Banner Student Self-Service (Banner Web)
Add/Drop Courses – Student Registration Instructions
A Brief Summary…
Banner Student Self-Service is a web based application that allows student members to view, update, and
print selected information in the Banner Student database. It provides access to a student’s schedule and
personal/academic information.
Students must meet with their advisor prior to registering.

To get to Banner Web…


Type http://bannerweb.zu.ac.ae in your browser’s URL address field

Login to Banner Student Self-Serve (Banner Web):


Click “Enter Secure Area”.

Please login using your student ID and the network password you use to login to your laptop.


Enter your FULL 9 digit Student ID and your NETWORK password, then click
‘Login’.
If your ID begins with an ‘m’ or ‘u’ letter, do not capitalize the letter.
The first letter of your ID MUST be lowercase

**NOTE** If this is your first Banner Login, you may be taken to a “Terms and Conditions” screen.
Click ‘OK’ if you agree with the conditions and this screen will not come up again.

MAIN MENU


Click on the “Student & Financial Aid” link in the Main Menu to view the choices available.

STUDENT AND FINANCIAL AID MENU


Click on the “Registration” link in the Student and Financial Aid Menu to view the choices
available.

REGISTRATION MENU


Click on the “Select Term” link in the Registration Menu to select the correct term for
registration.



Select the Term from the drop down list and click ‘Submit’. This term will
remain the Registration Term for ALL you do in Banner Web until it is changed
by you, or you end your session.

Select “2012 Fall Semester”
to register for Colloquy and
Majors in September 2012

Registering in Courses:
FYI - Banner assigns all sections of all courses a unique Course Reference Number (CRN). This is like an
ID number for each subject/course/section. You will need to know what this CRN number is when you are
registering for course sections.




Select 'Add or Drop Classes' from the Student Services Menu.

Enter your Registration Access Code (RAC).
Students must meet with their advisor prior to registering.

You will then be taken to a screen that will show all of your current registration for the term/semester you
have selected. If you have none, you will only see the CRN entry boxes.
If you have previously successfully registered in courses but they are not visible on the add/drop form,
please be sure you have selected the correct semester.

Currently selected semester

Screen shot of the Add or Drop Classes form for a student with no current registration in the selected
term/semester.

In all cases, students must meet with their advisor to determine their registration needs. If possible, it would be
wise to look at exactly which courses/timings you wish to register to at that time and write down the CRN(s) for
those sections to make it easier for you when it is time for you to register.
If a student knows in advance which CRN(s) they wish to register to, please see the instructions directly below.
If you do not know the CRN(s) and timings you require, please skip down to the “Registration using Class Search”

If you know exactly which CRN(s) you wish to add:

In the ‘Add Classes Worksheet’ fields near the bottom of the form, enter the
CRN(s) you wish to register to. Once you have typed the CRN into the box(es),
click ‘Submit Changes’. You may enter up to 10 CRNs at once by filling all the
boxes before clicking ‘Submit Changes’, or you can enter the CRNs one at a
time.
**Please Note** CRNs that are Co-requisites (courses which must be taken together, like a
science course with it’s lab course) MUST be submitted at the same time or you will receive
an error.
If you have encountered registration errors, please see the “Registration Errors” section for a description
of the error and possible resolutions.

Successful registration

Registration with errors

This screen shot shows that this student has been successfully registered in CRN 22904 and 23191 but
there were errors encountered when she attempted to register for CRN 23202. The type of error
encountered is shown in the “Status” section of the error display. For an explanation of the error
messages please see the “Registration Errors” section near the end of this document.

Registration using Class Search:

Click the 'Class Search' button found at the bottom of the Add/Drop form
You will be taken to the ‘Look-up Classes’ form, shown below. The only criteria that you MUST select is
the Subject, but the more criteria you define, the more specific the search will be. Please note that you can
select more than one item from any of the drop down lists by holding down the CTRL key while clicking
on your selections.



Fill in the search criteria and click ’Class Search’. The more criteria that is
defined, the more specific your search results will be. Please note that ‘Subject’
must be selected, but all others are optional.

In the example shown above:


Entering ‘DXB – Day Program (Women)’ in the ‘Campus’ drop-down will
return only those COL classes.



Leaving the ‘Course Number’ field blank means the search will return ALL
Colloquy classes.



Entering 2% (% is a ‘wildcard’ character ) in the ‘Course Number’ field means
the search will return any COL class that begins with a 2 (COL230, COL240,
etc).



Entering a specific instructor will only return courses taught by that instructor.

The search listing will show detailed information about each CRN that met the search criteria you have
defined, including:





CRN, Subject, Course Number, Section, Campus, Credits, Course Title
Course Start/End Dates, Meeting Days/Times
Class Capacity (Cap), Actual Students Currently Enrolled (Act), Remaining
spaces available (Rem)
Instructor and Location



Click in the check box beside the CRN/Course you wish to register in. You can
select up to 10 CRNs. If there is a ‘C’ in place of a check box, it means the
course is full/closed (check the ‘Act’ column for course enrollment). If there is
a blank space in place of the check box it means you are already registered in
that course.



When you have finished your selections, click the ‘Register’ button.

Clicking ‘Register’ immediately attempts to register the student in the selected CRNs and returns you to
the Add/Drop screen. Successful registration and errors will be displayed on the Add/Drop screen.

Dropping a course from Student Registration


Follow the instructions found in the “Registering a Student in Courses” section
to get to the registration ‘Add or Drop Classes’ form



Select ‘Web Drop’ from the list box next to the CRN(s) you wish to drop from
the student schedule. Repeat for each course you wish to drop.

**Please Note** Dropping a course removes it from your schedule completely. You
will no longer be registered in the course.



Click 'Submit Changes' at the bottom of the form.

NOTE: If there is an error shown after clicking ‘Submit Changes’, please see the “Registration Errors”
section for an explanation. The type of error encountered is shown in the “Status” section of the error
display.

How to view your current schedule in Banner Web:
From the Registration Menu

Click the 'Week at a Glance' link in the Registration Menu

You will be taken to the ‘Week at a Glance’ form, shown below.
This form defaults to show the current schedule you have on today’s date. If you want to see your schedule
for the coming semester, enter a date within that semester.
Eg. Enter 11/09/2011 as the start date for Fall 2011 to see your schedule for the Fall 2011 semester.

Registration Errors and Messages
The type of error encountered is shown in the ‘Status’ section of the error display on the ‘Add or Drop
Classes’ page. An explanation of error messages are below, followed screen shot examples.
Possible Registration Errors during the ‘Add’ Process:
The type of error encountered is displayed in the “Status” section of the error display.


TIME CONFLICT Two or more of the CRNs have conflicting meeting times.
Possible Resolution:
Look at the Registration Error that was displayed to see which CRNs are in conflict. Compare the
meeting times of the CRNs you have chosen with the student’s current schedule. Find an open
block in the student schedule and select a CRN that will fit in that open block (see “Registration
using Class Search”).
PRE –REQ or TEST SCORE ERROR The student does not have the
required Pre-req for the CRN you are trying to add.
Possible Resolution:
The student can not be registered into the CRN you have chosen without an override.




CO–REQUISITE The CRN you are trying to add must have co-req CRN(s)
registration in the same term.
Possible Resolution:
The “Status” section of the error display will show you the co-requisite that is required. The
student must be registered in the co-requisite at the same time as the CRN that you were trying to
add. Enter both CRNs in the ‘Worksheet’, and click ‘Submit Changes’.


CAPACITY The CRN you are trying to add has already reach maximum
enrollment.
Possible Resolution:
Select another section of the same course. If you do a ‘Class Search’ (see “How to find a CRN”),
the maximum enrollment and current enrollment for the CRN are listed.
If you must increase the maximum enrollment for a CRN, contact the Registrar’s Office once you
have override approval from the required Supervisor.


CLOSED SECTION The CRN you are trying to add has been closed.
Possible Resolution:
Select another section of the same course. If you do a ‘Class Search’ (see “How to find a CRN”),
only open CRNs will be listed.


DUPLICATE COURSE You are already registered into a section of a course
you are trying to add.

Drop Errors:
During the drop process you may encounter a Co-requisite error.
This will occur if the CRN you are dropping is a co-requisite of another CRN the student is currently
registered in. When this happens, the drop of the original CRN still occurs, but ALL the other CRNs the
student is registered in that have the selected CRN as a co-req will also be dropped.
If you wish to add back the CRN(s) that has been dropped, you must enter all the co-req CRNs into the
‘Add Class’ worksheet and register them all at the same time. If you try and add them one by one you will
get a registration error telling you that you can not add that CRN without it’s co-requisites.

Examples of Registration Errors.
Example of Prerequisite and Test Score Error

Example of Duplicate Course Error

Example of Time Conflict Error

