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Tools
•Align

•Align is the place to be if you are interested in reviewing an upcoming class schedule and comparing your currently planned 
courses and seats with course recommendations.

•Schedule
•Schedule is where classroom assignments and ad hoc meetings are scheduled. .

•Monitor 
•Live registration tracking tool.

Ad Astra 

•Banner is a Student Information System (SIS) for higher education institutions, providing easy access, essential features, and 
workflows for students, faculty, and staff. The system has the following components: Banner (Administration) , S.A.I.L (Others)

Banner

•Easy-to-use online set of academic planning tools that help students and advisors see what courses and requirements students need 
to graduate. This Degree Audit System Provides a clear picture of degree requirements, interactive “what-if?” scenarios and Student 
Educational Planner (“Plans” tab).

Degree Works

•Fall and Spring Template & Summer Template
•Regular 3 hr. lecture classes MUST follow the standard time block schedule
•Any course not meeting in standard time blocks will be reviewed by the University Registrar and scheduled in the 2nd round 

of scheduling

Standard Time Block Schedule Guide

•To check that you did work as you intended

ARGOS REPORTS

•To confirm that section pre-requisites and restrictions match the catalog

UNIVERSITY CATALOG





Parts of 
Banner 

Pages

Recently Opened 
Button- Allows you 
to see and select 
pages you have 
viewed during 

current session

Search 
Box

Record Navigation 
Buttons- Allows 

you to navigate to 
next/previous 

page, section or 
record

Related Button- 
Allow you to link 

to other pages 
that are 

relevant to you 
process or 

module. 

Tools Button- Allows 
you to update, print, 

export, etc. the 
contents of particular 

page. Tools items 
may change 

depending on the 
page you are viewing. 

Go Button- 
execute a search 

after criteria is 
entered into the 
search box. Also 

allows you to 
proceed to the 
next areas of 
information 

within a page.



Banner 
General 

Tips & 
Tricks

Exit the page (form) 
when you are done 

using it.   If too many 
are left open, it will 
slow down Banner.

Related and Tools menus: 
-Both appear on all Banner forms. 
-Related: lists Banner pages/forms 
related to the process on current 
page/form.
- Tools: list Actions, Options, Page 
Layout

Use the arrow buttons to move from 
section to section. 
You can also use 

Alt + Page Up   or    Alt + Page Down



Banner 
General 

Tips & 
Tricks Notification Center

Message will go away if 
you press Enter (or 

Return) key.



Message Notification 
Window

Success A green message pop-up box indicated a successful 
action/message

Information A blue message pup-up box is displayed for 
information message.

Warning A yellow message pop-up box indicates a warning 
message. 

Error A red pop- up box indicates an error message.



Searching in 
Banner
• The search and filter features of 

Banner has been modernized and 
expanded. Click on the ellipsis 
button to display the search option 
list.

• Select “person search” to enter 
query mode.

Helpful Tips



Query/Filtering
Select the field options 
and parameter sets. To 
execute the query, click 

the ”GO” button. 



Freshman= 0-29 hrs.

Sophomore= 30-59 hrs.

Junior= 60-89 hrs.

Senior= 90+ hrs., but no degree  

SFASRPOSSARRES
College and Major Restrictions

Remember to INCLUDE 
when adding restrictions.  

Banner defaults to 
exclude. 



Information 
driven from 

catalog

If a grade is entered, a permit must be 
placed to allow registration for 
students who are currently enrolled in 
pre-req course to register. 

If no grade is entered, students who 
are enrolled in pre-req will be able to 
register for the course.

Pre-Req report available in Argos to 
review after term is complete. Looks 
at students who are enrolled in course 
but did not pass the pre-req. 

SSAPREQ
Prerequisites



One 
comment 
per line. 

Only for essential 
things because it prints 

in the schedule and, 
when overused, 

clutters up the page. 

This appears on the 
Notes section when 
registering but not 

shown on transcript 
when printed.

SSATEXT
Special Comments  



One comment per line. 

Only for essential things because it prints in the schedule 
and, when overused, clutters up the page. 

This appears on the Notes section when registering but not 
shown on transcript when printed.One comment per line. 

Only for essential things because it prints in the schedule 
and, when overused, clutters up the page. 

This appears on the Notes section when registering but not 
shown on transcript when printed.

SFASRPOSSATEXT
Special Comments  

Remember to INCLUDE 
when adding restrictions.  

Banner defaults to exclude. 



SFASRPO

Students must have the correct permits to successfully register for courses. 
Example: If the course is full and the student receives an “instructors” or “department” 

permit, they still will still not be able to register because for a closed section they need a 
“capacity” permit. 

Student Registration Permit-Override Form



SFASTCA
Course Status:
•AU= Audit
•DC= Drop Crouse- Post Census Date
•DD= Drop/Delete- Before Census
•DS- Drop Course- 6 drop rule
•DW= Web Drop
•NP= Drop for no—payment
•RE- Registered by TAMUCC Staff
•RW= Web Registered by Student
•W1= Withdrawal- Before Census Date
•W2= Withdrawal- After Census Date
•WL=Waitlist

Messages
•Record deleted on XX-XX-20XX : 
Dropped from course as never 
attended.
•Prerequisite and Test Score Error: 
student did not have the pre-req or 
test score for course trying to 
register.
•Open- Reserved for Waitlist: Student 
reserved a waitlist seat.
•Time Conflict with CRN XXXXX: 
course that is trying to be registered 
for has a time conflict with already 
registered course.
•Record Deleted: student dropped 
from a course before census date.

Grey bar at bottom of page will indicate 
the date/time and user of the course 

status change.

Course Registration Audit



SFASLST Status Date- when the 
student registered for the 
course

NA= Never Attended

SA= Stopped Attending 

Mid Term Grade- grade given at midterm. 

Final Grade- final grade given at the end of the term. 

Hours- hours student is registered for

SFASLST
Class Attendance Roster



1

Students are not permitted to register if they have 
registration holds. In SZAREGS you can click the 3 dots to 

see which specific holds are preventing registration

2

You should not override any registrations holds. Students should 
be instructed to reach out to the originator of the hold to get the 
hold cleared for registration. 

SZAREGS/SOAHOLD
Registration Holds



Registration Errors
• PRE-REQ AND TEST SCORE ERROR: student did not met 

the necessary pre-requisites (test score, course, or 
number of hours) for the course. 

• Prerequisite & test score restrictions can be viewed on 
SCAPREQ

• LINK ERROR: indicates that the course you are trying to 
register for has a lab/lecture. Please check the 
schedule for the lab/lecture that corresponds with 
your course. Must enter all course numbers 
together. 

• INSTRUCTOR PERMISSION: indicates that the course in 
which you are trying to register for requires the 
permission of the instructor for enrollment. Please 
contact the instructor to receive permission for 
course. The instructor/department must have 
entered a permit into the system before you will 
be allowed to register. 

• MAJOR RESTRICTION: indicates that the course in which 
you are trying to enroll is restricted to certain 
majors and your major, as recorded in the Banner 
system, does not.

DO NOT OVERRIDE REGISTRATION HOLDS IN SZAREGS



Academic Standing
Students returning from suspension must schedule a meeting with either 
an advisor or an academic coach before registering for classes. 
Following this meeting, the advisor or academic coach will email the 
Registrar's Office (registrar@tamucc.edu) with the student's information 
to request a waiver of academic standing.



Course 
Overload

Credit hours are preset in 
SZAREGS
• Fall = 18 hours  
•Summer= 7 hours
•Some student’s hours have 

been reduced due to their 
academic standing
•DO NOT UPDATE THESE 

HOURS IN SZAREGS

Course Overload Form

MAX credit hours
•Fall = 18 & Summer = 7



Waitlisting

• Waitlists serve as queues for students awaiting seats in full classes.
• Departments may enable waitlists for full classes, offering students the 

chance to join.

1. Joining the Waitlist
1. When a class reaches full capacity, students can opt to join the waitlist.
2. If permitted by the department, students can secure a spot on the waitlist.

2. Seat Notification
1. The first student on the waitlist receives notification via their Islander email 

when a seat becomes available.
2. They have 24 hours to register for the class after receiving the notification.

3. Department Overrides
1. Departments hold the authority to override waitlists using CAP permits.
2. Upon registration, departments are advised to increase class enrollment 

accordingly.



Course Changes
1. Departments will notify students of the changes to the 
section via email.  (Pull course roster from Argos).

• If instructional method is being changed, they will notify students of 
increased/decreased fee. 

2. We ask departments to also loop in advisors if a course is 
being canceled so they’re able to assist students as well.

• Course change request are sent to the Registrar's Office to 
schedule@tamucc.edu 

Once the Registrar’s office has completed the moves, we will 
notify the department.

After Registration Begins

Should not happen after the last posted day to add a class.



6 Drop Policy
Under Section 51.907 of the Texas Education Code, “an institution of 
higher education may not permit at student to drop more than six 
courses, including any course a transfer student has dropped at 
another institution of higher education.”

o Students with 5 drops or less can Register. See SZASDLM – 
Student Drop Limit Status.

o Students with 6 drops (reached maximum allowed by state 
of Texas – 0 drops left)

§ D0 hold, student must contact Registrar’s Office. 
Registrar’s Office must notify the student they do not 
have any drops left as this is a state rule and register via 
class add / drop form.

https://nam12.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.statutes.legis.state.tx.us%2FDocs%2FED%2Fhtm%2FED.51.htm%2351.907&data=05%7C01%7CChristie.Roberts%40tamucc.edu%7Ce6c4a61a89624139cd1e08da966258fa%7C34cbfaf167a64781a9ca514eb2550b66%7C0%7C0%7C637987647900166393%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=TI0Aq1GHBKffbccVDoVJ2OvJuHxGgiBkZhDz7xOA3pw%3D&reserved=0


REGISTRATION 
ADD / DROP FORM
Registration Forms

• Do not register students without a paper trail
• Registration documentation is required and uploaded to 

students Laserfiche record
• Place all notes in banner SPACMNT, Registrar’s Office does 

not use Starfish 

• Student’s making registration updates for multiple terms must fill 
out a separate form for each term (Summer I, Summer II, Fall)

• Students who are requesting to “drop” all the courses they’re 
registered for that term must complete a Withdrawal 
Authorization form

• With DocuSign students will receive an automatic notification 
that their request is “complete.” They must open the PDF to see if 
request was approved or if there were any errors. 

https://www.tamucc.edu/academics/registrar/forms-applications/index.php




University Catalog
• Pre-requisites and Restrictions
• MUST be printed in the University Catalog



Catalog + Degree Works = Graduate

🎉 🎓



Gradable 
Indicator

Courses that are 0 credit courses must have 
the gradable indicator unchecked as to not 

appear in Degree Works. 



| Reporting Tool |



Argos
• http://argos.tamucc.edu/ 
• Select “Login to Argos”
• Enter your AD username 

and password

31

http://argos.tamucc.edu/


Argos
• Know what type of report you are looking 

for.
• Use the search bar-to-search 

keywords 
• Helpful course schedule reports

• Course Catalog, Schedule, & 
Enrollment

• Helpful missing grades 
• Student

• Helpful roster
• Course Catalog, Schedule, & 

Enrollment



Align| Monitor | Schedule



Ad Astra Align
• Review recommended changes to course 

offerings for the upcoming term.
• Analysis identifies high-impact addition 

and reduction candidates for 
departmental action.

1.Candidate Selection
1. Identify courses suitable for addition or 

reduction based on analysis findings.
2. Target courses with significant potential 

impact on student enrollment and 
departmental resources.

2.Course Drill-Down
1. Focus on a single course to delve into 

detailed analysis and section specifics.
2. Gain insights to facilitate informed 

decision-making regarding course 
adjustments.

Predictive Data



Ad Astra Monitor

•Monitor tracks registration and 
monitors trends over time leading 
up to the start of the term.
•Follow courses you are 
interested in for courses and get 
alerts when they start to fill up.
•Keep an eye on registrations for 
key courses before the start of a 
term. 

High and low enrollment ratios may 
require action to be taken. 
See something interesting? Dive into a 
single course and learn more. 

Registration Tracking

Registration Tracking



Review in Argos
• Course assignments by 

reviewing the ’Course 
Schedule’ report as 
outlined on slide 54.

Review in Ad Astra 
Schedule
• Log in using AD 

credentials to 
https://astra.tamucc.edu

• Select the ’Academics’ 
tab
• Select ‘Sections”

36

Ad Astra Schedule
Room Assignments



3
7



Important Dates

25 Aug.

Deadline for 
dropping all Fall 
classes via SAIL for 
a full refund.

26 Aug.

Commencement of 
Fall classes and 
initiation of "hands-
off" banner 
registration.

3 Sep.

Final day for adding 
a class, with closure 
of SAIL registration.

4–11 Sep.

Period for utilizing 
the "Course Add 
form After Late 
Registration" option.

11 Sep.

Fall census date; 
Deadline for 
students to drop 
full-term classes 
without receiving a 
"W" notation and it 
not counting 
towards the 6-drop 
limit.



Helpful Sites
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Registrar’s Office

Student Services Center 
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361.825.7245 (SAIL)

registrar@tamucc.edu

tel:361-825-7245
mailto:registrar@tamucc.edu

