
 
How to Submit Requests 

 

Section Change Request – used to add a new or edit an existing section 

Rule Exception Request – takes the place of the Course Deviation and Class Change with Enrollment forms, also 
used to ask the Registrar’s Office to process specific changes in Banner (credit hours, cross-list, unique title 
etc.) 

 

To submit a request, navigate to the Requests tab on the top left side of the class Scheduling Management homepage 
and click the “+ Create Request” button.  

 

Selecting “Section Change” will prompt you to submit a request to either ADD a new section or EDIT an already existing 
section. We kindly ask that you refrain from submitting requests to change section details that are editable in the 
Section Editor and Section Dashboard. 
 

                 
The option to “Add a section from Course Inventory” should only be used for courses that do not yet have 
sections scheduled for the selected term. 



Selecting “Rule Exception” from the drop-down list of Request Types will prompt you to submit a request for 
approval to violate a single, specific rule. Rule Exceptions do not permit sections edits within the request and 
require all section change details needing to be updated be provided in the reason for the request field. 

 

Checking the Status of a Request: 

 

To view the status of a request that you are the author of, click the Requests tab on the left side of the class 
Scheduling Management homepage, the “Created by Me” box in the middle of the page: 

 

This will display all requests submitted by you. Click on the section name to review the details of the request 
on the left side of the screen. On the right side is the Request Toolbox:  

 

 

  



If the request has been completely approved and processed, the Status will be displayed as Approved. If the 
status is displayed as Pending, you can click on the WORKFLOW tab to review at which step the request 
currently resides, as well as the ACTIVITY tab to review any notes made by participants in the workflow. 

 

 

• Clicking on each step name under the WORKFLOW tab will open a new window with the name of the 
step reviewer and their email address: 
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