Faculty Portal Registration

Online registration must be conducted in Internet Explorer Do not use Mailla or FireFox;
otherwise features will not work properly.

Steps
1. Login to the Faculty PortaChange the term to the upcoming semester.

2. Click Registration under the headinBegistration on the navigation menif you
receive a message indicating that you do not have advisor status, pleasi@otify
Information Technology Department at LCIT @louisburg.edu

3. Locat e t he thatyaudvll betrejigering ancheick théluelink Register
The list contains all student names who have ever been assigned to the bideisbe
numbers listed in blue at the top of the table to navigate within the alphabet.
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4. If the student has any type of academertabr business hold, those will display in the
window. Read the displag messagthen clickOK.

5. TheParametersvindow opensAccept all settings except féwuto Load Co Requisites
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Registering Student: AO000025889 Bowling, Riana Lashawnetta for FA-13
Use the available navigation options on Registration Parameters

the page. Please do not refresh or
navigate to a different site without first
processing the registration session you
have started.
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Schedule Conflicts:CAMS will check to see if the course being registd
conflicts in day and time of other registered courses. If conflict exists, the
user has option to override the warning and register the student for the class.

Pre Requisites:If Pre Requisites are not met, a warning prompt will appear
and the userds the option to override the warning and register the student
for the course.

Co Requisites:If student is not registered for a Co Requisiberse, a
warning prompt will appear, but user will be abletmtinue with
registration of original class.

Notify if Repeat: If the course for which the studentregistering has been
taken before, a prompt will appedisplaying the term the class was
previously taken and the gradeceived by the student. Users have the option
to override thavarning™and regiger the student for the class based on your
institutionds policies.

Course Equivalents Allow Pre Requisite to be met using a course
equivalent as defined in Course Master.

Auto Load Co Requisites:If desired, CAMS will automaticallyegister any
Co Reqisites coursedDO NOT SELECT THIS OPTION.

6. Click Load



7. The Registration window operSelect courses by placing a check mark in the check box
in the first column labeleddd To narrow searches,| i ck t he i Shaothe Fi
top of the screen tenter specific days and/or times. This is optional but helfsiiothe
number ofcoursedisted.
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Current term: FA-13
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Registering Studen 000025889 Bowling, Riana Lashawnetta for FA-13.

Use the available navigation options on | Cancel Registration ‘ ‘ Save Registration ‘ =
the page. Please do not refresh or oIy vy
navigate to a different site without first ot
processing the registration session you Ad Course Course Name Start
have started.
Thank you. ACC120A ACCOUNTING | 8/21/2013 12/4/2013
c Y Y s Instructor Room Days Start Time End Time Date Max Enr Total Enr
b~ 4 KOH, SANGSOON TAF-314 TR 09:00 AM 10:40 AM Weekly 24 "
ACC120B ACCOUNTING | 8/21/2013 12/4/2013 4
Instructor Room Days Start Time End Time Date Max Enr Total Enr —
KOH, SANGSOON TAF-314 TR 12:00 PM 01:40 PM Weekly 24 15
- ART APPRECIATION
ART111A Course is full or has a wait list 8/21/2013 12/4/2013 3 i
CI. k t Add C Instructor Room Days Start Time End Time Date Max Enr Total Enr
IC 0 Ourse HINTON, WILL ART-107 TR 01:00 PM 02:15PM Weekly 30 30
- CERAMICS-POTTERY ||
ART136A Course is full or has a wait list. 8/21/2013 12/4/2013 3
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8. If a course is full, a warning is displayed in rédwo courses are scheduled for the same
time, a conflict message is displayed

Conflict
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Use the available navigation options on Continue Reset
the page. Please do not refresh or E——
navigate to a different site without first

processing the registration session you = This course's schedule conflicts with another course.
have started.
Click Yes to Register, No to Cancel
Thank you.
@ Yes
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The selected course: ACCOUNTING |
Scheduled on:
TR from 9:00:00 AM to 10:40:00 AM

Conflicts with: PRINCIPLES OF SOCIOLOGY
Scheduled on: TR from 9:30:00 AM to 10:45:00 AM
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Registering: ART111A - ART APPRECIATION

Use the available navigation options on Continue Reset
the page. Please do not refresh or

navigate to a different site without first

processing the registration session you

have started © - Add to wait list
Thank you © - Cancel add

The selected course: ART APPRECIATION
Scheduled on:
TR from 1:00:00 PM to 2:15:00 PM

Conflicts with: EXPOSITORY WRITING (5 DAY)
Scheduled on: MTWRF from 1:00:00 PM to 1:50:00 PM

H”I%Hnmmmszgm.er B Register Class Options i v 3
IUBRURG
C cG
SHEILAH COTTEN Monday, August 05, 2013

(At this time, Louisburg College does not use a waiting list for courses. elease choose the

option to add atudent to the waiting list.)

When you click thédddcheck boxto enter a student into a claise browser refreshes and adds

the course to the top of the list. See code list alitagistered Coursder Alerts notations.

Total Creditsare listedbelow the created schedule. To make changes, clidRrthiecheck box

to the left of the coursiel, and the course will be removed fromé¢ st uden.t 6s

schedu



9. Continue adding other courses to cGaupl et e
Registrationlink in the upperight of the window.

Click to Save Registrati
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Click to Remove
Course

10.T h e s sschkcule digplays as a matrix.

The student has completanofficial registration. Once the Registrar approtresscheduleand
theFinancial Service®ffice completes the registration process, the schedule moves to official
status. The Registrar has the authority to ch
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To view an unofficial student schedule at any point in time, cliciih&tudentdink in
the menutotheleft o c at e t gnamesnduelidBelectodhe left of the name.
Click theScheduldink in blue. To print a student setiule, clickthe printer icorjust
above the schedule.

Student Portal

The student can check his/her registration by logging in the Student Portal. Selgcaimeng
term andclick on My Schedule

The student s schedul e playpdiretlefFacultaPortah mat r i x as
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