GRANDVALLEY
STATE UNIVERSITY,

Student INB Permit-Override

Student INB Job Aid — Permit-Override (Pre-requisite,
capacity/closed, class, program, permit, degree, or major)

Follow these steps for Student INB permit override:
1. Open Internet Explorer

2. Ifyour home page does not default to the GVSU home page, Go to the following
address at the top of the screen: http://www.gvsu.edu
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3. Click on the Faculty & Staff tab, run your cursor down the menu and Click the
My Banner option and the following screen is displayed.
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4. Click on the Internet Native Banner (INB) option.
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Usermame: [
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5. Enter in your username (network id) and password
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6. Enter in the Go To: SFASRPO

7. Hit the Enter key. It will bring you to the form to do a permit override. This
form allows you to process a permit override and to see the student’s schedule for
the specified term.
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8. Enter in the student’s G number and Enter the Specific Term to override
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9. Next Block @ (Toolbar Function) or Ctrl + Page Down (Keystroke Option)
or Block/Next (Menu Option)
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10. Click on the permit drop down to select the type of permit to override the course.
If you know the override code, type the three letter code in the permit field.
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11. Enter permit override code. When assigning a code to a student for a specific
term, the CRN, Subject, Course, and Section fields are available to specify when
assigning the specific permit-override code. At a minimum, a subject and course
number must be designated when assigning a code.
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If a subject and course number are specified, the permit-override registration error
checking will apply to any section of that subject and course number when the student
registers. If a specific CRN is entered, the subject, course number, and section number
will default. If a subject, course number, and section number are entered, the CRN will
default. Multiple permit-override codes can be assigned to the same subject and course
number combination, or the same CRN.
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12. SAVE =l (Toolbar Function) or F10 (Keystroke Option) or File/Save (Menu
Option). The ID that assigned the override-permit code is stored and displayed on
the form, as well as the activity date associated with the most recent change.
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Message received Wwhen the record is saved. Transaction complete: 1 records applied and saved

13. Student schedule information is also displayed on the form. The information
displayed is the same that is in the Student’s Schedule section of the Registration
Section Query Form (SFQSECM).

14. Inpserting multiple permit-overrides for the same student and same term specified.
Use one of the following options:
a. Use the Arrow Down key . to the next field to insert a permit-override.
Use the Toolbar Function @ to insert a new permit-override.

Use the Keystroke option F6.
d. Use the Menu Option Record/Insert.

e
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15. Follow Steps 10-12 — to add an additional permit-override code.
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Note: After issuing a ‘CAP — Capacity-Closed Override’ for a closed class, the student
will need to register using the 'Drop/add classes' menu option in MyBanner rather than
performing a class search to register. Once they select 'Drop/add classes' they will need
to scroll to the bottom of the screen and enter the CRN (course reference number) under
the ‘Add Classes Worksheet” for the course directly and click on ‘Submit Changes.” The
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closed class will always show a C (for closed) through class search, even after a student

1s issued an override.

23 Add or Drop Classes - Microsoft Internet Explorer
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&R To add a class, enter the Course Referance Mumber in the &dd Classes section. To drop a class, use the options available in the action pull-
down list.

Reminder: There is a limit of 1,000 transactions per term to register, drop, and add classes.
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Removing an Override

1. To remove override that was entered in error or change an override, you need to
record remove the override.

2. Follow steps 1-9.

3. Highlight the permit-override that you wish to remove.
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4. To Delete a Record 49 (Toolbar Function) or Shift + F6 (Keystroke Option) or
Record/Remove (Menu Option).

5. SAVE (Toolbar Function) or F10 (Keystroke Option) or File/Save (Menu
Option).
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