eVision Module Registration for Undergraduate Stude  nts (eMR)

All undergraduate students taking modules at the University during the 2010/11 academic year
need to register for their modules (including credit (CATS) weights) and associated assessment
methods, via the University’s eVision Module Registration system, unless informed otherwise by
their academic department - please check with your department if you are in any doubt
about the procedure applicable in your case. eVision module registration is an integral part of
the University's Tribal student record system (known as SITS).

Please read these instructions carefully before you begin to use the eVision online
module registration form.

Module registration will be open in the Autumn Term as follows:

20™  September — 22 ™ October 2010

Please ensure that you have completed and submitted your final module and assessment
method registrations by the deadline of 22 ™ October 2010 . If you fail to register properly by the
deadline, a fine of £10 may be applied and it is possible you may also lose the opportunity to take
the option modules you would prefer.

Please make sure (if relevant) that you register fo  r the correct option modules and for the
module assessment methods that you intend to take ( if you have a choice of assessment
methods on a module). You need to ensure these deta ils are correct at the right time __ since
you will not be able to change them late inthe aca  demic year.

Subject to the permission of your academic department the module registration system may be
opened again at the start of the Spring Term for you to make any further amendments at that point.

Before beginning the module registration process you need to have a University usercode and
password. If you have not registered for an IT Services account, you can do so using the IT
Services web page: http://lwww2.warwick.ac.uk/services/its/servicessupport/accounts/register/. If
you have forgotten your usercode or password please contact the IT Services helpline on +44
(0)24 7657 3737 (University extension 73737). Please note this helpline should not__ be used for
gueries regarding how to use the module registratio n pages, only for queries about IT
Services accounts and IT access.  For other queries regarding using the use and operation of the
online module registration form, please use the website support information (FAQs etc) or, if this
does not answer your question, the email address or forum which may be accessed as described
at the end of these instructions. Please note that academic-related _ questions (e.g. about
module content or which modules or assessment metho ds you should choose) need to be
addressed to your academic department.

USING THE eVISION MODULE REGISTRATION FORM

These instructions are intended to guide you through the process of registering your modules and
assessment methods and you should consult them when registering your modules. They can be
accessed from the eVision module registration screen via the Module Registration Support Page
link.
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Module Registration

Step One | Logging in using my.warwick

Once you have a Warwick Usercode and password you should visit the University homepage:
www.warwick.ac.uk/insite/.  From here log into your ‘my.warwick’ page in the normal
way. (From the University homepage click ‘my.warwick’ on the right hand side):
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In the next screen, click the “My Student Records” page link on the left-hand side and then “My
data” and then “Module Registration”. This will take you to the Module Registration Introduction
page below:
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Module Registration

Welcome, James, to the University of Warwick Online Module Registration System

My data

AT Important Information Help and Guidance

.

Registration Use the Module Registration system to select your modules and assessment methods. The module registration support page
First select your modules and then complete the pracess to select the assessment C u  —

Contact Us methqd you wish to be part of. Once you have completed your selections, your module H H | find instruct f
selection status will be set to Entered and your Assessment method Selection status will f Here you will lind InSLructiofy, rorums,
be set to Complete. Your selections are subject to approval by your department and you @ FaQs and contact information)

will need to check this page regularly to see whether they have been accepted.

If you are selecting a Warwick Busingss School module(s) you will need to register it
separately with the Business School before registering it in this system.

PLEASE MOTE THAT YOU MaY NEED PRIOR APPROVAL FROM YOUR DEPARTMENT BEFORE
SELECTING CERTAIN MODULES, YOUR DEPARTMENT SHOULD INFORM YOU OF ANY SUCH
REQUIREMENTS.

Should your selections be rejected, your module status will become rejected and you will
need to check back here for messages fram the member of staff in your department
responsible for approving your choices to see why this is the case, You will then need to
re-check both your modules and assessment choices,

After your selections have been approved hy your departrental appraver, your
programme status will becorme Confitmed and then this part of the process is complete,

Your Tasks Your Status Your Links
Maodule selection 0 SELECT YOUR MODLULES / Select andfor amend your modules
Assessment method o SELECT/REVIEW YOUR ASSESSMENT METHOD AND/OR Select or amend your assessment
selection methods
QOCCURRENCE

Feedback from your Approver/Departmental Administrator

) ﬁ Messages will appear here when your approver needs to communicate something to you.
-

You can find help and guidance about the process via the link to “The module registration
support page ” on the right-hand side of the screen.

In the above screen, click the “Select and Amend your Modules " link in the Module Registration
Tasks box at the bottom of the screen. This takes you to the screen below:

]

My data
) @Yuur current module registration status is GEM
Finance Modules fvsilable for Selection - Selections can be made and then submitted to your departmental approver for
Module approval,
Registration
Contact Us Module Registration

Select Your Modules

This page shows the selections that you have already made including those that you might need to amend in accordance with a message from your
departrment.

Please use the 'Submit Later' button to save provisional choices until you are confident you hawe made your final selection, at which stage use the
'Submit Your Final Selections’ button,

Student Details

Details for the current student including which vear and period the selections are for

Student

Name

Programme | Degree of Master of Laws

) Route |Law

Mode of Attendance | Full-time according to Funding Council definitions
Registration Year [ 03/10

Registration Period |7

Selections | You have currently selected 2 Module(s) with a total of 20 Creditis)

Selected Modules

Module Occ Period Level Credits Status Module Name

L&908-20 iy N M1 20.00 Compulsory International Economic Law
LA929-12 o hd M1 12.UVCOmDulsory Legal Research & writing Skills
Lag30-48 o Y M1 48.00 Compulsory Dissertation

Pick Modules

Shown below are a list of options that you can select from, Use the Select button on each row to open the module selection screen. Clear can be used to clear the
current rows selections. When all selections are complete, use the Subrit Your Final Selections button to continue the process.

Select | Rule ‘ Overarching ‘ Selections |Tuta| | State ‘ Clear
\ Take 5 modules from Block T Option List in Year =

[ Viewfadd Comments ” Submit Later ” Clear All Selections H Submit Your Final Selections ]

You should first check that your degree course (Route) is correct in the Student Details box, as this
determines what module lists are displayed to you.
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Module Registration

If you think the course displayed is incorrect you should contact the Undergraduate
Student Records team in University House via studen trecords@warwick.ac.uk or 024 7657
4333, before continuing with your module registrati on.

Under Selected Modules, any compulsory (core) modules for your degree/year of study will be
displayed.

If you have to choose additional option modules, the Pick Modules section displays the module
list(s) from which you must choose modules to complete your registration, and will indicate how
many modules (or credit total) you must or may select from each list. PLEASE NOTE: if the
course regulations applicable to an option module | ist do not actually specify a maximum
number of modules to be chosen from it, the Univers ity has currently been advised by the
system suppliers simply to set as the maximum a hig h value that will allow any necessary
degree of selection to be made. You may therefore e ncounter some lists that note a very
high default maximum (for example, 200 modules), bu t that does not mean you can or
should choose up to 200 modules from the list; plea se follow the advice of your academic
department about making appropriate selections. To choose your module(s), click the Select
button to the left-hand side of each list. If you have to make a choice from a list of individually-
specified modules, this will take you to the screen below (example):

Select Page ®

My data

3 @ Your current module registration status is GEN

Finance Modules Available for Selection - Selections can be made and then submitted to vour departmental approver for approval.
Module

Reqgistration . .
Module Registration

Contact Us Select Your Modules
This page allows you to select modules from the available choices.
Details for the current student including which year and period the selections are for.
Student
Name
Programme | Degree of Bachelor of Science
Route | Biological Sciences
Mode of Attendance | Full-time according to Funding Council definitions
Year | 09/10
Period | Y
Current Selection | 1
Total Selections |1
Make Selection
Choose the required number of modules from the list below by ticking the select box. If no module list appears, click on the next available search button and follow the
instructions on the next screen under search criteria. Finally, when satisfied your choices are correct, click on the Submit Selections button.
You must select a minimum of 1 module and a maximum of 1 module in total.
Select Module Occ Period ‘ ‘ ‘ Level Credits Module Name
O BS5110-12 A b 1 12.00 Animal & Plant Biclogy
O BS116-12 A ¥ 1 12.00 Quantitative Biology
O BS122-12 A ¥ 1 12.00 Chemistry for Biological Sciences
O HR103-12 A N 1 12.00 Environmental Biology
O MAL17-12 A ¥ 1 12.00 Programming for Scientists
/’D PS111-30 A Y 1 30.00 Brain & Behaviour
[ View/Add Comments ] [ Cancel Selection ] [ Submit Selections

/

To select your chosen option module(s), tick the appropriate “Select” box on the left-hand side,
then the “Submit Selections” button indicated in the screen print above. Your module selection(s)
will be recorded as below (example):
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Module Registration

Module Registration

Contact Us
Select Your Modules
Thas page shaws the selections that you have alréady made ncludng those that vou meght need to amend n accordance with 2 message fram your
department
Pleage use the "Submit Later’ button to save provisional choices until you are confident you have made your final selection, at which stage use the "Submit Your

Final Selections” button

Student Details

Details figr the current student including which year and period the selections are for

Student
Mame

Programme | s
Route

Mode of Attendance

Registration Year | 05/10

Registration Period | v

Selections | vou have currently selected & Module(s) with a total of 120 Credit(s

Selected Modules

Maodule Ooc | Period |l|-w:l irrrdila Status Madiile Name

Biological Sciences/Microbiology /Virology Laboratories & Assessed Work
Proteins, Genes and Genetics

Agents of Infectious Disease
Blostatistics
12.0 Physiology and Metabolism

Shewn below are a list of options that you can selact from. Use the Select button on each row to open the module selection screen, Clear can be used to clear the current
rows selections. When all selections are complete, use the Submit Your Final Selections button to continue the process.

Select |Rule | @verarching |sel-:ctions | Total |SI.-:¢ ]Llwr
Salgct |T'-I=}'.-".: II. :-..ll'h: & from Block 1 Optional Core Selected Modules 1.00 .Claar
—> Hodule Hame Period | Occ
BS110-12  Amimal & Flant Biology Y A

| ViewAdd Comments ] Submit Laber H Clear All Selections || Submit Your Final Selections |

If the module list you are choosing from is of a general nature and does not specify modules
individually (for example, a list entitled “Any third-year Mathematics module " (that is, an
“unlisted” option module) or is a list to allow you to select an “Unusual Option ” (see further below),
you will be taken to the screen illustrated below (page 6).

N.B. An “Unusual Option” is a module not normally available to students on your course, but which
the Head of your department (or his/her nominated deputy) has approved in your individual case. If
you wish to register for an _unusual option you will need to complete the separate process of
gaining agreement from both your own department and the department which teaches the module
(if_different). To do this you should normally complete an ‘Unusual Option Registration form’
(available from your department) and then ensure that both/all departments concerned complete it.
The form should then be handed in by you to your home department. IMPORTANT: failure to
follow this procedure may result in you not being p ermitted to take the module. You should

be aware that until you have gained the agreement o f the departments concerned, your
registration for an unusual option module is provis ional.

IMPORTANT NOTE FOR PART-TIME B.A. UNDERGRADUATE STUDENTS

Part-time B.A. undergraduate students should also use the screen below to select all their
modules, since they commonly may take modules (including core modules) in variable years of
study, so it is not possible to generate core module registrations beforehand in the case of part-
time undergraduate students.
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File Edit View History Bookmarks Tools Help

@ - c A o lljl https: /ftest-studentdata. warwick.ac.uk/furdsits.urd/run/SIW_SME_A ﬁ/? 'I I'I Google )'T:'!
Most Visited

D

My data
B Your current module registration status is GEN
Finance Generated - Selections can be made and then submitted to your departmental approver for approval.
Module
Registration
Module Registration
Contact Us

Select Your Modules

This page allows you to select modules from the available choices.

Student Details

Details for the current student including which year and period the selections are for.
Student | 0701222/1
Name | WILLIAM SHAKESPEARE

Programme | Degree of Bachelor of Arts

Route | English and Theatre Studies

Mode of Attendance | Full-time according to Funding Council definitions
Year |03/09
Period Y

Current Selection | 3
Total Selections | 3

Make Selection

Choose the required number of modules from the list below by ticking the select box. If no module list appears, click on the next available
=search button and follow the instructions on the next screen under search criteria. Finally, when =atisfied your choices are correct, click on the
Submit Selections button.

You must select a minimum of 1 module and a maximum of 1 module in total.

Select  |Module [occ [period | | [Level  [credits Module Name
1 [ [ *
—— [ -
—— I
—— 3
—— 3 v |

[ ViewfAdd Comments ” Cancel Selection ” Validate Selections ” Submit Selections

[6] Inbox - Microsoft O... 74 2 Microsoft Word WARNING —THIS ... ision Menus

Click on one of the “Search” buttons and you will be taken to the next screen:
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Module Registration

File Edit View History Bookmarks Tools Help

Search Criteria

If you know the module code you are looking for, enter it into the module code field below e.g. (EN101-30) and click on the search button. Your
module will appear in the box called modules above, to select it click on the select button and then click on the submit button.

If you don't know the exact module code you are looking for, you may use the * wildcard in the Module Code. For example, if you enter of EN*
this will retrieve all modules from the department of English and Comparative Literary Studies which will appear in the modules box above.
Select your module by clicking on the select button next to the module and then on the submit button at the bottom of the module list.

Module Code EN101-30
e d

Module Name | ‘

Domain [ search All Domains v

Department

<

Level | v

Module Tutor l:l
Assessment Pattern l:l
Location l:l

Credits l:l

Sort Order

_—

|

@ - c ot aﬁlhth:us:f,.’testﬁb.ldenhdata.warwick.ac.uk,.",."urdfsiis.urdfrun,."SI\“a’_SME T? = | .' ! )_
(] Most Visited
Select Page Module Occurrence Database
My data Find a Module Occurrence within the database
Finance Selection criteria is entered in the boxes at the bottom of the page and this will then be used to list the available module details.
ot
Registration
The record bar can be used to move between the pages of modules.
Contact Us B =
Start |Prevmu5 | Showing page 1 of 1 @ 50 records per page |Next |End |Got0
Listed below are the module details that match any entered criteria
—>{ Module |Name |0|:|:. |Peri0d |L0|:ation |Leve| |Credit5 |Domain |

" [E] inbox -Migosoft 0... | T 2 Miosoftword  ~ | EF WARNING —THIS L.

If you know the module code you want (e.g. EN101-30) you can enter it in the Module Code box
and click “Search”. Please note the alphabetic characters in module cod  es need to be entered
in capitals. The module will then appear in the Modules section of the screen and can be selected
by clicking the Select button to the right of it, then the Submit immediately below it to record your
choice:

(Note: (a) “Go Back” will take you back to the Module Search screen; (b) when you click Select, the
button will change to “Unselect” and may be clicked again if you wish to revert to the Select stage)
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File Edit View History Bookmarks Tools Help

@ - c . {at mﬁl https: ftest-studentdata. warwick.ac. uk/furd/sits,urdfrun/SIW_SPR 1A ; |
[&] Most Visited
Module Occurrence Database L]
My data Find a Module Occurrence within the database
Finance Selection criteria is entered in the boxes at the bottom of the page and this will then be used to list the available module details.
—
Registration

The record bar can be used to move between the pages of modules.
Contact Us

Start |Previou5 | Showing page 1 of 1 @ 50 records per page |Next |End |Got0

|
‘I

Listed below are the module details that match any entered criteria

Module | Name Occ. |Period | Location |Level |Credits | Domain

EN101-30 | The Epic Tradition A Y 1 320.00 English & Comparative Literary Studies
= /"

Search Criteria

If yvou know the module code you are looking for, enter it into the module code field below e.g. (EN101-30) and click on the search button. Your
module will appear in the box called modules above, to select it click on the select button and then click on the submit button.

If you don't know the exact module code you are looking for, you may use the * wildcard in the Module Code. For example, if you enter of EN*

this will retrieve all modules from the department of English and Comparative Literary Studies which will appear in the modules box above.
Select your module by clicking on the select button next to the module and then on the submit button at the bottom of the module list.

Module Code EN101-30

Module Name | ‘

Domain [ search All Domains v

Department

Level |

Module Tutor l:l
Assessment Pattern l:l
Location l:l

Credits l:l =

Sort Order

WARNING —THIS I...

" I8 Inbox - Microsoft0... | i 2 Microsoft Word

EH s175:vision Menus LI o

¥ Module Occurrence. ..

If you don’t know the exact module code, in the Search screen you can enter a departmental code
plus the * [asterisk] wildcard under Module Code (e.g. EN* will retrieve all modules taught by the
Department of English). In this case Search will bring up an appropriate list of modules (for

example, as illustrated below); you can choose from the list using the Select button as described
above, then click Submit at the foot of the list.
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T

When you have selected your module(s), to record your choice(s) click “Submit Selections” in the
next screen as illustrated below:
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Your module selections will then appear as in the screen illustrated on page 5 above. In this screen
you can use “Submit Later” to save your choices if you wish to come back to them later to
complete your module registration, and the individual “Clear” buttons if you wish to clear an
individual module(s), or “Clear All Selections” if you wish to cancel all the selections you've made
and begin again.

Note on CATS (credit) points

Please ensure that you select the correct overall total of module CATS (credit) points for the year
of study. Normally your total CATS points for a year of an Honours degree should not be lower
than 120 CATS (it may be lower for students on Pass degrees, who should check with their
department). Faculty of Science students may be permitted to take additional credit but must not
ultimately exceed an overall total of 150 CATS per year (although you may be permitted by your
department to record registrations amounting to more than this for a temporary period, before the
Science “module de-registration” process in the Spring/Summer Terms, by the end of which
students must make (departmentally-approved) de-registrations from modules to bring their CATS
total within the permitted maximum).

When you are happy with your final selections, clic k “Submit Your Final Selections”
in_the Pick Module selection screen shown on page 5 above. N.B. you will not be
able to generate a personalised class timetable unt il you have submitted your
module selections as final selections.

Your selection of modules is now complete and you will see the following screen:
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You must now select your module assessment
methods:

To do this, click the “Module Registration” link on the left-hand side of the above screen again, and
then the “Select or amend your assessment methods " link for Assessment method selection
under “Your Tasks” in the screen below:
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You will then see the screen below:

/

It will tell you at the top of the screen how many modules you have to select an assessment
method for. If there is no choice of assessment method on a module, the field “Assessment
method” will be pre-populated with the available choice (assessment methods are symbolized by a
code such as A, B, etc and if you click on the code you can see the components of the available
method(s)).

If you click on “Select Assessment Method” for a module, the available assessment method(s) for
the module (symbolized by codes such as A, B, etc) will be displayed; for example:

/
_

When you are certain of the correct assessment method for you to select for the module, click
“Select” for the assessment method you want. Your selection will be confirmed as below:

e

Use “Return to List of Selected Modules” to complete assessment method selection for the rest of
your modules, as appropriate.

When you have completed all your assessment method selections this will be confirmed onscreen
(follow the onscreen instructions if you need to change any):
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You can return to the Module Registration page via the link at the foot of the page and there your
module registration status and your assessment method selection status will be recorded as
ENTERED — PENDING APPROVAL:

As noted on the screen, your choices will now be subject to approval (confirmation) by your
academic department. Please remember to check your module registration page regularly to make
sure your department has confirmed your choices. When they are confirmed, you will see the
screen message below:
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Making Changes

If you need to make a change to the choices you have made before your department has approved
or otherwise queried them, follow the instruction on the screen illustrated on page 13 above and
use the “reject your current module selection " option. If your department finds some problem
with the registrations you have made and cannot approve them as they stand, it will reject your
registrations; it will also normally leave a message for you to access via the module registration
screen to indicate what action you need to take (see message link illustrated in screen print below).

When either you yourself or your department rejects your module choices, your status will change
to REJECTED:

- N

To make the necessary corrections, use “Select and/or amend your modules” and/or "Check your
assessment methods” links again as appropriate, as described earlier in this guide.

When you have REJECTED status, when you go into “Select and/or amend your modules”, an
“Undo Last Change ” button will appear and you need to click this to start the process:
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Your previous selections will then be displayed and you will be able to clear and reselect any of the
choices you previously made, using the “Select”, “Clear” or “Clear All Selections” buttons:

“Select” will take you to the module selection screen and allow you to amend one or more
of the choices you previously made (any change(s) you make must still of course leave
your record adhering to any selection rule applying to the module list in question).

“Clear” will remove all the choices you made from the module list in question.

“Clear All Selections” will remove all the choices you made from all the module lists which
apply to you.
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When you have made your module changes and submitted your revised choices your module
registrations will be displayed:

Remember you will now have to repeat the assessment
method selection process for any new module(s) you
have selected.
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When your department has confirmed your amended selections this will be confirmed on your
module registration page (see screen illustration at top of page 14 above).

RECEIVING MESSAGES FROM AND LEAVING MESSAGES FOR YOUR DEPARTMENT

You can use the “View/Add Comments” link from the Module Selections screen to see any
message left for you by your department or to leave your departmental module registration
approver a message, at any stage of the process. The link displays a “Comments” section where
you may view comments left for you and an “Add Comments” section where you may compose a
message of your own. When you have typed your message, click “Submit”; your message will then
appear under the “Comments” section and the screen will display a message to confirm it has been
recorded successfully.

If your departmental approver leaves you a message you will also be emailed (to_your IT Services
University email account only) saying a message has been left for you.

COMMENTS AND QUERIES ON THE MODULE REGISTRATION SYSTEM

If you have questions about using the eVision module registration system, please try first the online
help and guidance about the process available via the link to “The module registration support
page” on the right-hand side of the module registration top screen (see page 3 above).

If you still have any comments or queries about the eVision module registration screens, you may
email the following address:

modules@warwick.ac.uk

or leave your comments on the forum accessible via the Module Registration support page link on
the Module Registration Introduction page (see page 3 above). Once you have accessed the forum
click on the “Become a member of this forum” link at the top of the forum page to enable it to
appear in your “My forums” list.

Please remember that academic-related questions (e. g. about module content or what
modules or assessment methods you may choose) shoul d be addressed to your academic
department rather than to modules@warwick.ac.uk  or the forum (staff dealing with these
are unable to answer academic-related questions).

If you would like a larger print version of these instructions please email modules@warwick.ac.uk
stating the address to which you wish them to be sent.
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