 Concordia College Registration Information

Preparing for Registration
1. Review the registration processes. 

2. Check well in advance to make sure there are no "holds" on your record - see pg 3 "Determine eligibility to register”.  Most  

     holds will prevent you from registering.        

3. Schedule an advisement appointment with your adviser the week prior to – and no later than one day before – your registration date.  

      (To find the name of your Faculty Adviser log into C-Port, click on Banner icon, Student Tab, Student Records, View Student  

       Information).   
4. Use the trial schedule form available as a PDF on the Web registration page to plan your schedule. Be sure to record the CRN (Course Reference Number) of each class you are choosing. Please discuss alternate course selections with your adviser in the event a course is at its capacity when you register. 
5. Ask your faculty adviser for your alternate pin number (ALT-PIN). You need this number to access Banner and complete registration.  ALT-PINs are unique to each term so you will need the one for spring 2012.
6. Determine your registration date and time (see below).

NOTE: Banner will not allow you to register for the term unless you have:
· met with you adviser and received your alternate pin number (ALT-PIN) 
· met financial obligations and have no other “holds” on your record
•      complied with Minnesota immunization regulations   

If you are ineligible to register for any of these reasons, you may complete registration via Banner anytime after the registration hold has been resolved. 

Because you can register any time after your starting date/time, there is no need to skip classes due to registration. 
Concordia reserves the right to alter published course schedules including canceling courses with low enrollment. 

Registration Process 
The number of semester hour credits you have earned determines the date you are eligible to register using Banner.

To determine the number of credits you have completed: 
1. Go to Concordia home page
2. Click on the Current Student tab
3. Log into C-port
4. Click on the “Banner” icon along the top of the page
5. Click “Student”
6. Click “Student Records”
7. Click “Academic Transcripts”
8. Select the “transcript totals” quick link, or scroll down to this section.
9. Your number of credits completed is listed in the “Overall Passed Hours” column.  Do not use Degree Works to view number of credits completed as Degree Works includes courses “in progress”. 
Please Note: Class standing is based on earned semester hour credits through the end of the last full semester completed. IP (in progress), NR (not reported), INC (incomplete) credit hours are not applied to the total credit hours earned. 

Students will use Banner for registration. After meeting with your faculty adviser and receiving your alternate pin number (ALT-PIN), you are eligible to complete your registration in Banner according to the following registration times and dates and using the directions outlined in the Banner Registration Instructions section. Once registration opens for each group of students (see below) it remains open until the last day to add/drop classes as published in the Academic Calendar.
Seniors 
         88 or more earned semester hour credits 
                        Registration opens at 6:30 a.m. Tuesday, November 8
Juniors 
         56-87.99 earned semester hour credits 
                        Registration opens at 6:30 a.m. Wednesday, November 9
Sophomores   24-55.99 earned semester hour credits 
                        Registration opens at 6:30 a.m. Thursday, November 10
Freshmen      1-23.99 earned semester hour credits 
                        Registration opens at 6:30 a.m. Friday, November 11
Registrar’s Office Staff will be available beginning at 8:00 a.m. each day.

Special Instructions: 
If you are:
• enrolling in an Education course, you must meet the requirements stated in the college catalog. To be eligible to enroll in 300-level or higher Education courses, the MTLE (Minnesota Teacher Licensure Exam) must be taken.
•currently receiving disability services through the Counseling Center, please follow the directions in the information provided by Monica Kersting.
• currently enrolled in an off-campus program, you will be able to complete registration via Banner on your designated date/time provided you have consulted with and received your ALT-PIN from your adviser.
• registering for a Tri-College course or an Independent Study, please see the staff in the Registrar’s Office in Lorentzsen Hall for assistance.
• registering for a Co-op, please see the staff in the Cooperative Education Office in Academy Hall for assistance.
• registering for Music lessons and ensembles, please check with your faculty member to be sure you have the correct CRN for registration. It is your responsibility to register for these courses just as it is for any other course.
• planning to enroll in an off-campus program experience for the next semester, please follow the directions in your acceptance packet from the Global Education Office. If you have any questions, please contact Stacy Rodlund at 299-4549.

Making Changes to your Class Schedule
All students may make adjustments to their class schedule via Banner. Deadlines for adding and dropping classes are listed on the website’s Academic Calendar at http://www.cord.edu/Academics/calendar1.php 

If a class is at its capacity, students are to contact the instructor of the course. If the instructor grants permission for the student to be added to the class, the instructor will execute a “capacity override”. You must then register for the course through Banner.  There are a few courses that have seats reserved due to special circumstances and the message “remaining seats reserved, you do not meet stated criteria, make new selection or contact Registrar’s Office” will appear. Please follow those instructions accordingly.

Classroom assignments may change prior to the start of the term. Students should consult their Concise Student Schedule in Banner prior to the start of the semester to confirm class locations.
Overloads
Academic credit load over 17 credits (excluding music lessons and ensembles) may be attempted only by students in good academic standing and must be approved by the Registrar. Additional fees are assessed in excess of 17 credit hours (excluding music lessons and ensembles).

Degree Works Audit (see path on page 3)  
Degree Works is our electronic degree audit system available on-line 24/7. It is your responsibility to be sure that you have met all requirements prior to graduation. Check your Degree Works Audit to see how your courses apply to your degree requirements and what you have left to complete.  

Degree Works also has a “Class History” function that shows all of your courses taken in a format similar to an unofficial transcript.

Banner Registration Instructions

1. Go to https://cport.cord.edu 
2. Enter username and password (also used to access your e-mail) 
3. Click on Banner icon 
4. Go to Student tab 
5. Click Registration 
6. Click Add or Drop Classes
7. Choose selected term: Concordia College (e.g. Spring 2012 Concordia College) and submit
8. Enter alternate pin number (ALT-PIN - received from adviser) and submit
9. To Add Classes - enter CRNs in Add Classes Worksheet section. To Drop Classes – select option available in Action Pull-Down   

   List for the course
10. Click Submit
Remember: Click Submit to complete registration.  You are only registered if your classes show “web registered” to the left of your screen and no “registration add error” messages appear.

BANNER allows you to…….

Search for a course:
1. Go to Student tab
2. Click Registration 
3. Click Look Up Classes - select "Term" for classes to search (e.g. Spring 2012 C.C.)
4. Use Selection Options to complete search
View your schedule:
1. Go to Student tab
2. Click Registration
3. Click Concise Student Schedule
Print your schedule:

1. Go to Student tab

2. Click Registration

3. Click Concise Student Schedule
4. Click Print on the browser toolbar

Find the name of your Faculty Adviser and Expected Graduation Date:
1. Go to Student tab
2. Click Student Records
3. Click View Student Information - Adviser listed as "primary"

Determine eligibility to register:
1. Go to Student tab
2. Click Registration  

3. Registration status   

4. Select Term and Submit

View Degree Works Degree Audit:  

1.  Log into C-port

2.  Click on Banner icon at top (must do or Degree Works will not appear)

3.  Click Student tab

4.  Click Student Record

5.  Click Degree Works    

6. Wait for Degree Audit to load

Add a course:
1. Go to Student tab
2. Click Registration 
3. Click Add or Drop Classes
4. Enter CRN in Add Classes section 
5. Click Submit Changes 

Drop a course:
1. Click Student tab
2. Click Registration
3. Click Add or Drop Classes
4. Select option available in the Action Pull-Down List for the course
5. Click Submit Changes 

View account balance:
1. Go to Student tab
2. Click Student Account
3. Click Account Summary

Note: Contact IT (3375) regarding any technical issues or Registrar’s Office (3250) for assistance with student advising and registration. 
