

Monday - Friday | 8a.m.to 5 p.m.

Contact Us

Third Floor, Student Engagement Center (SEC) Room 3120

(210) 805-5814 | advising@uiwtx.edu | my.uiw.edu/advising/



tel:+12108055814
mailto:advising@uiwtx.edu
https://my.uiw.edu/advising/
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