1. Please go to the ODU PORTAL and click on LEO ONLINE (there are several

ways to do this)
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2. In the Banner XE homepage click on Register for classes

REGISTRATION

Prepare for Registration

fi‘ View registration status, update student tearm data, and complete pre-registration requirements
Reaqister for Classes
lﬁ‘ Search and register for y \\“:es You can also view and manage your schedule

W

Give yourself a head start by building plans. When you're ready to register, you'll be able to load these plans.

I

3. Under the TERMS OPEN for REGISTRATION select the term you
wish to register for

SELECT A TERM

Terms Open for Registration

Summer 2015
Spring 2015
Fall 2014




4. Click on CONTINUE

SELECT A TERM

Terms Open for Registration

Summer 2015

| Contnue

Ve

5. Click on SUBJECT box and begin typing the subject you wish to
search for.

6. When you see the subject you like click on it to add it to the box.

In this case it would be “ Communications”

Regsfration Selects Term  Regster for Classes

REGISTER FOR CLASSES

Find Classes Enter CRNs Plans | Schedule and Options

Enter Your Search Criteria ©

Term: Summer 2015

Subject CoM|
COMM DISORDERS & SPECIAL EDUC
COMMUNICATION SC1 & DISORDERS

SRRl COMMUMICATIONS

Course Number

ELECT COMPUT NGINEERING




7. You can also add the course number (in this case it would be 101R)

) # ~ BamnerSefService Student Regsfrafion Selects Term Register for Classes * . |

REGISTER FOR CLASSES

EnterCRNs | Plans | Scheduleand Optons |

| =
Enter Your Search Criteria ©

Term: Summer 2015

Subject || x COMMUNICATIONS | | You tan add another

[Course Number [

“ Keyword [

-

Advanced Search

Search Clear

8. Now you are shown all the courses that meet your search criteria

REGISTER FOR CLASSES

Enter CRNs i Plans [ Schedule and Options

Search Results — 116 Classes _
Term: Summer 2015  Subject: COMMUNICATIONS i

e $  Instructor Meetng Times Status #.

Public Speaking sir : :~ . @& 11:45 AM - 02-15 P o - P—
P i EcTure ROWE. JANE (Prim B B 5 AM - 02:15 PM Buildin 27 of 30 seats (“Add
lic Speaki 5 K 44q- 1 oo —
£ | B 11:4 -02:15 P}
P ECTORE CAMPBELL, ALAN oW E :45 AM - 02:15 PM Buildin 20 of 30 seats (Add_
p Cicfoealing  yoiNTIRE RVAN( WM B 09:00 AM- 1130 AM Buildin 19 of 30 seats (Add
|l S3KIN: 9 5 .05 — >
P [ EcToRe CAMPBELLY - W |8 - 02:30 PM-05:00 PM Buildin 23 0f 30 seats.. (“Add L
Public Speaking _10% ==
P ECTure ARR WESIMIE - 0930 AM- 1050 AM Bulldin 28 of 30 seats Add |
P I EcToRE WILLS, MARJORIE . | ] 03:30 PM - 06:55 PM Bunami 27 of 30 seats.. Add
'» PublcSpeaking | poaney caror (| o w5 0330 P\ - 0655 PM Buildin 2Rot3Nsears | (Tadd ¢




9. If this course is one that you wish to take then CLICK on the ADD
button and you will see it added to your schedule at the bottom of
your screen.

You will now be able to see how this course falls in your schedule

Regstration Select s Term Regmster for Classes

REGISTER FOR CLASSES

Find Classes Enter CRNs Plans Scheduie and Options
Search Results — 116 Classes II
Term: Summer 2015  Subject: COMMUNICATIONS EERREAS

Ttle T Instructor Meeting Times Ststus ﬁ-
Public Speaking ROWE. JANE {Prim M W F 1145AM-02:15PM Buildin 27 of 30 seats
LECTURE : ' -
- - ! v
£ Schedule Schedule Details E Summary
Class Schedule for Summer 2015 Tuition and Fees
== Sunday Monday Tuesday Wednesday Thursday ~ Friday Saturday

Futhe Speaking ' + - Eubic Speaking Euslic Soeaking i -

Submt

10. After each class you that you choose click on SUBMIT so you can
make sure that the class is added to your schedule

REGISTER FOR CLASSES

m Enter CRNs Plans Schedule and Options [
Search Results — 116 Classes m
Term: Summer 2015  Subject: COMMUNICATIONS N

Tole ¢ Instructor Meetng Times Status *-
Public Speaking Wi ; E 11:45 AM - 02:15 PM Buildin
v LECTURE ROWE. JANE (Prim ] 11:45 27 of 30 seats -
- - |} v
(£ Schedule Schedule Details @ Summary
Toe Detais Hours CRN Schedule Type Ststus Action ﬁ,
Public Speaking COMM 101R. 0 3 31953 LECTURE Pending Web Registered

4 »

Total Hours | Registered: 0.0 | Billing: 0.0 | CEU: 0.0 | Min: 0.0 | Max: 12.0




11.To add another class:

© < =
W ﬂ ~ Banner Sel-Servce Student Regstration Selects Term  Regster for Classes * .
REGISTER FOR CLASSES

EnterCRNs | Plans [ Schedule and Options |

Search Results — 116 Classes
Term: Summer 2015  Subject: COMMUNICATIONS

Ttle $  instructor Meating Tmes Status
3 > N 3 14- N2 i . g
> E’;ilfusnggak ng ROWE_JANE (Primary) MW F - 1145AM-02:15 PM Buiiding: BA 26 of 30 seats r
- A d
e e
Schedule [ Schedule Details E Summary
‘e Detais Hours  CRN Schedule Type  Status Action k.
R ECTURE Delgts None v |

12.If you need to add a LINKED class (this is a class that might have a
lab or recitation attached to it) Click on VIEW LINKED ...do not
click on ADD because you will receive an ERROR message
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e Scroll through the options. Click ADD ALL” and then click on
“SUBMIT”
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13.You will see a warning if you are not eligible to register for a class.
will explain the reason for which you are not eligible. Here is an
example. Click on SUBMIT to remove it from your summary

«» A < BannerSefServie Student Regstration Selecta Term  Regster for Classes

REGISTER FOR CLASSES

Find Classes Enter CRNs Pians Schedule and Options

Search Results — 4 Classes
Term: Summer 2015 Subject: COMMUNICATIONS Course Number: 335W

Rhetorical Criticism

| LECTURE ROWE. JANE (Prim - Building: WEB-BASED V. 12%
Rhe prical Cnticism P X, ildi . e 1= 1 3
| 3 LECTURE ROWE, JANE (Prim Building: WEB-BASED S 12 of 30 seat Add
p  BhetrcalCiicsm | ROWE JANE (Prim - Building: WEB-BASED S’ 3 of3 seatsr Add "
| - | - ! v
£ Schedule [ES] Schedgule Detalls ES Summary

Tle Detais Hours CRN Schedule Type Status Action
Rhetorical Crticism COMM 335W. 0 3 34746 LECTURE  Emors Preventing Req Remove ti

Total Hours | Registered: 0.0 | Billing: 0.0 | CEU: 0.0 | Min: 0.0 | Max: 12.0




14. If you need to drop a class click on WEB DROP

« - C =
«n A ~ BannerSef-Servce Student Regstration Selecta Term Regster for Classes * .
REGISTER FOR CLASSES

EnerRNs | Plans | Schedule and Options {

Search Results — 116 Classes
Term: Summer 2015  Subject: COMMUNICATIONS ————

Tue < Instructor Mesung Times Ststus ﬁ. i_
Public Speaki : & ” & - 114 024 e
LECTURE ROWE. JANE (Prim M O 5 AM - 02:15 PM Buildin 27 of 30 seats. §
- - \ ]
Schedule Schedule Details @ Summary
Tele Detals Hours CRN Schedule Type Ststus Action #_
Public Speaking COMM 101R, 0 3 31953 LECTURE Registerad None -
None

Total Hours | Registered: 3.0 | Billing: 3.0 | CEU: 0.0 | Min: 0.0 | Max: 12.0

Submnt

e Make sure to hit “SUBMIT” to remove the class you do not wish
to take. The status of the class is now DELETED

REGISTER FOR CLASSES
Find Classes Enter CRNs Plans | Schedule and Options ‘
Search Results — 116 Classes
Term: Summer 2015  Subject: COMMUNICATIONS A

Tue £ Instuctor Meeting Tmss Status ﬁ. r

1 4 FLDEEJ'CUSPEBM ROWE_JANE (Primary) M W B - 1145AM-02:15 PM Building: BA 26 of 30 seats r
PG| T, -
) Schedule Schedule Details FE Summary
[ee Detais Hours CRN Schedule Type Ststus Action #,

Public Speaking CC G1R. 0 ) 31953 LECT 'Z© None ‘I-

Total Hours | Registered: 0.0 | Billing: 0.0 | CEV: 0.0 | Min: 0.0 | Max: 12.0

Submn




e Your schedule will now not have the class you just deleted

REGISTER FOR CLASSES

Enter CRNs ] Plans [ Schedule and Options {

Search Results — 116 Classes
Term: Summer 2015  Subject: COMMUNICATIONS

Twe < instructor Meeting Tmes Status ﬁ, i_‘
4 %&emm ROWE_JANE (Primary) M W8 - 11:45AM-02:15 PM Building: BA 26 of 30 seats r
EC U
‘I
| PSS -} | I, )
Schedule [F Schedule Details [ Summary
Tue Detsis Hours CRN Schedule Type  Stetus Action #-,
Public Speaking COMM 101R. 0 3 31953 LECTURE Registerad [ Web Drop u

4 »

Total Hours | Registered: 3.0 | Billing: 3.0 | CEU: 0.0 | Min: 0.0 | Max: 12.0

14. Click on Schedule and Options to review your full schedule

REGISTER FOR CLASSES
Find Classes l Enter CRNs ’ Plans
Summary 1|

o8

Term: Summer 2015

Tele v Hourms CRN < Gmade Mode Level Study Path #,
3 Public Speaking 3 31956 Normal Letter Grade Undergraduate None
Records: 1
Rt i B Lo,
Schedule E5 Schedule Detalis
Class Schedule for Summer 2015 Tultion and Fees
Sunday Monday Tuesday Wednesday Thursday Saturday




15. You can also email it to yourself or anyone else you wish to
share your schedule with

REGISTER FOR CLASSES
Find Classes l Enter CRNs l Plans Schedule and Options
Summary - @ m

Term: Summer 2015

tle v Houms CRN ¢ Gmade Moda ave Stirdw Dath

Email Schedule and Downloadable Calendar File
P Public Speaking 3 31956 Nomal  Email your schedule and an cs file to your calendar. Please send
again if you make changes to your schedule

| Myself .
T Emall [
£ Schedule E Emall [
Class Schedule for Summer 2015 Email [
Sunday Monday Tuesday Wec _
= v Subject [aue BLUE Summer 2015

—

10am

16. You will receive an email that shows you your schedule
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Message 7] summer 2015.ics (6 KB)

BIG BLUE Summer 2015 Schedule

BIG BLUE
Classification: Freshman Level: Undergraduate
College: College of Business Major: Accounting

Department: Accountancy
Title ' CRN [Meeting Times
It e ) 5 2
Public Speaking 31956/05/18/2 12015
Monday) ay,
(21 Moore, Michael P. Conversation with Vann, Laura C, n

17. You will also see an ICS attachment so you can add it to your
own personal calendar



