Electronic Course Substitution

These instructions detail the processes required for
completing an electronic course substitution. This process
is for undergraduate students only. Graduate students’
course substitutions must still be submitted manually.
Manual (paper) submissions for undergraduates will no
longer be accepted. Advisors should instruct their advisees
on their part in this process at the time of advisement.

Please review this document, paying special attention to
your particular role in this process. Also, make sure to
review the final the final page(s) for notes and special
Instructions.



Electronic Course Substitution

The electronic course substitution request should
flow as follows:

1. Student meets with advisor regarding request.
Student submits request to advisor, electronically.

3. Advisor completes his/her activity, relating to the
substitution request.

4. Process flows electronically from advisor to department
chair.

5. Department chair completes his/her activity, relating to the
substitution request.

6. Process flows electronically from department chair to dean.

N



Electronic Course Substitution (cont’d)

7. Dean completes his/her activity, relating to the substitution
request.

8. Upon approval, process flows to the departmental
administrative/executive assistant of the original advisor.

9. Administrative/Executive assistant completes the Banner related
work by entering substitution information.

10. Upon completion, an e-mail notification is sent to the student
informing him/her of the approval and completion of process of
the request with a copy to all approvers and advisors.

Any denial of the request will result in an immediate e-
mail to the student regarding the denial with a copy to
all advisors and any previous approvers.



Electronic Course Substitution

The following subset of instructions detail how
an undergraduate student submits a course
substitution request electronically.
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Click on the Student tab inside Self Service Banner

Main Menu

Welcome, Example Student, to Self-Service Banner! Last web access on Aug 30, 2010 at 02:58 pm

Students - Please see your advisor before attempting to register. To find your advisor, go to Student (below) --> Student Records --> View Student Information --> Select the term and Submit.

Personal Information

View addresses, phone numbers, and contact information; review name or social security number change information;

Student

Register and View your academic records. Please call the Office of Admissions at 1-800-TALK UNA Ext. 4608 or 256-765-4608 if you have questions regarding your admission status.
Financial Aid

Apply for Financial Aid; View financial aid status and eligibility, accept award offers, and view loan applications.
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Student Information

Print an Enrollment Verification
Click here to print an enrollment verification from the National Student Clearinghouse.
Registration
your registration status, class schedule and add or drop classes
Student Records | ~. . .
i i et I Click on the Student Records link in the Student Menu.

Student Account

View your account summaries, statement/payment history and tax information

FERPA Confidentiality Update

Update your confidentiality status to protect your records

FERPA Records Release Request Page

Submit a request to allow specific individuals to view your records.
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Student Information:

Prior to submitting this request, please consult your advisor regarding this process. Upon submission, an e-mail will be sent, on your behalf, from
your UNA e-mail address to the appropriate office(s) to begin this process.

Name: Example Student
ID:

Primary Advisor: An Advisor
Catalog Term: Fall 2007
College of Education Major: No
Degree/Major/Option/Minor Information:
Degree : Bachelor of Bus Administration
Major 1 : Computer Information Systems

Option(s): Enterprise Information Systems YOU ShOUId See a Screen Slmllar tO thIS example If any
SRS information is incorrect, please see your advisor
e or the department of your correct major.

Substitute Course:
FOR
Required Course: [ac [v][ooo0 [¥]

Advisor Selection:
Advisor Selection: [an Advisor (Primary)[~]

[ Review Request™=

**Click the button above to review your request for a course substitution.

NOTE: Before submitting your request, please verify that your information is correct (advisor, major, option, catalog term, etc.). If any
information is not correct, please contact the department of your correct major.
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Student Information:

Prior to submitting this request, please consult your advisor regarding this process. Upon submission, an e-mail will be sent, on your behalf, from
your UNA e-mail address to the appropriate office(s) to begin this process.

Name: Example Student
ID:

Primary Advisor: An Advisor
Catalog Term: Fall 2007
College of Education Major: No
Degree/Major/Option/Minor Information:

Degree : Bachelor of Bus Administration
Major 1 : Computer Information Systems
Option(s): Enterprise Information Systems

Minor(s): N/A

_! Enter the substitution course.

Required Course: |ac |+||ooo [+

Advisor Selection:
Advisor Selection: [an Advisor (Primary)[¥]

| Review Request"_"_\
**Click the button above to review your request for a course substitution.

NOTE: Before submitting your request, please verify that your information is correct (advisor, major, option, catalog term, etc.). If any
information is not correct, please contact the department of your correct major.
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Student Informatic

Prior to submitting ¥ uest, please consult your advisor regarding this process. Upon submission, an e-mail will be sent, on your behalf, from
your UNA e-mail ad the appropriate office(s) to begin this process.

Name: Example Student
ID:
Primary Advisor: An Advisor
Catalog Term: Fall 2007
College of Educatio No
Degree/Major/OpticE Information:

Degree : Bachelo Administration

Major 1 : Comput mation Systems
Option(s): Enterpri mation Systems

Minor(s): N/A

Course Substitutio nation:
Substitute Course: Course

FOR
Reqtlired Bourses Select the proper subject for the required course.

Adyvisor Selection:
Advisor Selection: [an Advisor (Primary)[~]

| Review Request== |
**Click the button above to review your request for a course substitution.

NOTE: Before submitting your request, please verify that your information is correct (advisor, major, option, catalog term, etc.). If any
information is not correct, please contact the department of your correct major.

nriracr. o a

J/ Trusted sites | Protected Mode: Off 2 Y ®100% «




%2 SunGard Higher Education - Windows Internet Explorer

w s http://unaportal.una.edu/tag.ef03c97cf796e460.render.userLayoutRootNode.uP?uP_root=root&uP_spar ~ *3| Google pel
= GMJ

File Edit View Favorites Tools Help

-

= — >
| ¢ Favorites | &§ SunGard Higher Education ‘ 1 mmn v Page~ Safetyv Tools~ @~

ty of North Alabama
My Account Welcome B % @ @

Content Layout You are currently logged in.
Portal Admin E-mail Groups Logout Help

MyUNAPORTAL University Calendar Tutorial BoC ISt RNLTETY September 1, 2010
Personal Information m Financial Aid

Search Go |
RETURN TO MENU SITE MAP HELP EXIT

Course Substitution R Page

Student Information:

Prior to submitting this requ iggc se consult your advisor regarding this process. Upon submission, an e-mail will be sent, on your behalf, from
your UNA e-mail address to T O0W priate office(s) to begin this process.

Name: 101G Example Student

ID: 101H
Primary Advisor: 181'& An Advisor
Catalog Term: iois Fall 2007
College of Education Major: |102 No

Degree/Major/Option/Minor ig;g
Degree : Bachelor of Bus {1021
Major 1 : Computer Inform102R

Option(s): Enterprise Inforn ig%s

Minor(s): N/A 103G
103L

103R

Course Substitution Inform 1gis

f:zf;j“t“te COUSEE [SHTRES) 1046 Select the corresponding course number for the course
PTO4R -~ . . .
Required Course: [Br 000 [~ subject selected. This must be a valid UNA course

Advisor Selection: subject/number combination.

Advisor Selection: [an Advisor (Primary)[~]

| Review Request== |
**Click the button above to review your request for a course substitution.

NOTE: Before submitting your request, please verify that your information is correct (advisor, major, option, catalog term, etc.). If any
information is not correct, please contact the department of your correct major.
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Course Substitution Request Page

Student Information:

Prior to submitting this request, please consult your advisor regarding this process. Upon submission, an e-mail will be sent, on your behalf, from
your UNA e-mail address to the appropriate office(s) to begin this process.

Name: Example Student
ID:

Primary Advisor: An Advisor
Catalog Term: Fall 2007
College of Education Major: No

Diegras{Mater/ OptoR/MInor InRarmatio: Please select the advisor to which the request will

Degree : Bachelor of Bus Administration

RO CoNpUtErIRGHISHGNSYEtanS be sent. For individuals with multiple majors,
Option(s): Enterprise Information Systems . . .

iy U Education majors, etc., you may see multiple names
Couree St ctittion Tnformation: listed. Select the appropriate advisor for your
Substitute Course: substitute Course Course Su bstitution request.

FOR

Required Course: |gI |=||101 Ad

Advisor Selection:
Advisor Seleghttn: |An Advisor (Primary) [~

Department Chair
Advisor (Prima

[ Review Request= MRpzegl

**Click the button above to review your request for a course substitution.

NOTE: Before submitting your request, please verify that your information is correct (advisor, major, option, catalog term, etc.). If any
information is not correct, please contact the department of your correct major.
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Student Information:

Prior to submitting this request, please consult your advisor regarding this process. Upon submission, an e-mail will be sent, on your behalf, from
your UNA e-mail address to the appropriate office(s) to begin this process.

Name: Example Student
ID:

Primary Advisor: An Advisor
Catalog Term: Fall 2007
College of Education Major: No
Degree/Major/Option/Minor Information:

Degree : Bachelor of Bus Administration
Major 1 : Computer Information Systems
Option(s): Enterprise Information Systems

Minor(s): N/A

Eonnse Subsimuton infbe i Click the Review Request button to verify your request. This

Substitute Course: substitute Course

FOR allows you to review the information you entered. The

Required Course: |pI [=||101 v

Advisor Selection:
Advisor Selection:

request has not been submitted at this time.

»dDove to review your request for a course substitution.

NOTE: Before submitting your request, please verify that your information is correct (advisor, major, option, catalog term, etc.). If any
information is not correct, please contact the department of your correct major.
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Course Substitution Request Page

Student Information:

Prior to submitting this request, please consult your advisor regarding this process. Upon submission, an e-mail will be sent, on your behalf, from
your UNA e-mail address to the appropriate office(s) to begin this process.

Name: Example Student
ID:

Primary Advisor: An Advisor
Catalog Term: Fall 2007
College of Education Major: No
Degree/Major/Option/Minor Information:

Degree : Bachelor of Bus Administration
Major 1 : Computer Information Systems
Option(s): Enterprise Information Syst

Minor(s): N/A

Verify the correct substitution course, required course,
Course Substitution Information: required course hours and selected advisor are displayed.

Substitute Course: Substitute Cours
FOR
Required Course: BI 101 - 4 Hour

(I Sele Click the Submit Request button to send your request to the
seIected adV|sor

button above, your request for
appropriate off'ce(s) to begin this process.

NOTE: Before submitting your request, please verify that your information is correct (advisor, major, option, catalog term, etc.). If any
information is not correct, please contact the department of your correct major.
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Your request has been submitted to the selected advisor.
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Electronic Course Substitution

This ends the student’s required portion of an
electronic course substitution request.



Electronic Course Substitution

The following subset of instructions detail how
an advisor completes his/her portion of an
electronic undergraduate student course
substitution request.
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From: estudent@una.edu Sent: Wed 9/1/2010 10:58 AM

To:
Cc:
Subject: Course Substitution Request for Example Student

TO: aadvisor@una.edu

An Advisor:

There has been a course substitution request that needs your approval. Please review the request below and take the appropriate action.
Substitute Course: Substitute Course

FOR

Required Course: BI 101

Please log into UNAPortal and click the Workflow tab to review this request and take the necessary action(s).

After your advisee submits the request, you (the advisor) will receive an e-mail
similar to the above e-mail. Simply follow the instructions to complete your portion
of the electronic course substitution process.
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25 GB of file storage in your Sky Drive for office documents, photos, etc

Create private, shared and public folders.
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Office Live Workspace supporting online document collaboration with others, even if they do not have Microsoft Office.
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Worklist

:o Course Substitution Request Approval Form

Hide Menu |s/Logoff | |Help

STUDENT INFORMATION

Name:

ID:

Advisor (selected by student):

Catalog Term:

College of Education Major:

Degree, Major, Concentration, Minor Information:

Degree : Bachelor of Bus Administration
Major 1 : Computer Information Systems
Option(s): Enterprise Information Systems

Minor(s): N/A

COURSE SUBSTITUTION INFORMATION

Substitute Course:
FOR

Required Course:

Previous Approver(s):

* Substitution Type

Major

* Approve/Deny?

Approve

* Comments:

Complete |

Example Student
An Advisor

Fall 2007
No

Substitute Course

BI 101

N/A

Save & Close

You will see a page similar to
this one. It will have all
necessary information for you
to approve/deny the request
(Student Name, ID, Degree,
Maijor, etc.).

Cancel |

"

/ Trusted sites | Protected Mode: Off ‘R ¥

* 100%




%* SunGard Higher Education - Windows Internet Explorer

L ~|

View Favorites Tools Help v

|

- Favorites s SunGard Higher Education

My Account Welcome

Content Layout You are currently logged in. B % @ @

Portal Admin E-mail Groups Logout Help

MyUNAPORTAL University Calendar Tutorial Self-Service Banner m September 1, 2010

Worklist
m :o Course Substitution Request Approval Form Hide Menu

Workflow Status Search

STUDENT INFORMATION

User Profile Name: Example Student
My Processes ID:

Advisor (selected by student): An Advisor

College of Education Major: No
Degree, Major, Concentration, Minor Information:

Degree : Bachelor of Bus Administration

e e e o Yo Select the appropriate substitution

Minor(s): N/A

type for the course(s).

COURSE SUBSTITUTION INFORMATION

Substitute Course: Substitute Course
FOR

Required Course: BI 101

Previous Approver(s): N/A

Substitution Type

Major

* Approve/Deny?

Approve

* Comments:

Complete l Save & Close Cancel I
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P o° Course Substitution Request Approval Form Hide Menu (ajLogoff (IHelp

Workflow Status Search

Workflow Alerts

— Select either approve or

i ame: sempie swient | deny for this request.

User Information Advisor (selected by student): An Advisor

Change Password Catalog Term: Fall 2007 By Se I ecti ng a p p rOVE,

College of Education Major: No

Degree, Major, Concentration, Minor Information: the req uest fIOWS to the

Degree : Bachelor of Bus Administration

Major 1 : Computer Information Systems N eXt d p p rover. By

Option(s): Enterprise Information Systems

Minor(s): N/A selecting deny, the
COURSE SUBSTITUTION INFORMATION StUdent |S Sent ad denlal

Substitute Course: Substitute Course

For e-mail from you with

Required Course:

your comments.

Previous Approver(s):

* Substitution Type

Major Q@ Other

* Approve/Deny?

Q' Approve

* Comments:

Complete Save & Close Cancel ‘
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Workflow Status Search

STUDENT INFORMATION

. e swaene | ENtEr @ppropriate comments
IA[;:visor (selected by student): An Advisor in the Com me nts SeCtion .

Eo;elg:(;rf Education Major: I':lo" < Any Comments WIII be passed

Degree, Major, Concentration, Minor Information:

Degree : Bachelor of Bus Administration On to fUtu re a p p rOVe rS a n d

Major 1 : Computer Information Systems

DpHio(s): Entarprise Information Systams may be sent to the student
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Electronic Course Substitution

This ends the advisor’s required portion of an
electronic course substitution request.
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From: deptassistant@una.edu Sent: Wed 9/1/2010 11:16 AM
To:

Cc:

Subject: Course Substitution Request

TO: estudent@una.edu
CC:deptassistant@una.edu, aadvisor@una.edu, dchair@una.edu, adean@una.edu

This is to inform you that your request for course substitution has been approved and processed.
Substitute Course: Substitute Course

FOR

Required Course: BI 101

Approved by: An Advisor, Department Chair, A Dean
Comment(s): N/A

Upon completion and all levels of approval, the student receives an e-mail similar
to the one shown here. Note all approvers are listed and notified in this final e-mail.




Electronic Course Substitution

This completes an electronic undergraduate
student course substitution request.



Electronic Course Substitution

Notes and Special Instructions

NOTE: If a department chair or dean is also a
selected advisor, the process will account for this
structure and there will be fewer total steps.

NOTE: If a dean is also a selected advisor, the
Banner related activity will be sent to the dean’s
assistant instead of the department chair’s
assistant.

NOTE: If you have any questions regarding this
process, please e-mail registrar@una.edu with your
guestions.
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Electronic Course Substitution

Notes and Special Instructions (cont’d)

NOTE: All activities that use the Workflow product
must be completed on a University provided
computer and on campus, unless otherwise
instructed.

If for any reason you are not ready to “Complete”
your activity in Workflow, the “Save and Close”
button will save your choice(s) but will leave the
activity in your worklist to allow you to complete it
at a later time.



