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2.  Introduction 

2.1 Overview 
A batch of students in EOA (Education for Older Adults), ABE, OCHS require registering for the next term. 
These students are offered the chance to re-register for the course for the next term since they are currently 
registered on the course. Staff from the departments visit several off-campus locations to collect the 
registration cards for these students. Cards are then sent to the registration staff at SCE office to register 
these students manually in the Banner registration system. Lag of time between students submitting the 
registration card and student registered in course prevents student from attending the class, as they are 
waiting on the staff to be registered. Thus, the mass registration process will allow the SCE staff to be able to 
quickly mass register the students in the respective CRNs. 

Thus, a mass registration process could expedite the registration process of these students. 
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3. Create text file: 
Mass registration process uses the text fi le with the list of student IDs (A numbers). To create text fi le, one will 
need the list of IDs in the excel fi le. Please note this fi le can only have list of student IDs without any column 
header or any other columns. Student ID should not contain any spaces or special characters. 

1. Open the excel fi le 
with the list of student
IDs. 

 

2. Select all the 
student IDs. 

a ., e v 11 •• •1 i a10 • - • · 11 
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3. Click on copy to 
copy all the student 
IDs. 

4. Type notepad in 
the lower left search 
box. 

5. Click on Notepad 
to open notepad. 
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6. Click on Edit and 
then Paste to paste 
the student IDs. 
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7. Save the fi le by 
clicking on File > 
Save. 

8. Save the fi le in the 
download folder by 
opening the 
download folder and 
saving by save 
button. 

Note: Make sure that
the text fi le name will 
always be NCRG.txt. 
Other fi le names will 
not be recognized by 
the pop sel process. 
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4. File upload: 
1. To upload the fi le log in to 
Banner. 

2. Enter page name 
GUAUPLP and press enter. 

.. 
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3. Click on the Manual File 
Upload button to upload the 
file. 

4. Select the file type: Student 
File Upload Directory option 
from the drop-down menu. 
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5.  Click on  choose the  file  
button.  

6.  Navigate to  Downloads/  
Desktop  folder to locate  
NCRG.txt  file.  

7.  Click on  NCRG.txt  file  and  
then  click  on  open.  
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8.  Click on  the  Submit  File 
button.  

9.  You  should receive email  
notification upon successful 
upload of  the  file.  
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5.  Populate population selection: 

1. Log into Banner. 

2. Type GJAPCTL 
to go to the job 
submission page. 

3. Enter SZPNCRG 
as the process 
name and click on 
go. 
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4. On the process 
submission page 
enter run control 
parameters. 

5. Term will be the 
term to which you 
want the student to 
register. 

6. CRN will be the 
CRN to which you 
want the students to 
be registered. 

7. Creator will be 
your username. 

Note: username will 
always be entered 
in the capital letters, 
otherwise the 
process will not 
populate the pop 
sel. 

8. Check save 
parameter set as 
check box under 
submission for 
future reference. 

9. Click on the Save 
button to run the 
process. 

10. You should 
receive the email 
notification upon 
successful running 
of the process. 
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6.  Verify population selection: 

1. Log into Banner. 

2. Go to the page 
GLAEXTR. 

3. Input the 
parameters. 

4. Application will 
always be 
STUDENT. 

5. Selection ID will 
always be the 
TERM_CRN you are 
registering the 
students for ex: 
201930_31555. 

6. The Creator ID 
will be your 
username. 

Note: Creator ID 
(username) will 
always have to be in 
capital letters. 
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7. Click on go. 

8. Verify the number 
of students. 
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9. Adjust the display
of the list from the 
drop down on the 
lower middle line. 

10. Insert or Delete 
the students using 
Insert, Delete 
buttons on the top 
left corner. 
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7.  Mass Register: 

1. Log into Banner 
and go to 
SFAMREG. 

2. Enter the search 
parameters. 

3. Registration 
term will be the 
term for which you 
register the 
students. Ex: 
201930. 

4. Search term will 
be the previous 
term. Ex: 201920. 

5. Under the 
Population 
Selection section, 
Application will 
always be 
STUDENT. 

6. Selection ID will 
always be the 
TERM_CRN for 
which you are 
registering the 
students. Ex: 
201930 31555. 
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7. Creator ID and 
User ID will always 
be the username 
in capital letters. 

Note: Creator ID 
and User ID will 
always need to be 
in capital letters. 

8. Go to the 
second tab 
Update. 

9. Enter the CRN 
in the CRN field for 
the class you want 
the students to 
register for. Ex: 
31555. 

21 

Last Updated: 5/4/2022 8:17 AM Page 21 of 24 



 

 

     

  

 

   
  

 
   

  
   

 
  

 

 
 

 

     

 

Ma 
Mt. Sen Antonio College 

Cl _L,,_ - • ■ -..._- x 5 .. .. C 4 

-

~._o,-
o,- MOiiet 

,_, •-Q1111o-a, 

.... ~ Qf-al • •C... 

i...- 0•• 0 
........ o,-o 
........ o•- o 

o....O••O 
........... a,-o 

o e o 

• 
a- o 

_AL 

0 

~ ....... o,- ·-°"'°' __ ....., 0•• • •a.a 
i-. • •- O•c-. 

._,__, C ~ • .,. 

c--.. a,- o 
.,_._o,-o 
~ O•• 0 

.._.. ...... O•• 0 
---1-0, 0 
-- o, .. ') 

..... ,... , r-

o e o 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

SCE Mass Registration Job Aid Version #1 

10. Go to the third 
tab Error 
Checking. 

11. Set up the 
error checking as 
per the screenshot 
on right. No error 
checking for all 
except for time 
check fatal and 
holds check 
warning. 

12. Go to the 
fourth tab 
Results. 
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13. Check the 
radio button for 
Select all in the 
results section to 
select all the 
students to be 
registered. 

14. Check the 
Submit check box 
under the 
submission 
section. 

15. Click on Save 
to mass register 
the population. 

-

16. Verify the 
messa e column 
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for any registration 
errors. Message 
column will display 
whether the 
students were 
successfully 
registered or not. 
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