Adding University Studies’ Cluster Courses to Your Class Schedule
...a how-to guide.

In order to locate available University Studies’ cluster courses for registration, students need to access
the myPSU and conduct a specific search to draw up a list of term courses in the Banweb system.

The first step is to point your web browser to the PSU home page at:
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Next, click on myPSU, in the upper right corner of the page. Among other functions, myPSU provides
access to Banweb, and online course registration.
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Log in with your ODIN ID and password.
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Setting up a PSU Computer Account (Odin) * System alerts

You can get access to e-mail, Desire2Learn (D2L), library resources,
and other resources with your PSU Computer Account (called an
Odin account). If you are a student who is registered for at least Don't Upgrade to Lion (Mac
one credit or are a newly hired faculty or staff, you can create your 08 10.7)
Odin account by following these instructions: .
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login OAM.pdx.edu and setup your account. Importing Contacts into
For example If your security code is 'xyZ1abC' and you were Google Mail

born on January 1, 1990' How do I request a Banner
than your password for 0AM would be: 010190xyZ1abC account (eBAR)?
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Back now to myPSU. On the landing page, the myPSU home page, click on the Student tab.
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Next, click on Look Up Classes.
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On the Select Term or Date Range page, pop open the Search By Term menu.
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Select the current or available upcoming term from the list, such as Fall 2011 Quarter.
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Then, click the Submit button.
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On the Look Up Classes to Add page, your task is to generate a suitable search for a class schedule
within the selected academic term. This means narrowing the search terms to return a list of courses in
Banweb that fit your subject interest or academic major.
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Look-Up Classes to Add: 26-0CT-2011 13:29

q:) Use the selection options below to search the class schedule for the term displayed above. You may choose any
combination of fields to narrow your search. You must select at least one subject and you can select
multiple subjects at one time {Please see the help page for more details.) When your selection is
complete, click Get Classes to perform the search.

When searching a subject's course listings, be aware that other subjects may be offered that will serve as
electives in the subject area. Please see the Schedule of Classes subject listings on the web, or in the printed
version, to view these alternate courses.

TIP: To search for courses that satisfy a University Studies Cluster requirement or courses that are
Fully or Partially Online follow the steps below.

1) In the Subjects list, select the first item.

2) still in the Subjects list, scroll down to the bottom, held down the shift key, and select the last item. All
subjects should now be highlighted.

3) For the University Studies Cluster: In the University Studies Cluster list, select a cluster. For Fully or
Partially Online courses: In the Schedule Type list, select one of the online course options.

4) Click Class Search.

To search for courses that satisfy a University Studies Cluster requirement follow this procedure:

Scroll down the page, if necessary, and in the Subjects list, select the first item.
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Course Number:

Scroll down to the bottom of the list, then hold down the Shift key, and select the last item in the list.
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Subject:

Click and select the last item.

Course Number:




The Course Number field can be left blank, as can Title, and Credit Range.

Course Mumber:
Title:

Schedule Type:

Credit Range:

These can be left blank.

Community Based Learning | |
Fully Online Courses -

: hours to

For Schedule Type, select the mode of delivery you prefer...all courses, community-based courses,
fully, or partially online courses. If it doesn’t make much difference, select All.

Schedule Type:

CHmmunity Bassd Teaming 1=
Fully Online Courses -

Select a specific Instructor if you'd like, but bear in mind, this could also limit results significantly, and
your opportunity to pick up the required course cluster. Just go ahead and select All, and evaluate the

full course listing.

Instructor:
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Abrahams, Della Jean -

In the University Studies Cluster list, select a cluster, such as the Popular Culture Cluster.

University Studies
Cluster:

Start and End Times, and Days can also limit your results, returning zero classes, or merely a few you
just aren’t interested in. Go ahead and leave them blank for a full course listing.

T
Start Time: I Hour o0 ~ Minute 00 ~ am/pm am ~
End Time: :Hour 00 - Minute 00 - am/pm am -
Days: jOmMon  DTue Ewed EThur DFi Dsat  [sun

These can be
left blank.
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If you do not select a subject before clicking the Class Search button, the system will return an error
page, indicating the need to select the subject. The error message doesn’t really stand out in the crowd.
You will notice it by its small, red exclamation point.

L‘O‘ You must select at least ONE subject : e

Subject: Accounting -
American Sign Language
Anthropology -

If all the search fields are filled out correctly, the results set of related University Studies Cluster courses
is returned to the screen. Notice in the course listing that the course is attributed to the Popular Culture

Cluster.
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Select the course, or courses, you'd like to like to register for by clicking the checkbox. A checkbox
means the course is open, or has space for additional students. A “C” or an “NR” means the course is full
or not available and cannot be added.

Communication
Select CRN Subj Crse Sec Cmp Cred Title Days Time Cap Act Rem Instructor Date Location Attribute Book
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When you’ve found the course or courses you need, click Register or Add to Worksheet at the bottom
of the page.
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Select CRN Subj Crse Sec Cmp Cred Title Days Time Cap Act Rem Instructor Date Location Attribute Book
(MM/DD) LIS
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You should then see your course schedule, as in this screen. If there’s an issue with registration, the
return will be a Registration Add Error. In this case, as seen here, you will need Department Approval to
add the course to your schedule. Contact the department to get this taken care of.

o e e

LO Registration Add Errors | e Booklist and course materials
S?a-tu-s----c-llﬁ-gu-bT Crse Sec Level Cred Grade Mode Title

Dept 10915 COMM 337U 001 Undergraduate 4.000 Graded Mode COMMUMICATION &

Approval (A-F) GENDER

If you need Departmental Approval, or an Override, link to and print out the Special Registration Form,
above the course schedule, and fill it out completely before visiting the Registration office.

OVERRIDES of the vatpus course rasfrictions can be requested from the professor or department by having
them sign & Special Registration Form. |

O Registration Add Errors Booklist and course materials

Status CRN Subj Crse Sec Level Cred Grade Mode Title
Dept 10915 COMM 337U 001 Undergraduate 4.000 Graded Mode COMMUMICATION &
Approval (A-F) GENDER

If, at any time, you have trouble understanding or navigating the registration process through myPSU,
click the HELP link in the upper right for guidance.
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Fall 2011 Quarter

26-0CT-2011 13:48

And that’s it, a successful search for a University Studies Cluster Course to add to your class schedule!



