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Policy
Courses under the below conditions will be listed in the Plan Ahead feature:

1- Courses in the student’s study plan.
2- Courses that are not completed.
3- Courses that are offered in the next term.

While the student is creating the plan, if there any courses that they would like to
plan for but is not available in the list, they should reach out for your advice to check
the following:
1- Whether the course will be available in the next term
2- Whether it is part of the study plan
3- If both of the above are confirmed, and the student still cannot see a course
which they should be taking in the next term, on the home page of Banner,
click on Faculty Services - Reports - Faculty >Remaining Courses, as
illustrated below, to identify the issue.

Faculty Services
Term Selection CRN Selection Faculty Detail Schedule Week at a Glance
Detail Wait List Summary Wait List Assignment History Class Schedule
Course Catalog Syllabus Information Office Hours
b
Advising Student Profile Grades Entry Class List Track Student Attendance

You will receive an email once a student submits a plan for your review. Therefore,
in order to access the Plan Ahead feature on Banner, please follow the below steps:

1- Log in to Banner


https://mysis.ajman.ac.ae/

2- On the home page of Banner, Click on Faculty Services, as illustrated below:

& Sign Out | @ Help
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3- Click on Advising Student Profile, as illustrated below:

Term Selection CRN Selection Faculty Detail Schedule Week at a Glance

Detail Wait List Summary Wait List Assignment History Class Schedule

Course Catalog Syllabus Information Office Hours Reports

Advising Student Profile Grades Entry Class List Track Student Attendance

Y

View Teaching Evaluation
Results




Search for the student you would like to advise, following the below steps:

Change term, search for a student, or view your advisee listing

Term
Second Academic Semester 2019 - ‘ o

View advisee listing, or search by

(® Student ID

@ Student Email e

() Student Name

Student ID

e View My Advisee Listing o

o Choose the Term Choose the search method.
You can search by Student
ID, Email or Name

e Click on View Profile You can even view your
advisee list, instead of

following the previous two
steps




5- On the student profile, click on Registration and Planning, which is located on
the left side of the screen, as illustrated below. Once you click the button, a
new page will open.

Student Profile - ( )

Term: Second Academic Semester 2019 - Standing: No Standing, as of First Academic Semester 2019

Date of Birth:
Ethnicity:

Race:

Citizen:

Citizenship:
Emergency Contact:
Emergency Phone:

General Information

Level:

Class:

[ ‘ Status:
. Student Type:

Residency:
Curriculum and Courses Campus:
First Term Attended:
Matriculated Term:
Last Term Attended:
Leave of Absence:

Prior Education and Testing

Additional Links

Graduation Information
Graduation Applications:

Advisors
Primary / Academic Advisor

Registration and Planning h




6- On the new page, click on Plan Ahead option, as illustrated below:
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Student e Registration

Registration

What would you like to do?

a Prepare for Registration Register for Classes
U iew registration status, update student term data, and complete pre-registration requirements. l-i\ Search and register for your classes. You can also view and manage your schedule.
Browse Classes View Registration Information
Q Looking for classes? In this section you can browse classes you find interesting. - View your past schedules and your ungraded classes.
Browse Course Catalog Plan Ahead
Look up basic course information like subject, course and description a Give yourself a head start by building plans. When you're ready to register, you'll be able to load
= these plans, &

3. View the Plan and Act on it

Note: The plans should be created and approved in each semester.

In order to view the plan for the next term, which was created by the student, please
follow the below steps:

1- Select the term and search for the student, as illustrated below:

Terms Open for Planning

| Second Academic Semester 2019

Search

=

Ol () Name

Search by Student ID or Name

I Continue I




2- You can view the courses and notes in the student’s suggested plan, as
illustrated below:

Student « Registration - SelectaTerm « SelectA Plan

Select A Plan

Plans you have created for this term: 0

Term: Second Academic Semester 2019

You are allowed a maximum of 2 plans for this term

Create a New Plan

[ Plan: 20192Plan  Created by: (Student) = Preferred  Approye This Plan

Tide Detalls Hours. Schedule Type:
Computer Programming BME 103 0
Introduction 1o Ad ART 111 3

Introduction to Biomedical Eng, BME 101 o

Tetal Planned Hours: 3

Important Note: Please create a new plan, replicate the students plan,
update it, add notes if needed, and then approve it. Please DO NOT
approve the student’s plan directly, even there is no update needed, to
become the owner of the plan and to avoid any update by the student after
your approval.

3- Click on Create a New Plan button as illustrated below:

Select A Plan

Plans you have created for this term: 0
Term: Second Academic Semester 2019

You are allowed a maximum of 2 plans for this term.

—
k Create a New Plan hj
S




4- In the Created by Others section, click on Add All, in order to replicate the plan
and adjust it, as illustrated below:

New Search ~ Student o ]
W
Add Course

5- If you would like to add other courses, which are not added to the plan yet,
click on the Projections section, as illustrated below:

Student Registration « SelectaTerm Select A Plan Plan Ahead

Plan Ahead

Find Classes Created by Others Projections

6- In the Projections section, you will be able to view all the courses which the
student should be taking in the next terms until your graduation. In each row,
you will be able to view the Course Title, Details, Type (Mandatory or not) and
there is an Add button for each course, as illustrated below.

Gresteaty Oper

! istry BME 202 Mandatory

AID 111 Add Course
Introduction to Art ART 111
Astronomy AST211
Intro. to Biomedical Eng. BME 101 Mandatory
Gomputer Programining BME 103 Mandatory

Add urse |
Add Gourse




7- Once you add all courses, you will be able to view and edit them, as illustrated
below:

Title Details Hours CRN Schedule T Note Status Action *.
Computer Programm... | BME 103 0 -b_je Pending ‘ Add ‘e

Introduction to Biom... BME 101 0 +) Pending | Add | |

Introduction to A ART 111 3 +) Pending | Add | |

Total Planned Hours: 0

o Add notes about the whole plan e Add notes about each course 9 Remove the course, if needed

Note for Second Academic Semester... _. Note for BME 103, Computer Progra...

Enter your notes about the whaole plan Enter your notes about the course
here: here

Ed

SR “

8- Click on Save Plan, once you are done with editing this plan, as illustrated

below:
=:| Second Academic Semester 2019Untitled Plan +
niduciion foSiom... (BME101 |6 | +) Pending ‘ Remove ‘
| Introduction to Art ART 111 3 | + | Pending. | Remove ‘
| Introduction to Biom. . .BME 101 .o | + ) Pending ‘ Add ‘
Computer Program...  BME 103 0 'y Pending | Add ‘

Total Planned Hours: 0

[‘“ Save Plan ?—
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9- Enter a Plan Name and click Save, as illustrated below, in order to send the
plan to your student.

Name Your Plan

Plan Name | Advised Plan|

Once the plan is saved, you will receive the below message on the top right of the
screen:

10- To go back and view all plans for a specific term and to act on any plan, click
on the Select A Plan, as illustrated below:

AJMAN UNIVERSITY

Student e Registration » SelectaTerm S AP Plan Ahead

11- If you would like to edit or delete any plan which you have already created,
please click on the corresponding buttons, as illustrated below:

[ Plan: Advised Plan | Created by: You Approve This Plan Delete Edit

Title Details CRN Schedule Type Instructor Grade Mode Note .

Computer Programming BME 103

Computer Programming BME 103

o o o=z

Introduction to Biomedical Eng. BME 101

Total Planned Hours: 0 Records: 3

Tip: You can add up to two plans per student, but you can only approve
one of them.
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4. Approve the Plan

You can view the plans from the same location where you accessed the Plan Ahead
(mentioned in the first section of this document), or through the last step in the
previous section.

In the below illustration, it appears that there were two plans created, the first by the
student and the second by you. Click on the Approve this Plan button for the plan
you created and would like to advise the student to follow.

B4 Plan: 20192 Plan ~ Created by: (Student) = Preferred Approve This Plan
Title Details Hours CRN
Computer Programming BME 103 0
Introduction to Art ART 111 3
Introduction to Biomedical Eng, BME 101 0

Total Planned Hours: 3

B Plan: Advised Plan ~ Created by: You Approve[This Plan
Title Details Hours CRN
Computer Programming BME 103 0
Computer Programming BME 103 0
Introduction to Biomedical Eng, BME 101 0

Total Planned Hours: 0

5. Release the Advising Hold

Once you approve the plan for your advisee, the advisee will still have an advising
hold which you need to release. To do that, please follow the below steps:

1- Go to the Advising Student Profile in Banner. You can do that by following the first
4 steps of section 2 in this manual.

Note: In the Advising Student Profile, you should:
e Choose the semester for which you have approved the plan ahead.

e Enter the student ID for the advisee which you have already
approved his/her plan only.

12



2- On the right side of the screen, you will be able to see the number of holds for this
student, as illustrated below. Click on Holds.

Overall GPA: 0.00 Reqgistration Notices: 4 Holds: 1

M, HOURS & GPA AN

3- Choose the Advising Hold and click on Release, as illustrated below:

Registration Notices: 4 Holds: 1
Releasable Holds

¥|| Advising Hold

Reason: Advising Hold
Processes Affected: Registration

=3
)

4- Enter your comments for releasing the hold and then click on OK. A common
comment is illustrated below:

Registration Notices: 4 Holds: 1

Releasable Holds

Enter the comments for releasing *

| have approved the plan ahead

A\ This action cannot be undone unless you
contact the Student Records Office. Select
Cancel to leave the hold(s}) in place.

5- You shall notice that the Holds number has decreased by 1, as illustrated below:

Registration Notices: 4 ‘ Holds: O
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