Murphy Online Registration
(Updated 3/23/2009)

COMMON ERRORS:
AYou have no registr ati Pleasetgo baok tothé Regisration menu and Select Term. Make sure you
are set to Fall 2009 term. If you are in Summer 2009, you will get a message stating you have no time ticket.

fiCl osieWai t | i sitThid DOES NOT mean you are in the waitlist for the course. You still have to complete the
waitlisting procedure to be placed on the waitlist. Please see section in inst ructions on Waitlisting.

AiWaitl i st ICOmeceuwses reach their maximum allowable waitlist (5) you are no longer able to put yourself
on the waitlist for the course. Please select another open section of the course to register.

LOGGING IN
Murphy o nline instructions

There are a few ways to access Murphy Online.

1) Log on via the UST home page at www.stthomas.edu Click on the fATool sd drop down m
online.

2) You may also |l og on to Murphy onl i n evw.sttttomas.edu/eegisRand clickorrter 6 s we
Mur phy Online Iink in the | eft panel of Iinks. ©OYoblinkeénl|l haé&d

the left column.
3) Finally, you may access Murphy on BlackBoard from the fARegi s

Follow these instructions at the Murphy Online homepage :
e Click on the fiLogin to the Murphy Online secured areao |
e Enteryou r 9 digit UST ID (begins with 100XXXXXX) and your PIN. Press the enter key or click on the

login button.
e  The first time you log in to Murphy T your PIN is 123456. After this is entered, you will be immediately
prompted to change to a personal PIN that only you will know.

Registering in Murphy for the first time?? Your default PIN for the first log in is 123456.

The system will then require you to create a new PIN if this is your first time accessing the system. The PIN must be

6 numbers (no character s or letters).

(If you have registered before and you do not know your UST ID and/or PIN, contact IRT Tech desk at 651 -962 -
6230.) They will email this information to your UST email account.
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Wurghy Orling Infarma n

(p Welcome to the Murphy Online Information System homepage. Use the link below Iabeled Login to the Murphy Online secured area to access:

s Personal Information (change your PIN, or challenge question -- Employee’s may view/update personal data)
* Employee Services (view pay, benefits & deductions, vacation reporting)

¢ Student Information (register for classes, view your account/make a payment, view your 1098T)

s Financial &id (accept/decline award, view award information)

s Faculty Information (wait lists and class lists)

« Development Officer Information

s Finance Information (budget queries and purchase orders)

% Login to the Murphy Online secured area

Apply for Admission

Searchable Class Schedule
Dynamic Course Catalog
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http://www.stthomas.edu/
http://www.stthomas.edu/registrar
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Login Verification Change PIN
.Your PIM has expired. Please change it now.
Re-enter Old PIN: |-
New PIN: =]
Re-enter new PIN: |-
RELEASE: 5.3 pow red by (6 e g
-]
&1 pore |_|—é_|0 Trusted sites
il start H m e ”J @Banner 20... | Y Sent Items...l @Eannar 20...| @Blackbuard...l @Oracle De... II@Verify LO... DDcumEnt... ‘Q@E@@@M 317 PM
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 y ou received in an email from IRT will no longer work.

See the next page for a screen shot of the challenge question page.
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Login Verification Security Question and Answer

(_;2 It you ever forget your PIN, you can resed it yvourself, without calling for assistance

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

Enter Question: IWnat wias iy first pets narne

Answer: |Spunky|
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MAIN MENU




There are several screen menus available to students including Student Services, Financial Aid and Personal
Information.  Students may have access to other screens depending on your employment status, etc.

STUDENT SERVICES : Click here to register for classes, look up classes, view holds and view your schedule.

Student Services

Registration

Check your registration status: Lock wp Class=s: &dd or Drop classes: Display your Student Scheadule.
Student Records
Student Account
Wizw your ascsunt summary and maks 5 webChack paymant, view yzur 1028-T tax netification; view your holds
Student Employment
Online Enrollment Process (Incoming Students Only)
Completz Undergraduats: Enmcliment Information Questicnnaire: Pay Confirming Deposit: Apply for On-Campus Housing by Submitt
Foreign Language Placement Test(s) (for Freshman Orientation)
Click hzr= o taks the Latin, G=rman, French, or Spanish Forsign Languags: Tests,
Student Health Menu
RELEASE: 7.4
To Register for a course
1) Click on the student services link
2) Click onthe Registration link to open the menu
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Search g RETURM TO THE MAIN MEHU  ZITE MAP HELP EXIT

Personal Information Alumni Services Student Services & Financial Aid
& Student Services

Registration
Check your registration staus; Yiew Holds; View Dynamic Catalog; Look-up Classes; Add or drop classes; Display your Studert and Detail Schedule.
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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 : You may do a search by subject, course, days of the week, instructor, etc.

Bookstore Textbook Information: Links to the UST bookstore. Please n ote any classes held at
will have books available through the CSC bookstore only!

Week at a Glance : View your student schedule for a specific week.

Student Detail Schedule & Student Summary Schedule : Gives a student two different views of their schedule for the
selected term.

Registration Status : You may view your day and time of registration, and see if you have any holds.
Active Registration : Another view of courses for which you are registered.

Registration History : This di splays a concise listing of all active as well as completed registrations. Withdrawn,
dropped, and/or cancelled classes are also displayed.

A detailed explain of each option is in the pages to follow.
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m Registration

Select Term

Add or Drop Classes

Look Up Classes

Bookstore Textbook Information

Course materials ars subject to changs. If you are registered for a class and cannot find your dlass listed on the book website: your textbooks are yst to be determined.
Week at a Glance

student Detail Schedule

Student Summary Schedule

Registration Status
Check your Academic Status and Student 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 CRNO&6s (course reference number) directly or
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 sho pping cart does NOT save a space

for you in the class

Ifyouknowyour CRNs, you may enter them in the boxes below, and cli
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 wi | | also notice the fAview holdso |Ilink at the bottom of the
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AddiDrop Classes: Fall 2004

Qp Usge this interface to add or drop classes for the selected term. If you have already registered for the term, those classes will appear in the Class Registered
Successfulty section. Additional classes may be added in the Add Class table. To add a class enter the Course Reference Mumber (CRM) in the Add Class
table. Classes may be dropped by using the options available in the Action field. If no options 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

Add Classes
CRNs
Subrrit Changes | Class Search | Resetl
[ e Holds: | b
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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. This search allows
students to search for courses if they do n ot know the CRN numbers. Search by Subject (GRSW) only and click on
Class Search at the bottom to view the entire MSW class schedule.

See the next page for information about choosing and registering for classes that fit your search criteria by checking
th e box next to the open section.

cl

ck



/3 Look-Up Classes to Add JWF - Microsoft Internet Explorer =1 S
J File Edit Wiew Favorites Tools  Help
J = & dBack + = - D i) | Qhsearch [GFavorites ¢ 4History | Ev-S . -
JAddress I@ https:ibanner stthomas, edufplsidemofbwskfcls P_CrseSearch j @GU |JLir|ks @CustumizeLinks B
Subject: Business Law (UG & Grad) - [
Catholic Sludies (Grad)
Catholic Studies (UG) hd|
Course Number: |
Title: |
Part of Term: _
Full Term

Schedule Type:

Block Registration
Cortinuing Enrollment =

conpus: |

ACTC / Augsburg
ACTC f Harnline =l
oo |
AnYoung-ok
ArmadaBermard.. hd|
st Ty R |
ACTE Course
HECUA Course |
Start Time: Hour |00 = Minute |00 = amdpm | 2m T
End Time: HourlCICI 'l I"u'1inute|0fJ 'l am/pm | &M 7 —
Days: T Mon T Tue 7 Wed T0 Thur 0 Fri [0 Sat T Sun
Class Bearch | -
| | _>|_|
&) [ & @ Trusted sites
iistartl“ & ”H (] Inbox - Mi... | Equwalenc..‘l Document...l | Dacumert. . | 5tudent In...| & JLook-Up ... |g<ﬂ§ﬂ®@£ 321 PM

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 three options:

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

Add toworksheet : Thi s wi || bring you back to the Add/ Drop classes page
page. YOU HAVE NOT COMPLETED a registration. This is a shopping cart feature. At the Add/Drop page, you will
then need to click on the ASubmit changesod button in order for t

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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Look-Up Classes to Add: Fall 2004

(_% To register for classes, check the box in front of the CRM (T identifies & closed class) and click Register or Add to Workshest

Sections Found
UG English
Select CRHN Subj Crse Sec Cmp Cred Title Days Time  Cap Act Rem XL XL XL Instructor Date Location Attribute
Cap Act Rem (MM/DD)
[T 40776 EMGL 110 01 8P 400 Intensive Writing MWF 0935 15 0 15 TEA 0908-  JRC DT
alm- 1217
1040
arm
W 40777 ENGL 110 02 8P 400 Intensive Writing MWF 1055 15 0 15 TEA 0908-  JRC DT
arm- 1247
1200
prm
[T 40FT9ENGL1ID 03 8P 400 Intensive Writing TR 0226 15 0 15 TEA 0aM08-  JRC 301
prn- 1217
05.00 =
@ BRE T
Rsr| | 1] & 2 ® FEEAE assan
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Listed below is an example of a successful registration and errors. The ENGL111 01 isa successful registration as
l'isted under the title fAiCurrent Schedul eo. You may drop any cl a
down boxes visible on this screen. If the drop down box is not visible, then dropping is not available at that time. In
this instance, undergraduate students would need to contact the

to contact their department coordinator to drop the course. Be careful about dropping and the repercussions
associated with itre  garding financial aid and how the course will appear on your transcript.

on shows that | cannot r

ti e st
be | i sdgstdtionemrors. he fAStatuso p

The Registration Errors sec i
I rti

g er for
signature. The error wi o} on und

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.
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Add/Drop Classes: Fall 2004 A

@ Use this interface to add or drop classes for the selected term. IFyou have already registerad 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 (CRN) in the Add Class
table. Classes may be dropped by using the options available in the Action field. If no options are listed in the Action field then the class may not be
dropped. When add/drops are complete click Submit Changes.

It 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
Maone j 40720 ENGL 111 01 Undergraduate 4.00 Standard Letter Critical ReadMiriting | ™Web Registered™ an Mar 05, 2004

Tatal Credit Hours: 4.00
Billing Hours 4.00
Maximum Hours: 21,00
Date: Mar 05, 2004 10:02 am I

@ Registration Errors

CRN Subj Crse Sec Level Cred Grade Mode  Title Status
40776 ENGL 110 01 Undergraduate 4.00 Standard Letter Infensive Writing Instructor's Signature
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Registration Status

You will notice the table on this sc reen 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.

message wil/l be displayed that stat

you have a hold, an e r
i It he bottom of this page and click on t

| f rro
registrationo. Scrol o t



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, th e business office.



