Student Registration Instructions for Banner Self-Service

The following are instructions for self registration for upcoming terms. Once registered, the courses are placed
our your HSU Transcript and billing statement. We understand life events happen, if for any reason you need to
withdraw from a course(s) it is your responsibility to do so through the registrars office.

A link to Banner Self-Service can be found on the MyHenderson Homepage...

myHenderson  Academics  Financial Aid  Campus Connect  Employes  Shared Governance

7 myHenderson

Shared Govemance
Course Evaluations

Census Reports

Banner (Ellucian)

Login to Banner (Ellucian) DR register for classes, see your schedule, and view/pay your bill, Your Banner login s the same as your HsU email,

e Student Login
« Advisor Login
o Faculty Login

Make sure you use the link

titled “Student Login”
@ Banner - Employee Self Service @ Banner - Finance Self
Accass Banner's portal to manage employae information such Accass Bannar's portal to manage finar
as your personnel record and payroll data a5 requisitions and approvals
!:\"6 Document Manager (AppEnhancer) 5 Duo Device Manage
AppEnhancer (formerly named Applicationxtender) isa Manage and enroll devices for Duo sec

powerful document management system. (Only available on-
site)

Earilitiae Winrk Ordar ! Enrme

You will see the following prompt to sign-in...

@ ellucian.

Sign in to your account

Jsemame Password The username and password for signing

. - . . ) into Banner Self-Service are the same as for
ember me on tnis computer .
your campus email and MyHenderson.




After you select “Sign In” you will see the DUO authentication prompt. You must have the DUO app
downloaded to your mobile phone to move past this point. If you have not yet installed DUO, then you may
visit go.hsu.edu/DuoSetup for instructions.

Choose an authentication method

-
A u~ E Duo Push RECOMMENDED Send Me a Push
AREANSAS STATE UNIVERSITY

What is this? Cf E Passcode Enter a Passcode
Need help?

Secured by Duo [C] Remember me for 10 hours

Select “Send Me a Push”

You will then receive a
confirmation on your phone.

After accepting the confirmation prompt from your phone, you will be taken to the following student landing
page for Banner Self-Service.

= @ ellucian ASU-Henderson - Arkadelphia ~ $§ John John Doe [
Student Services Your name will
appear in the top
Hello John John Doe, right corner
"This is the entry page for Banner Student. From here, you can navigate to the following pages
using the Banner menu on the header(Alt+M) depending on your role at the institution:
- * Personal Information
. g Student Profile
* Re tion Qverrides
® Class List
If you have any questions, please email registrar@hsu.edu
Welcome to Banner Self Service! Please use the links below to navigate,
Academics Financials
L
Academic Profile Financial Aid
Degree Works Student Accounts - Touchnet - View & Pay bill
View Grades
Browse course offerings You must have completed the FAFSA to view financial aid. Please contact
financialaid@hsu.edu if you need assistance.
View current schedule
Register for Classes If you have any other questions regarding your bill, please email the Student
Accounts team at: studentaccts@hsu.edu
If you have any questions, please email the Registrar at: registrar@hsu.edu
My Account
u H 1 |; :
Personal Information The “Academic Profile” link will take you
myHenderson Portal to the next portion of the registration

process.



https://ticket.hsu.edu/help/en-us/2-account-security/200-duo-sign-up

“Student Profile and Registration” takes you to your student profile...

IMPORTANT NOTE: Do NOT panic if you see something on the profile screen that looks different than you
think it should. If you need to update your student information, please view the Registrar’s Forms page, which
will indicate the appropriate form to submit.

ASU-Henderson - Arkadelphia ¥

HH @ ellucian John John Doe

Student - Student Profile
Student Profile - John John Doe (50824477)

Registration Notices: 4 ‘ Holds: 0

Term: Fall 2022 ~

‘ Standing: Academic Probation H... ‘ Overall Hours: 16 ‘ Overall GPA: 1.188

Bio Information
Email: Not Provided CURRICULUM, HOURS & GPA N
Student Phone: Not Provided
4 Gender: Male Secondary € Hours & GPA 1 1
pictures are Date of Birth: 01/01 Ve”fy your major,
H Ethnicity: Mot Hispanic or Latino Degree: Bachelor of Sciency e AR
not available Race: Asian, White Study Path: Mot Provided minor, Certlﬁcate.
at this time. Citizen: Not Provided Level: Undergraduate e
Citizenship: Mot Provided Program: Bachelor of Sciency Add |t|0na| degrees
Emergency Contact: Mot Provided College: Ellis Coll of Arts an
Emergency Phone: Not Provided Major: Psychology -85 | Al located under
Department: Mot Provided the secondar tab
General Information ﬁ?::ﬁ”"aﬁm: gg;izlrg;;ded y :
John John Doe é?::sl:, ﬁir;iegcr:gglaancurr ) Concentration: Mot Provided
. Student Admit Type: New Freshman
Status: Active Admit Term: Fall 2017
Curriculum and Courses Student Type: Confinuing Catalog Term: Fall 2017
Residency: Resident
Prior Education and Testing s mpus: Not Provided REGISTERED COURSES A
First Term Attended: 2020 Fall
Additional Links Matriculated Term: 2020 Fall
Last Term Attended: 2021 Spr_ing Mot Registered
Registration and Planning Leave of Absence: Mot Provided
Total Hours | Registered Hours: 0 | Billing Hours: 0 | CEU Hours: 0 | Min
raduation Information k N
Graduation None Hours: 0 | Max Hours: 15
Applications:
Advisors
Primary / Faculty Elwyn Elwyn W Martin
Advisor

Professional Advisor

Chanda Chanda R
Hooten

Information will be held here if your
graduation application has been
approved or if a previous degree
has been awarded to you.

“Registration and Planning” will
take you to the registration
process (see next page).

“Additional Links” is not
operational at this time.

You can view the current holds on your
account from the profile screen.
Click on the # to view your holds.
See document Appendix for a summary
of what to do if you have a specific hold.



https://www.hsu.edu/pages/academics/registrar/forms/

“Registration and Planning” will take you

= @ ellucian

Student - Registration
Registration

What would you like to do?

to...

ASU-Henderson - Arkadelphia  %¥

Add Classes to
Your Schedule!

Register for Classes
l-? Search and register for your classes. You can also view and manage your schedule.
\‘
Browse Classes
= Looking for classes? In this section you can browse classes you find int ing. < V
& iew only courses

Browse Course Catalog
m Look up basic course information like subject, course

available for term you
wish to register for.

and description.

Browse Course Catalog allows you to
view ALL courses HSU offers — will
include courses not available in the
specific semester you are about to

register for.

Register for Classes takes you to term selection. Depending on when during the academic year registration is
taking place, sometimes more than one academic term will be available.

i @ ellucian

Student - Registration « Select a Term
Select a Term

Terms Open for Registration
l Fall 2022 v

.
|  continue
\

The first time you access term selection the
term will not appear — select the drop-down
arrow, and wait for the desired term (e.g., Fall
2022) to appear in the menu, then click on it.

After you have selected the desired term, you
may select “Continue.”




Now search for the subject area of the course you wish to register for. You may type in the full name (e.g.,
Mathematics), or you may enter the subject prefix (e.g., MTH).

Tip: Use "Advanced Search" to find

) CEt psttenderson - Arkadelphis. ¢ courses that belong to a specific part of
Student - Registration - Select a Term - Register for Classes term. e.g. MBA 7 week terms, Summer |
Register for Classes and Il terms, etc.

Enter Your Search Criteria ouraten [ Ty
Term: Fall 2022 Part O Term

Title

Subject | o Sossions |yl 7e

Mini May - Two Week Session
Course Number Range 5
Course Number

Credit Hour Rangs | SUmmer | - First Five Wesks

Keyword [ Meeting Days | Summer |l - Second Five Weeks
+ Advanced Search / vondzy O
Tuesday O
Below are your search results...
@ ellucian You may expand the columns to Hoover over "Meeting
Student - Registration - SelectaTerm - Register for Class view information in more detail. Times" to see a course's

Register for Classes exact Start and End dates.

Find Classes Enter CRNs Schedule and Options

Search Results — 1462 Classes

il ”:TmT.F.S Class

Term: Fall 2022 i !
on: Wednesday
Title ¢ SubjectDi Cofirs Seftic Instructor Mesting Times Riribute 12:00 PM - 01:15 PM
.
%ﬁg“ﬂ“' Acco... 2. 01 3 6.. F. Hosking, M.. sE T T[F 5| 10:00AV A.. 290f3 Business Fee [ Add :| | TypE- ClaSS
I Building: Mooney Hall

CIropesofAC- pgo.. 2. 02 3 6. F. tosinsu. [sEITENT[e[s]11:00AW A 30ora. BuSnessFe (TAda ) Room: 203

Principles of Ac. Business Fee —— Start Date: D&I"EG;E 024
Lecture T Acco. 2 03 3 6.. F. Almand, An. s m[T|w T|F 8| -Type:rt A 3003 (_Add | End Dﬂ‘t&: 12!12‘[2':}2_4
%ﬁ:“ﬂ Acco 2 01 3 6. F Hoskins, M sMEIW[T[F 5| 11:00AN A.. 30073 Business Fee ((Add )

Pncilesoffe- poeo.. 2. 02 3 6. F. Masseyls. |swEIwEIFls|0130PN AL s0ory. BusiessFee (CAdd )

Intermediate Ac Business Fee R

EMMEdAe RC- Acco 3 01 3 6.. F. Massey, Lis s mEwElF s 0930 AN A 25012 [ Add |

Lecture E— —J U " n”

se the “Add

Intermediate Ac... Business Fee TR

(EMIESSERE - Acco 3 01 3 6. F. Almand, An. sETE @ s 0200AN A 20012 [ Add |

Lectrs S button to add a

Accounting Info. . Business Fee e )

Lecture Ageo.. 3. 01 3 6. F. Masseyls. | sEITEITESs|1100AV A.. 200i2 (_Add ) course to your

Advanced UG- peep.. 4. 01 3 6. F.. Masseyls. [sw|TwT|Fs|-TyperC A 1001 Businass Fea (Thdd ) schedule.

W Acco 4 02 3 6. F Massey, Lis. sim[Tw[T[F s| -Typest A 100f1 Buniness Fea (Add )

Page[1 |of 147 b M | [10+]PerPage Records: 1462

[wwmmmmwwmwmmm-? l You can expand and contract three

@ different windows within the
registration portal.

Search Results
Weekly Calendar

Enrolled Courses

*See next page for example.




@ ellucian ASU-Henderson - Arkadelphia

#* 3

Student Registration Select a Term Register for Classes

Register for Classes

Search Results — 25 Classes.
Torm: Fall 2022 Subject: Accounting

Schedule and Options

Doe, John

Your course is PENDING — you have
i not been successfully registered until
vou hit the submit button.

Total Hours | Registeced: 0 | Biling: 0 | CEU: 0 | Min- 0 Max: 15

N\

Toggle "Schedule Details" to
view in a different format.

Note your weekly calendar of
courses is beginning to be built.
Fully online classes are not
displayed here.

Summary
Title Details Hour CRN Schedule Typ  Status Action
Principles of Accoun... ACC 2013,... 3 B0606 Lecture Registered MNone

Notice the status now says
Registered. You are now registered
for this course.

Total Hours | Registered: 3 | Billing: 3 | CEU: 0 | Min: 0 | Max: 15

[ Conditional Add and Drop

Submit

Tite Subject D¥sc CourSe Section Hours CRN®  Tem®  Instructor Meeting Times Camput Status Attribute .

DIOCKRGAMOUR - pooound... 2013 01 3 60.. Fal. HosknsMarga. |sEITEITIF/s|1000AM-1050. Ark.. 290f30se.. DusiessFee

ipes of Account
flnciel - pccounti. 2013 02 3 60 Fall. Hoskins Margar.. | SEITIT|7s| 1:00AM-11:50/ Ark.. 300f30se. BusiessFee = \
Pociles of Accourt  pcound... 2013 03 3 60.. Fal. AmangAdrew. [S|MTIW T[Fs| -Type:Ciass Bu Ak.. 300f30se.. DusnessFee “Add
Princigles of Acoourt - pcoourwl... 2023 01 3 60.. Fal.. HosdnsMargar. (s/MEW TIFIS|1100AM-1215| Ark. 300f30se. DusnessFee Add
E‘gﬂre Accounti... 2023 02 3 60. Fal.. Massey, Lisa (P. sMEAWENF s/ 01:30PM-0245 Ak. 300f30se. DusinessFee Add “ ”

When you select “Add
Intermediate Accoun
i 2 0 Accountl 3053 01 3 80. Fall Massey, Lisa (P. smEIwWEEF 5] 09:30AM- 1045, Ak 250125 56 Business Fee Add
Intermediate Accoun . Business Fee
e Account.. 3063 01 3 60.. Fal.. AmandAdrew. |sEITEITIES 0900AM-0850. Ak.. 200f20se Ay The course will appear
RIS iE schaduie Detais 8 I
Class Schedule for Tite Detalls How CRN  Schedule Typ Status Action .
Sunday Monday  Tuesd Wednesday  Thursday Friday Saturday
6am Princioles ofAccoun... ACC2013... 3 60606  Lecture Ponding “Web Registered™
Tam
‘

sam




What if you want to drop a course you have registered for?

Summary
Title Details Hours CRN Schedule Type  Status Action #,
Principles of Accounting A  ACC 2013, 01 3 60606 Lecture Registered Mene a
Drop
Under the Action column, select the /’
drop-down arrow, and then select Drop.
] Conditional Add and Drop
d

When your screen looks like the one below, select the submit button TWICE!!!

Summary
Title Details Hours CRN Schedule Type  Status Action k.
Principles of Accounting A ACC 2013, 01 3

60606 Lecture

Total Hours | Registered: 3 | Billing: 3 | €EU: 0 | Min: 0 | Max: 15

[T Conditional Add and Drop Submit

After you select the submit button one time...

A

Summary
Title Details Hours CRM Schedule Type Status Action #_
Principles of Accounting A ACC 2013, 01 0 60606 Lecture eletel None

Total Hours | Registered: 0 | Billing: 0 | €EU: 0 | Min: 0 | Max: 15

[T Conditional Add and Drop
After you select the submit button twice...

Summary

No registered or pending classes.

Tatal Hours | Registered: 0 | Billing: 0 | CEU: 0 | Min: 0 | Max: 15

[] Conditional Add and Drop

* After the online drop date students will need to drop courses via the Registrars office.



If you wish to add more classes...

Select the Search Again button in the top right corner of your search results (as shown above). For
our example, we now attempt to add an Engineering and an English course.
iE Schedule Details o s;mmm
Class Schedule for Fall 2022 Title Details Hour CRN Schedule Typ  Status Action
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
gam Enriched Writing & ... ENG 0231, 7 61518 Lecture Pending ""Web Registered™
. W’g Embedded Micropro EGR 4443, 3 61350 Lecture Pending ""Web Registered™
10am 4 Ty
- - b Principles of Accoun... ACC 2013,... 3 60606 Registered Mone
11am
12pm »
1pm
2pm
3pm

Panels -

s | Registered: 3 | Billing: 3 | CEU: 0 | Min: 0 | Max: 15

[ Conditional Add and Drop

John Doe has told Banner that he wants to add ENG 0231 and EGR 4443. Mr. Doe can tell
Banner he wants to add any course. If Mr. Doe lacks prerequisites, or is prevented due to
other registration blocks (e.g., course closed), Banner will provide a notification after the

Submit

submit button has been triggered.

i @ ellucian ASU-Henderson - Arkadelphia ¢ 4 Doe, john

Student .- Registration - SelectaTerm - Register for Classes EGR 4443 CRN 61350: Prerequisite and Test

: Score error
Register for Classes
ENG 0231 CRN 61518: Closed Section
EvierCRNs  Schedule and Options
Search Results — 6 Classes ﬁ
Term: Fall 2022 Subect: Engish  Course Number: 0231
Tite % SubjectDEsc Coutse Seclion Hows CRN®  Tem  Instructor Meeting Times Campus Stalus Aftribute .
mwﬂﬂ © Engsh 0231 01 1 615.. Fal. Pobels.Paica. |oM/T/w TIES 100AM- 11504 Ak. (@puLL .  Oener Educaton Reguirement Add
E:ﬂgmm Writing & R Englsh 0231 02 1 815 Fall Angell, Welanie | s mr|w Tl 1200PM- 12501 Ak Oru . (General Education Requirement Add
Eniched WNO8R engesn  mm1 03 1 615.. Fal. Aduson Stephe. |5/m[T|w/TIHS| 0900AM-0850/ A (@FuLL . Geneal Educaton Requirement Add
Leciure 988 English @ o 1 B15. Fall..  Pant Deepak (P s m[7|w TS| M:00AM- 115507 Amk Qru General Education Requirement (had )
Erched WHNOBR - gngen w3t 05 1 615, Fal.. s TRITIF[5] 0100PM- 01501 Ak (Fuw . eneral Education Requirement Add Registration
Encchod Wino 88 gngesn 0231 06 1 615.. Fall. M:"LE"L!" P [ mfw7/Fs] 0030AM- 1020/ A. (@puLL . Oena Eduoation Requirement Error
Page Tof 1 | [10+] PerPage (ol Indicators
] Summary
Titie Details Hours CRN Schedule Type Status Action ﬁ-_
Enriched Writing & Rhetoric | ENG 0231, 06 1 61518 Lecture Ermors Preventing Registration Remove 4
[Embedded Microprocessors EGR 4443, 01 3 61350 Lecture Errors Preventing Reqistration Remove -
I Pringiles of Agcounting A ACC 2013, 01 3 50606 Lecture Regitered Nane
. . . . “ " .
' | Your only option at this point is to select “Submit” again, and the classes
will be removed. The next page will explain how you may seek approval
to register despite these errors.
o i | Regitered 3| Wiy 3] GE-O W 0w 78
Panels ~ | | Gonditional Add and Drog:




When you have completed your registration session in Banner, you may sign-out by selecting the icon next to
your name in the top right corner of the screen. You will not be able to seek approval for registration overrides
from within Banner.

ASU-Henderson - Arkadelphia  #§ (g ' Doe, John

Student

Sign out

How to Request Override Permissions for the Following Error Messages...

- Instructor Approval Required

- Pre-Requisite and/or Test Score

- Class Maximum Enrollment (i.e., enrollment already at max capacity)

- Time Conflict (i.e., conflicts with another course you have registered for)

If you receive any of the above error messages, you may contact the Primary Course Instructor.

Question: If a course has more than one instructor, how do | know which is primary?

Answer: The primary instructor will be indicated within the course search results (see below). You may need
to expand the instructor column within the search results to view the primary identifier.

Find Classes Enter CRNs Schedule and Options

Search Results — 18 Classes
Term: Fall 2022 Subject: Engineering

Engineering Computation

= Engineering 2253 01 3 61338 Fall 2022 Zamanipour, Zahra (Primary)
féact‘:ﬁ?e Engineering 2363 01 3 61339 Fall 2022 Welch, Paula (Primary)
W Engineering 2584 01 4 61341 Fall 2022 Zamanipour, Zahra (Primary)
w Engineering 2584L 01 0 61340 Fall 2022 Zamanipour, Zahra (Primary)
%gmﬂgmm Engineering 3043 01 3 61342 Fall 2022 MeDaniel, Rickey (Primary)
%w 9 Thermodynamics |l Engineering 3053 01 3 61343 Fall 2022

%ﬂw Engineering 3114 01 4 61344 Fall 2022 Norman, Dever (Primary)
punot Materal Lab Engineering 314l 01 o 61345 Fall 2022 Norman, Dever (Primary)

Lab



We also recommend students check their Degree Works audit to ensure all "In Progress" courses are
applicable for their degree and not showing in the "Fall Through Credits Excluded". If you do see a course in
"Fall Through Excluded" please talk with your faculty advisor.

Note: If you do not see a section for "Fall Through Credits Excluded" then your course selections are good to
go.

Log in to Degree Works via the student landing page for Banner Self-Service.

- N
3

HSU Degree Audit a

ave any questions, please email registrar@hsu.edu

Data refreshed 03/08/2024 9:03 AM 3
Welcome to Banner Self Service! Please use the links below to navigate. o

Student 1D Name

Degree
Academics 50824477 % Doe, John Bachelor of Science ~
Advanced search Bachelor of Science
Level Undergraduate  Classification Freshman  Major Health & Human Performance  Minor Psychology  Pr Associate of Science
Concentration Pre-Occupational HHP  College HESS ~ Overall Credits 28 Academic Advisor Carmella Dickerson  Academic Standing Academic Probation
Academic What-If Financial Aid View historic audit
" ' and 03/08/2024 at 9:03 AM UG/BS

Degree progress

\ ™~ overall GPA
24% 18%

If you have any questions, please email the Registrar at: reg|

Student View In-progress classes Preregistered classes | PROCESS

1.82
Requirements  Credits
W Fa " Through credits Audit date 03/08/2024 9:03 AM
Diagnostics Studentdata Save audit Delete audit Collapse all ~
n
Excluded" are
pOtentlally not Degree in Bachelor of Science
o - ~

covered by Financial
Aid

Fall Through - credits excluded ~

Credits: 16 Classes: 5

Class Title Grade Credits Term Repeated

ENG 1473 FRESHMAN ENG-B D 3 2020 Fall

GEN 1023 DYNAMICS/LDRSHP*test D 35 2021 spring

GEO 3143 URBN GEO-POLTICS*tes D 3.5 2021 Spring

PHS 1053 EARTH SYSTEMS AND ENVIRON B 3 Fall 2023

REC 3173 WILDRNESS POLI&MGMT i (3) Spring 2024

In-Progress Classes Y

Credits: 9  Classes: 3

Class Title Grade Credits Term Repeated

COM 2013 Oral Communication P (3) Spring 2024

ENG 1473 Freshman English B P (3) Spring 2024

REC 3173 WILDRNESS POLI&MGMT P (3) Spring 2024

* Once registration is complete we encourage students to set up a payment plan by contacting
Student Accounts.


KEYSK
Highlight


Appendix — Registration Holds

What should | do if | have a hold on my account?

Code 10 = Academic Probation Hold
e You must start the registration process by meeting with your assigned academic advisor. The advisor will release
the hold for you in Banner Self-Service. Your assigned advisors are listed on your student profile in Banner Self-
Service.

Code 11 = Academic Suspension Hold
e Students are not permitted to register while on academic suspension. Please contact the registrars office
for questions or further assistance.

Code 12 = Immunization Hold
e HSU has not received your immunization documents. Please contact the Student Health Center.

Code 13 = Disciplinary Hold
e Contact Bobbie Lee (Dean of Students; leeb@hsu.edu)

Code 14 = High School Transcript Hold
e HSU has not received your final high school transcript. Please contact the Admissions Office.

Code 15 = Test Score Hold
e HSU has not received official verification of a required test score. Please contact the Admissions Office.

Code 16 = Graduate School Hold
e HSU has not received required documentation. Please contact the Graduate Studies.

Code 17 = College Transcript Hold
e HSU has not received one of your college transcripts. Please contact the Admissions Office.

Code 18 = Misc. Registrar’s Hold
e HSU has detected a discrepancy in your records — likely involving your Social Security Number — which must be
corrected before further registration can take place. Please contact the Registrar’s Office.

Code T1 = Misc. Director of Student Accounts Hold
e You have unresolved billing issues that require you speak with the Office of Student Accounts.

Code T2 = Past Due Balance Hold
e You are unable to register due to a past due balance. If you are unaware of the procedures available to pay your
balance, please visit with the Office of Student Accounts.

Code T3 = Student Account Collections Hold
e Please contact the Office of Student Accounts.

Code T5 = No Personal Checks Hold
e Please contact the Office of Student Accounts.

Code T6 = Aviation Flight Account Hold
e Please contact the Office of Student Accounts.



https://www.hsu.edu/pages/about/administration/student-affairs-and-student-success/student-health-and-counseling/
mailto:leeb@hsu.edu
https://www.hsu.edu/pages/future-students/admissions/admissions-counselors/
https://www.hsu.edu/pages/future-students/admissions/admissions-counselors/
https://www.hsu.edu/pages/academics/graduate-school/
https://www.hsu.edu/pages/future-students/admissions/admissions-counselors/
https://www.hsu.edu/pages/academics/registrar/
https://www.hsu.edu/pages/about/administration/finance-and-administration/business-office/student-accounts/
https://www.hsu.edu/pages/about/administration/finance-and-administration/business-office/student-accounts/
https://www.hsu.edu/pages/about/administration/finance-and-administration/business-office/student-accounts/
https://www.hsu.edu/pages/about/administration/finance-and-administration/business-office/student-accounts/
https://www.hsu.edu/pages/about/administration/finance-and-administration/business-office/student-accounts/
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