Murphy Online Reqistration

LOGGING IN:

Begin at the UST home page at www.stthomas.edu. Click “Quicklinks” and choose

MURPHY (student registration).

To log in to the Murphy system, click on the “Murphy Online Student Information
System” link. The next page will have a link to “enter secure area”, click on that

link.
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2 Murphy Online: Student Information System
Log in using your UST ID and PIN.

Select the Student option. Under the Look Up Classes option you will be able to view
schedules, view account information and make a payment by webCheck, use the
searchable course schedule tool, and register for courses.

System Hours:
Mon-Sun 5:00 am - 12:00 am {midnight)

Direct gquestions regarding PIMNs to the IRT Tech Desk, {651) 962-6230 or
[RTHelp@stthomas. edu

B Classes and Enrollment
Wiew class enrollment numbers {including the wait list}).
The data is as of 12:00 am (midnight) yesterday.

2 Dyvnamic Catalog
Yiew the course catalog.

@ Online Printable Schedule
all printable online schedules will be re-published on Mondays by Moon to pull any
changes that were made in Murphy Online

2 Associated Colleges of the Twin Cities(ACTC)
ACTC allows students the opportunity to cross-register for classes at the following
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A new page will appear where you enter your UST ID and PIN. This information
was sent to all undergraduate students from the Institutional Resources and

Technology Department (IRT) via UST e-mail. Then hit your enter key or click on
the Login button.

You will need your UST ID and PIN to log in to the Murphy online system for
registration. Your UST ID is a unique 9-digit number that is randomly assigned --
NOT your Social Security Number. If you have lost or forgotten your UST ID or
PIN, please contact the IRT tech desk at 651-962-6230. They will email your login
credentials to you via your UST email address.

43 Murphy Online Login - Microsoft Internet Explorer
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Murphy Online Infarmation System

Search ﬂ SITEMAP HELP EXIT

Murphy Online Login

@ Please enter your 9-digit University of St. Thomas Identification Number (UST D) (10032000

Then, enter your 6-digit Personal Identification Number (PIN) in the PIM field.

iWhen entered, click Login. If you don't remember your PIN, entery your UST ID and then click the Forgot PIN button. Please contact the IRT Tech Desk at 651-
9626230 or irhelp if you need additional assislance

usTi:[ |
PN: [

Liagin | Forgot PIN?
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CHANGING YOUR PIN:
When you log into the Murphy for the first time, you will use your PIN that you
received from IRT. The system will then require you to create a new one.
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HELF EXIT

Login Verification Change PIN

.Your PIM has expired. Please change it now.

Re-enter Qld PIN: [

New PIN: I ******

Re-enter new PIN: [+
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CHALLENGE QUESTION:

The system will prompt you to create a "challenge question" that only you will know
the answer to, to use in case you forget your new PIN. Again, this prompt appears
after you enter the Murphy online for the first time. The new PIN will be in effect

from then on, and the original PIN that you received in an email from IRT will no
longer work.
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HELP EXIT

Login Verification Security Question and Answer

C% Ifyou ever forget your PIN, you can reset it yourself, without calling for assistance

Enter vour personal Security Question, along with the Answer. This will enable youto reset vour PIN and gain sceess to your information. To help you to
remember your answer, keep it shor, limit spaces, and do not use special characters. Your answer 15 limited to 30 characters.

Enter Question: IlNhai wias iy frst pet's name

Answer: |Spunky|
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MAIN MENU:
The menus that are listed are specific to your profile. Most students will see

personal information, and student services and financial aid.

STUDENT SERVICES & FINANCIAL AID: Click here to register for classes, look up
classes, view holds, view your schedule, review your degree audit and view your
unofficial transcript.

PERSONAL INFORMATION: Change your PIN, and Change your Security Question.

Click on Student Services Link.
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Personal Information Student Services Financial Aid Faculty Services Employee Services Finance Advisor Menu

VWelcome, Linda J. Dorn, to the Marphy Oniine Information Systfem! Last web access on Mar 21, 2006 at 01:45 pm

Personal Information
Wien or update your personal data, change your PIM, or shallenge guesiion.

Student Services & Financial Aid

Register for classes, Yiew your scheduls, View your acaderic records, Access your financial aid inforrmaton, View your account inforrnation, and 1098-T tax noffication.
ﬂ “»Faculty & Advisors
Enter Grades and Registraion Cwerrides, Yiew Class Lists and Student Information

Employee Services
Wien your pay irforrnaion, benefit & deduction history
E ~» Financial Information

Create Reguisiions, Purchase Orders & Budget Transfers; Approve Financial
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Registration link:
Click on this to view your registration status, look up classes, add or drop courses,
view holds and display your student schedule.

Student Records and Account information:
Click on this link to view your transcript, degree evaluation, make a webCheck
payment, view grades, and request an enrollment certification.
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Murphy Online Information System
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Personal Information Btudent Services Financial Aid Faculty Services Employee Services Finance Advisor Menu
& Student Services & Financial Aid

Registration

Check your registraion status; Look up Classes; Add or Drop classes; Display your Shdent Schedule.

Student Records and Account Info

Wien your transcript andior degree evalugiion formerly known as degree audt); Yiew your holds; Review accourt surnrary and make a web Check paymert; Access your 1098-T inforrnation
Financial Aid

Review the status of your financial aid applications; Check stalus of docurnert requirernerts; Review loans.

Student Employment

Print Student contract, and links o the Human Resources, Payrol, Financial Aid, Ofice of International Sudent Services.

Onling Enrollment Frocess (Incoming Students Only)

Gornplete Undergracuate Enrallment Information Cuesiionnaire; Pay Confirming Depastt; Apply for On-Gampus Housing by Submiting 2 Room Deposit.

Student Health (Immunization, Health History and Physical Forms)
Gomplete Student Immunizaion Record and download oher heatth forms.
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REGISTRATION MENU:
Select Term: Selecting your term is the first step before registering, looking up classes,
viewing holds, or viewing a student schedule.

Add/Drop Classes: You may enter in the CRN (Course Reference Number) or you can
search for classes after clicking on this option.

Look up Classes to add: Use this to search for classes.

Dynamic Catalog: This will show you many items regarding the courses including a course
description, pre-requisites for a course, restrictions, and if the course meets a core

requirement.

Student Schedule by Day & Time and Student Detail Schedule: This allows students to
different views regarding their schedule.

Check your Registration Status: You may view your day and time of registration, and see if
you have any holds.
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Personal Information Student Services Financial Aid Faculty Services Employee Services Finance Advisor Menu
~.Registration

Select Term

Add or Drop Classes
Look Up Classes
Week at a Glance
Student Detail Schedule

Registration Status
Check your Acadernic Status and Studert Status and you can view your Registration Dates and Times

Active Registration
Registration History
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A CLOSER LOOK AT THE LINKS FROM THE REGISTRATION MENU:

Add/Drop Classes:

You may enter the CRN’s (course reference number, formerly known as a call
number) directly or click on the class search button. The Class Search will bring
you to the searchable function where you can search for courses by subject, days of
the week and times, just to name a few of the search criteria.

You may select courses from the Class search (screen shot further in the
documentation) and put them in a shopping cart, or register for them immediately.
Please note, that putting a course in the shopping cart does NOT save a
space for you in the class.

If you know your CRNs, you may enter them in the boxes below, and click the
“Submit Changes” button to register for courses. After you click submit, a page will
appear listing those courses that the student has successfully registered for and
those that have registration errors. Please note that you will have to SCROLL to the
bottom of this page to see the registration error. You will know that you have
registration errors and need to scroll to the bottom of the screen if you do not have
a complete list of courses.

You will also notice the “view holds” link at the bottom of the page.
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Undergraduate Financial Aid Recipients: If you are receiving UST Gift Aid (scholarships, awards, grants) andfor a Federal Pell Grant you must be
enrolled in a minimum of 12 credits per semester by the 10th day of each term. If you enrell in less than 12 credits your gift aid could be reduced or
cancelled.

Please be advised that if you are a Minnesota State Grant recipient you must be enrolled in a minimum of 15 credits per semester to receive maximum
consideration. If you enroll in fewer ¢redits your Minnesota State Grant will be reduced accordingly.

Contact your financial sid counselor at the Office of Student Financial Services (B51) 8626550 if yvou want to know how your registration may affect your
financial aid.

Notice to F1/J1 Foreign Students: Before you drop below a full course of study (12 credits for undergraduate students, § credits for graduate students),
you must consult with an advisor in the Office of Infernational Student Services (651) 962-6650. Dropping below a full course of study violates your legal

status.
Add Classes Worksheet
CRNs
Subrnit Changes | Class Search | Reset |
[ Yiew Holds |
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Look-up Classes to Add:

Listed below are the search criteria available to students to find courses for the
selected term. You will notice that there is new option to search by “Attribute
Type”. This search allows undergraduate students to search for UST courses that
meet core requirements. It also allows students to search for ACTC courses.

After you select your criteria from the list, click the “Class Search” button. See the
next page for information about choosing and registering for classes that fit your
search criteria.

IMPORTANT NOTE ON SEARCHING: The subjects are in alphabetical order and list
whether they are UG, Grad or both in parenthesis.
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To select a course, click in the box. You may select as many courses as you would
like. You must scroll to the bottom of the page to choose one of the

options:

Register: This will attempt to register you for the course. If all course
requirements are met and the class is not full, then your registration is complete for
the courses that you selected.

Add to worksheet: This will bring you back to the Add/Drop classes page and
populate the CRN’s in the boxes on that page. YOU HAVE NOT COMPLETED a
reqistration. This is a shopping cart feature. At the Add/Drop page, you will then
need to click on the “Submit changes” button in order for the Murphy system to
attempt to register you for the selected courses. Again, if all course requirements
are met and the class is not full, then your registration is complete for the courses
that you selected.

In both instances, after clicking register or submit changes, you will see a page that
lists the courses that have successful registrations. If you attempted to register for
a course, and it is not visible on the new page, scroll to the bottom to look for
registration errors.
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Persanal Information Alumni Services Student Services & Financial Aid

Look-Up Classes to Add: Fall 2004

Qp To register for classes, check the box in front of the CRN (C identifies a closed class) and click Register or Add to Warkshest

Sections Found
UG English
Select CRN Subj Crse Sec Cmp Cred Title Days Time  Cap Act Rem XL XL XL Instructor Date Location Attribute
Cap Act Rem (MMIDD)
[T 407FE ENGL 110 01 8P 4.00 Intensive Writing MGF 0235 15 0 15 TBA 0a0s- JRC 2T
am- 1217
1040
am
V40777 ENGL 110 02 SP 400 Intensive Writing MGE 10:55 15 0 15 TBA 0ans-  JRC 2T
B 1217
1200
prm
[T 40779 ENGL 110 03 SP 4.00 Intensive Writing TR 0328 15 0 & TEA 0ans- JRC 3N
prm- 12M7
05:00 =
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Listed below is an example of a successful registration and errors. The ENGL111 01
is a successful registration as listed under the title “Current Schedule”. You may
drop any classes listed under Current Schedule using the drop down box to the left
of the desired course.

The Registration Errors section shows that | cannot register for ENGL110 01
because | do not have an instructor’s signature. The error will be listed in the
“Status” portion under registration errors.

Again, please note that if you do not see all of your courses listed under CURRENT
SCHEDULE, then you need to SCROLL to the bottom of the page to see the
Registration Errors.

3 Add/Drop Classes: - Microsoft Internet Explorer ald ll

File Edit Vew Favorites Tools Help ﬁ
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Add/Drop Classes: Fall 2004 [ |

QE) Use this interface to add or drop classes for the selected term. If vou have already registered for the term, those classes will appear in the Class Registered
Successfully section. Additional classes may be added in the Add Class table. To add a class enter the Course Reference Number (CRM) in the Add Class
table. Classes may be dropped by using the oplions available in the Action field. If no oplions are listed in the Action field then the class may not be
dropped. When add/drops are complete click Submit Changes.

If you are unsure of which classes to add, click Class Search to review the class schedule.
Current Schedule

Action CRN Subj Crse Sec Level Cred Grade Mode  Title Status
|None j 40730 ENGL 111 01 Undergraduste 4.00 Standard Letter Critical ReadMiriting | ™Weh Registered™ on Mar 05, 2004

Total Credit Hours: 4.00
Billing Hours: 4.00
Maximum Hours: 21.00
Date: Mar 05, 2004 10:02 am ||

@ Registration Errors

CRN Subj Crse Sec Level Cred Grade Mode  Title Status
40776 ENGL 110 01 Undergraduate 400 Standard Letter Intensive Writing Instructor's Signature

Add Classes hd|
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Dynamic Catalog:

Access the Dynamic Catalog from the log in page of Murphy Online, or by clicking
on the Student Services link from the main page, and then choosing Student
Records and Account information.

Below are examples of the type of information that will be displayed in the Dynamic
Catalog.

You will notice that pre-requisites are listed, and if the course meets an
undergraduate Core requirement. Other course restrictions that apply will also be
listed.

/2 Catalog Entries - Microsoft Internet Explorer M|
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Exchange Schools Depadment

]
ENGL 110 - Intensive Writing

The course provides students with intensive practice inwriting, enabling them to adapt to the demands of differing rhetorical contexts. Emphasis on understanding
writing processes and leaming to respond thoughtfully to writing at various stages. Critical reading will be pracliced as an integral part of the writing process.
Prerequisite: parlicipation in the Academic Development Program

4.000 Credit Hours

Levels: Graduate, Law, Undergraduste
Schedule Types: Lecture

College of Ads & Sciences College
UG English Department

ENGL 111 - Critical Readfiiriting |

Emphasis on reading and writing to explore ideas and to inform readers, with special sftention to the writing process and to basic rhetorical concems such as
audience and purpose. Writing assignments will be linked to reading consisting primarily of prose fiction and nonfiction. This course fulfills the Literature and YWriing
requirement in the core curmculum

3.000 OR 4.000 Credit Hours

Lewvels: Mo Level, Undergraduate
Schedule Types: Leclure

College of Ads & Sciences College -
4| i
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Registration Status:

You will notice the table on this screen shot that lists the beginning dates and times
of registration. All a student needs to do to confirm their date and time for
registration is log in to Murphy, Select the Student Services Menu, then Registration
Menu, and finally Registration Status.

If you have a hold, an error message will be displayed that states “You have holds
and this will prevent you from registration”. Scroll to the bottom of this page and
click on the “View Holds” link to see specifics about your hold.

a Check Your Registration Status - Microsoft Internet Explorer ;Iilil

J File Edt View Favorites Tools  Help i
J E & B <Bak r = - @ ot | @Search [3e] Favarites QH\stury | %v = m = @

Jnddress I@ https:ffbanner stthomas .edufplsfdemofbwskrsta P_RegsStatusDisp j @Gn |J Links @Custnrmze Links b

ersity of St. Thomas
Searchl g RETURM TO MEMU SITEMAP HELP EXIT

Personal Information Alumni Services Student Services & Financial Aid

Check Your Registration Status: Fall 2004

Registration Status information for Sally A. Student

(E) Displayed below are vanous fems which may affect vour registration. Your Time Ticket, Holds, Academic Standing, Student Status, Class, and Cumculum
may prevent registration or restrict the courses you will be permitted to select.

You may register during the following fimes

From Begin Time To End Time
MWar 15, 2004 08:00 am  Mar 19, 2004 05:00 pm =

You have no Holds which prevent registration.
Your Academic Standing permits registration.
Your Student Status permits registration

Your Class for registration purposes is UG Freshman

Bl
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View Holds:

If you have a hold, you will see the type of hold listed and the process affected. In
this instance, there is a business office hold that will affect registration. A student
must contact the department that put on the hold to have it removed. In this case,
the business office.

/2 ¥iew Holds - Microsoft Internet Explorer 7] x|
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Search ﬂ RETURN TO MENU  SITE MAP HELP EXIT

Personal Information Alumni Services Student Services & Financial Aid

View Holds

LE) These are the holds on your record. If you have a registration hold you will not be allowed to register. If vou have a grades hold you will not be able to view
your grades. A transcript hold will prevent you from wiewing your transcript.

Administrative Holds for Sally A. Student

Hold Type From Date To Date Amount Reason Originator Processes Affected

Business Office Mar 05, 2004 Dec 31, 2099 Registration
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Reqistration miscellaneous:

SCROLL TO THE BOTTOM: Remember to look at your vertical scroll bar. Error
messages and other links such as view holds are located on various pages at the
bottom and cannot be seen unless a student scrolls to find them.

REGISTERING FOR LECTURES AND LABS AND OTHER CO-REQS: You must
register for any sets of courses that have co-requisites at the same time. If you do
not, then you will receive an error message. This is achieved by using the
SHOPPING CART FEATURE and entering both CRNs OR looking up classes and
placing a check mark on both classes and then clicking submit.

SHOPPING CART FEATURE: You may select classes by keeping them in a

shopping cart. This is achieved by entering the CRN’s directly on the Add/Drop
classes page in the boxes (be careful to use tab only and not your enter key — using
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enter WILL register you for the course), or using the Look up Classes feature, and
clicking the “Add to Worksheet” button. When you are ready to register, click on
Submit changes on the ADD/Drop page.

PLEASE NOTE: You cannot go into the Murphy System to add courses to a
shopping cart prior to your registration date and time.

PIN:

Student

Banner (This is for | Call the IRT Tech
your PIN and UST | desk at 651-962-
ID) 6230. The PIN will
be sent via emalil
using UST email
address only!

15



