Faculty Guide — How to Approve Time Conflict Override Requests in OnBase

After a student in one of your courses has submitted a Time Conflict Override form, you and the
instructor of the other course will receive an email notification. Please note the hyperlink will be unique
to each form and email:
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Dear!
The following request has been received for a Time Conflict Override Enrollment.
The request is awaiting your decision. The student will not be able to register in a class until you have reviewed the application.

Student Name: Test Anthony Student
Term: Spring Semester 2021

Course 1 Details:

10057
Title: Chem 001

Please use the link below to access the form to record your decision:

If you receive an error when clicking on the link above, copy and paste the URL into one of the following supported browsers.
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Clicking on the link in the email will bring you to this screen. Log in using your UCM Single Sign-On
credentials:
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After logging into the system, you will see a view of the student’s form submission:
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“*iPlaase Mote: If you are denying the form, please provide a reason. This will be included in the email to the student

Comment

If approving a request, go directly to Step #3. If declining a request, follow Steps #1-3:

Step #1: To deny the student’s request for a time conflict override, you must specify a reason in the
“If you are denying the request...” comment box. This will be used in the email sent to the student.

Step #2: Click the Save button (see red oval) only if declining the request.

Step #3: Click the Approve or Deny button (see red arrow). This step launches an automatic process
that either applies the appropriate override codes for the student in the registration system if
approved or removes the form from the workflow if declined. In both instances, the student will be
notified of your decision automatically via email. Be aware that by approving a time conflict
override, you are also granting permission for a student to add your class after the Late
Add/Instructor Permission deadline.

If you receive an email saying the other instructor has denied the form, no further action is required on
your part:
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Dear

The student Time Conflict Override Enrollment request below has been denied by the Instructor of the other time conflicting course. Since
approval is needed from instructors of both courses, the student request will result in a denial. You may ignore the earlier email you received
from the system.

Student Name: Test Anthony Student
Term: Spring Semester 2021

Course 1 Details:

CRN: 10057

Course Title: Chem 001
Instructor:’

Course 2 Details:

CRN: 16503

Course Title: Soc 118
Instructor:

Reviewer Name:

Comment: Too much time overlap between CRNs

If you have questions regarding this notification please e-mail

Thank you,

Office of the Registrar
University of California, Merced




