Step-by-Step Graduate Registration

1. Go to www.calbaptist.edu.

2. Click the “InsideCBU” link.
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3. Login to InsideCBU.
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4. After successfully logging in, click the “Academics” tab.

learn more!

You are hergr—waceme to InsideCBU!

InsideCBU - B :
InsideCBU  priner Eriendy
Banner Online

AskCBU Important IT Information SR ? Announcements %) Campus Resources %]

5. Click the “Student Academics” link.
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6. Click the “Register for Classes” link.
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7a. If your “Current Option Settings” are not set for the correct Program, Session, and Year for which you are
registering, click the “Set Options” button.

Registration Entry

Person, Test_GRAD - ID:123456
FA - 2011

To ADD: Enter course and section number, then click Add.

To DROP: Mark course to drop, then click Drop.

o SWAP: Enter course and section number to add and mark course to drop, then click Swap.
hen finished, close browser or click other option to perform other activities.

Course Number: Section: Add

Reac r for entry.

Course Sec Su Title Hours Days Beg End Bldg Room

ATRS500 A GT Foundations of Athletic Training 3.00 -M-W--- 09:30a 10:50a

JAME 060

Curre t Option Settings
Program Eession Year

GRAD A 2011

Set Options

Mo registration message at this time.

7b. Enter the correct information and click the “Submit Options” button.
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Pick the program, session and year.
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8a. Using your Graduate Program Rotation, input the course numbers and sections for your upcoming courses

(or prerequisites if necessary).

The course PSY505 has been dropped.

Course Sec

@] PSYS015 C

Current Option Settings

Program Session Year
GRAD FA 2011

Set Options

To ADD: Enter course and section number, then click Add.
To DROP: Mark course to drop, then click Drop.

To SWAP: Enter course and section number to add and mark course to drop, then click Swap.
When finished, close browser or click other option to perform other

Search Criteria

Mo registration message at this time.

3C fjuibkerse
e

Professional Practice Seminar I

Registration Entry

Person, Test_GRAD - ID: 123456

FA - 2011

Total Hours: 200 |
Hours Days Beg End Bldg Room

200 0000 — 5 09:00a 05:00p

------ 5 09:00a 05:00p

------- 00:00a 00:00&a CBU ONLN

Section: l:l

8b. An updated version of most graduate rotations is available on InsideCBU. It is located under the
“Academics” tab and then the “Graduate Students” link.

191\

The official website

[\ ‘elcome back Test_GRAD Pel

InsideCBU

Banner Online

AcliRIl

Course Registration

Verification

Grade Report

FERPA - Student Privacy @ Sl EITN 0 1T0]E

Academic Calendars

Academic Variances

Address and Information
Changes

Attendance and Withdraw
Policies

Graduate Students

Graﬁiun

Course Schedules

ernships

Enrcllment-Degree
Verification

Study Abroad

FERPA - Student Priva

Traditional Students

MBA Rotations

Alumni Rotation with Simulation Spring Start (.pdf, 12K)

Updated 12/17/10

Professional Rotation with Simulation Spring Start {.pdf, 14K)

Updated 12/17/10

Professional MBA - SU11 Start (.pdf, 7K)
Updated 3/24/11

Alumni MBA - SU11 Start (.pdf, 6K)
updated 3/24/11

MBA - Fall 2011 Start (.pdf, 6K)

@duate Students 7

Transcript Request

Graduation

Transfer Course
Information

Internships

University Catalogs

Updated 5/23/11

Alumni MBA - Magmt. Fall 2011 Start (.pdf, 6K)
Updated 4/27/11

Kinesiology Rotations

BAC i Wi oy |mmnr OC Dnt=tine Creimn Sraetk § o AF 3005




9. To see the available days and time for a course, click the “?” button next to the empty section box. This will

also display a course description including any prerequisites for the course.
Section Schedule

Section SU  Sec Title Instructor Status Hours Reqmts Campus Dates Days Beg End
Section: (@] A GT Routon,M Closed 3 MAIN 09/06/2011 - 12/15/2011 T 4:00p 6:45p
O B GT Morgan,H Open 3 MAIN 09/06/2011 - 12/15/2011 T 4:00p 6:45p
O C GT Stanfield] Open 3 MAIN 09/06/2011 - 12/15/2011 . 4:00p 6:45p
(@] D GT Morgan,H Open 3 I MAIN 09/06/2011 - 12/15/2011 —R— 4:00p 6:45p

Cancel

10. From the resulting list, click the circle next to your desired section and then click the “Select” button.

\ Section Schedule
‘ ’ Section SU  Sec Title Instructor Status Hours Regmts Campus Dates Days Beg End
—
A GT Routon,M Closed 3 i MAIN 09/06/2011 - 12/15/2011 === 4:00p 6:45p

()

B GT Margan,H Open 3 MAIN 09/06/2011 - 12/15/2011 - 4:00p &:45p
O G GT Stanfield] Open 3 MAIN 09/06/2011 - 12/15/2011 s 4:00p 6:45p
@) D GT Morgan,H Open 3 MAIN 09/06/2011 - 12/15/2011 —fi- 4:00p 6:45p




11. After clicking the “Select” button, you will be taken back to the registration screen and the section
information will be in the “Section” box. Click the “Add” button to add this course to your schedule.

Registration Entry

Person, Test_GRAD - ID: 123456
FA - 2011

To ADD: Enter course and section number, then click Add.

To DROP: Mark course to drop, then click Drop.

To SWAP: Enter course and section number to add and mark course to drop, then click Swap.
When finished, close browser or click other option to perform other activities.

CrTrETTTTE T — T

Search Criteria

Click Add to add the selected course. Total Hours:
Course Sec Su Title Hours Days Beg End Bldg Room
O PSY501S5 = GT Professional Practice Seminar I 200 000000 — s 09:00a 05:00p
------ 5 09:00a 05:00p
------- 00:00a 00:00a CBU OMLN

Current Option Settings

Program  Session Year No registration message at this time.
GRAD FA 2011

Set Options




12. Once the course is added, it will appear in the lower half of the registration screen.
w [22]1 FT2NI YS&aal3aSa Ay (GKS ofdzS oF NJ 0Sft 2ithed KS ¢
\ course was added or why the course was not added.

Registration Entry
Person, Test_GRAD - ID:123456

FA - 2011
Enter course and section number, then click Add.
To DROPY Mark course to drop, then click Drop.
To SWAP\Enter course and section number to add and mark course to drop, then click Swap.
When finisfed, close browser or click other option to perform other activities.
Course Number: Section: Add

aJT |Total Hours:
|: he course PSY505 has been added.
oy i
m EUTOTSE Sec Su Title Hours Days Beg Bldg Room
O PSY5015 c GT Professional Practice Seminar I 200 0 ------ 5 09:00a
------ 5 09:00a 05:00p
------- 00:00a 00:00a OMLN

> PSY¥505 B GT MFT Counseling Theory 3.00 --T---- 04:00p

Current Option Settings

Program  Session Year No registration message at this time.
GRAD FA 2011

Set Options

13. Repeat these steps to register for all your classes.
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14. If you need to change a course section, then input the same course number and the new course section
and also click the circle next to the course you are changing.

Registration Entry
Person, Test_GRAD - ID: 123456

FA - 2011
To ADD: Enter course and section numth en click Add.
To DROP: Mark course to drop, then click Drops
To SWAP: Enter course and section number to add aM™eagark course to drop, then click Swap.
\When finished, close browser or click other option to perfor jer EeTies.
Course Number: PSY505 Section: I Add
=D
PS5 '505 was dropped and PSY505 was added.
Course Sec Su Title Hours Days Beg End Bldg Room
O PSY501S = GT Professional Practice Seminar I T Es = 09:00a 05:00p
------ 5 09:00a 05:00p

------- 00:00a 00:00a CBU ONLN
P5Y¥505 B GT MFT Counseling Theory 3.00 --T---- 04:00p 06:45p

Current Option Settings
Program Session Year

Mo registration message at this time.

GRAD FA 2011
Set Options

15. After you have entered the course number and section and clicked on the appropriate circle, click
the “Swap” button.

wThe section and schedule of the course should both change according to your new selection.




16. If you need to drop a course completely, then click the circle next to the course you are dropping.

To ADD: Enter course and section number, then click Add.
To DROP: Mark course to drop, then click Drop.

When finished, close browser or click other option to perform other activities.

Course Number: PSY3505

Search Criteria

25Y5(05 was dropped and PSYS05 was added.

GT Professional Practice Seminar I

MFT Counseling Theory

Current Option Settings

Program  Session Year Mo registration message at this time.

GRAD FA 2011
Set Options

Registration Entry

Person, Test_GRAD - ID:123456
FA - 2011

To SWAP: Enter course and section number to add and mark course to drop, then click Swap.

Title Hours

Section:

Beg

05:00a

05:00p
00:00a
04:00p

Add

Total Hours:

End Bldg Room
05:00p
CBU CNLN
06:45p

17. After you have clicked the appropriate circle, click the “Drop” button.

18. When you are done creating you schedule, simple close the registration window.
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20. This displays your schedule of classes, your professors (with email links), your room numbers (once they
are assigned), and the dates of your courses.

Student Schedule
Person, Test_GRAD
Financial Clearance: N
Fall 2011 - Graduate

Course  Sec Su Title Instructor Campus Building Room Days Beg Time End Time Beg Date  End Date
PSY5015 C GT Professional Practice Seminar I Cox,M Email MAIN  ------ S 09:00a 05:00p 09/17/2011 09/17/2011

MAIN - S 09:00a 05:00p 10/08/2011 10/08/2011

MAIN CBU ONLN ------- 00:00a 00:00a 09/06/2011 12/15/2011
PSYS0S B GT MFT Counseling Theory Margan,H MAIN --T---- 04:00p 06:45p 09/06/2011 12/15/2011
PSYS98A A GT Chem Dependency: Diag & Treat Collins,G Email MAIN - S 09:00a 05:00p 09/10/2011 09/10/2011

Maln e S 09:00a 05:00p 09/24/2011 09/24/2011

Program  Session Year Mo schedule message at this time.
GRAD F& 2011

21. Print out your schedule and close the student schedule window.

We HIGHLY recommend that you print this schedule the day before classes begin.
Room assignments can change up until the day classes begin.







