BaL \lsTaTe Banner Student Desk Procedure
UNTVERSITTY Creating a Class Section

Overview

Academic departments create and maintain course sections in Banner starting with the Fall 2012
term (201210).

Steps

1. After logging into the Banner INB system, From the Main Banner Menu, enter SSASECT
(Schedule form) in the Go To.... Box and press the Enter key.

"ra General Menu GUAGMNU 8.3.0.5 (TEST)- Tuese
Go To... [SSASECT (v] Welcome, D

Result: You will be directed to SSASECT.

'i3Schedule SBASECT 8.5 (TEST)

Term: [=] crn: [*] createcri: (& CopyCRN: &) Subject:

2. Enter the appropriate value in the Term field (201210 for Fall 2012) and select the Create
CRN: icon.

| 7= /Schedule SSASECT 8.5 (TEST)

Term: !201210 E CRN: | B Create CRN: @ Copy CRN: @ Subject:

Result: You will be directed to the Course Section Information block.

3. Enter appropriate values for each of the following fields (you can search for values if needed):

e Subject
e Course Number
e Section

0 has to be unique for each section- 3 character max
o aside from section numbers reserved for Online and Distance Education
(800-999), departments are free to choose section nhumbers as they see fit
e Campus (use course coding grid as a guide)
e Status
0 must be A (Active) to register students
o0 H (Hold) removes section from SSB but does not remove currently enrolled
students
o I (Inactive) should not be used
e Schedule Type (choices defined at Catalog level, refer to course coding grid)
e Instructional Method (refer in course coding grid)
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e WLB inIntegration Partner (if this section will be in BlackBoard)
e Grading Mode (choices are defined at the Catalog level)
e SPin Special Approval
o if the student needs special approval to register for the class. Note, this will
be enforced, and if a student does not have permissions, he/she will not be
able to register for the class
o if special permission is added to a section AFTER students are enrolled
those students need to be granted permission in SFASRPO — otherwise they
will be automatically removed from the section.
e Partof Term

PTRM CODE DESC

1 Full Term

21 First Half Term

22 Second Half Term
31 First Third Term
32 Middle Third Term
33 Final Third Term

Note: The start and end date of the class will default from the start and end date of
the term. It is no longer possible to change these dates due to Financial Aid
implications.

— ‘ —
Part of Term: W [=] poavs2oz [F [ooecomz [ [ 1

First

Da

e Review the Credit Hours and Billing Hours field for accuracy
o If course is variable credit course and you wish to change this from the
minimum, make sure to complete all areas.

CEU Indicator:
Credit Hours: 000 CNone ®Jo Tor | 3000
2.000
Billing Hours: 000 " None ®To COr

[ 2000
ContactHours: | 000 ne ®To or

Lecture:

e Ensure that the Print, Voice Response and Self-Service Availability and Gradable
indicators are checked. (If this is a lab course that will not be graded, uncheck the
Gradable indicator.)
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Save the record.

Result: The CRN field at the top of the form will now be populated with the next available CRN,
and the hint line at the bottom of the page will indicate one record applied and saved.

[ Schedule SSASECT 8.5 (TEST)

& Subject  EMG Course: 101 it Foundations Rhet & Wiiting 1

bo Times ana Inssuete Secton Preterences ?
CEUmicator: e
Coorse Mumber: 1o [¥] T [Foundsions Fret svktng 1 Credithows: | 2000 mone or 3
Section: =
Cross List ] Bl Hours: | o SMone T Cor [
Campars M [Man
Status: [ [TJacme Contact Hours: zuo *wone CTe Cor
Schodue Type: A [*]iecre
instrictional Methodt  LEcT [ *JLectue Lecture: SHowe T CoOr
Intogration Partnat: |
Graso Mose; f [=JsmnaamaLener Late SMone Ta COc
Session: =)
Special Approvak: sp [ *]soucial Pormission Reguirad Other: “wone < F0 Or
Duration: [ [ = %
Partaf Term: (7] ooz @) foceca: [ 1 Link Wfertifer
Fust Last Attenutance Mothodt =
Registration Dates: [ B Wirokay Comtact Hours:
Start Dates: Dty Contact Hours:
M Extonsians: o  print Ve Response and Soff Service Rvadable
Prooquiske Chock Mothod:~ ® Basicor o C/CAPP Dy aeiiorks  Gragatia Tuition an Fon Waner
acson comglale | recaid seplied and saved
P g

4. Perform a Next Block function or select the Section Enrolment tab. In the Enrolment
Details block, enter the appropriate Maximum enrolment and Save the record. If the section
is to have Waitlist seats, enter the number of waitlist seats available in the Waitlist
Maximum field.

~
Enroliment Details Reserved Seats )

Enrollment Details

Maximum: zs Waitlist Maximum: ) Waitlist Max Projected: o
Actual: o Waillist Actual: 0 y a
[ 2

Prior:

Remaining: Waitlist Remaining: [ 5 [IReserved

Generated Credit Houts:

Save the record
5. Perform a Next Block function or select the Meeting Times and Instructor tab. You will be
in the Meeting Dates block.

e The Meeting Type of CLAS will default. Press the Tab key twice, and the Start Date and
End Date of the class will default from the first block of SSASECT.

e Select the appropriate days of the week from the checkboxes.

e Enter the Start Time and End Time in the appropriate fields (24 hour military time
format). The Session Indicator will default to 01.

Save the record.

Note: If the meeting times will be different on different days, or if the room will be different on
different days, 2 meeting time entries will be needed.

Confidential and Proprietary Page 3 of 7



BaL \lsTaTe Banner Student Desk Procedure
UNTVERSITY Creating a Class Section

Same times/room

Course Section Section Meeting Times and Instructor Section

gl Scheduler

AAAN

Meeting Times
Meating Location and Credits

Stat  End  Session
EndDate  Monday  Tuesday Wednesday Thursday Sunday Time Time Indicator
=
v v f oo pess oo
L

Different times/room

| Coursa Section Section Meeting Times Sechion Preferences G

Stheduler Prefarences f

Meeting Times

Meeting Location and Credits

Stat  End  Session

EndDate Monday  Tuesday Wednesday Thursday  Friday  Saturday  Sunday Time Time Indicator
o]

foveczo2 | e r r r r oe00 | (oSS

0-DEC-2012 L i L L L 20 fi2ss

| 18]

6. Select the Meeting and Credits tab. The meeting location row is tied to the meeting time
row. If you know the Building and Room enter them in the appropriate field.

Meeting Times exceed the
Meeting Dates total hours for
Hours Session
Automatic Schedule per Override Credit
Scheduler Building Room Tyme Week Indicator Hours
hd hd| ] Ad
[ ] fios L r [ 100
[ 105 [a [ = [] 1,000
[ | [

Save the record.

7. Perform a Next Block function and click the Meeting Dates tab. The Session Indicator in
the Meeting Dates block is matched to the Session Indicator in the Instructor block.

m Scheduler Preferences

Meeting Times

Meeting Location and Credits

Start End  Session
EndDate Monday  Tuesday Wednesday Thursday  Friday  Saturday  Sunday Time Time Indicator

P - —
[10-DEC-2012 v

Instructer
Session
Indicator

Instructional Percent of Primary Override Percent of
‘Waorkloacdl Responsibility  Indicator Indicator
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To assign an instructor:

e If you know the instructor ID, type it in the ID field, and press Enter. The instructor name
will fill in.
e If you do not know the instructor ID, click on the pull down arrow under the ID field.

Instructor
Session
Indicator \ D
=)

o
[ [ [
[ [

You will navigate to the Faculty/Advisor Query form- SIAIQRY. Perform a Next Block
function and enter the faculty member’s last name (or portion), College and/or
Department, and Execute the Query (F8 on a PC keyboard or Query/Execute from the
menu bar).

3 FacultyAdvisor Query SINGRY 811 (TEST)

Achdsor Category:
Contract Type: | [~ Tenure Status: | [+ Status:

Last Name First Name Middle Name Faculty  Advisor College Department
‘ v = EWL

After execution of the query:
After you have identified the correct instructor either Double Click on the name or select the 3"
icon from the top left (Select icon).
Result: You will be returned to SSASECT with the instructor name and ID fully populated.
Save the record.
Note: Banner will inform you if there is aroom schedule conflict or instructor assignment

conflict. Do not override this error message. Instead research the error and make
appropriate adjustments to the conflicting records.

@ Process ends.

Special Cases

Multiple Instructors.

If more than one instructor will be teaching the class, there are several options available:
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e If both instructors will be at each session of the class, enter each instructor in the
Instructor block, both matched to Session 01.

UM  Scheduler Preferences

L AN

Meeting Location and Credits

Meeting  Meeting Start End  Session

I]m Twpe gal_'llla'e EndDate  Monday Tuesday Wednesday Thursday Friday Saturday Sunday Time Time Indicator

- [d] 3 E —

[ [CLAS [II-ALIB-Z]VZ :\D-DEC-Z]‘? v II]II] 0855 [m a)
[ [as  [o-avcomz  fiovecama v [1200 " [iz55m=for
I I [ : | |
I I Y [ !
D I I R [ [

——

Instructor
Session Instructional Percent of Primary Owerride Percent of
Indicator ] ‘Workload Responsibility  Indicator Indicator Session
[po0793434 [Camichael, Lanny D v [ -

100
[pocg24102  [Cover, denriter & [T

e If each instructor will teach on different days, the first one should be matched with
Session 01 and the second one with Session 02.

BalEgl Scheduler Preferences

-

Meeting Location and Credits

Mesting  Meeting Stat End  Session
Tme Tye  StartDate EndDate Monday  Tuesday Wednesday Thusday  Friday  Saturday  Sunday Time Time Indicator
= - @ 3
ces  fwavcaoiz fiovecomz | @
las  [mavcamz  [iepecamz

nstructional Percent of Primary Override  Percent of
Workload Responsibilty  Indicator  Indicator Session

000 [T1o0 v 100
[ 000 | oo 100

Taught With Classes

In Banner, classes that are schedule for the same room, same instructor but different
subject/course numbers are known as Cross Listed courses. To establish cross listed sections
follow these steps:

1. Build each section according to the normal process

2. Access the Cross List Definition form (SSAXLST)

3. Inthe key block, enter the appropriate Term Code, and enter a 2 character Cross List
Group Identifier (you can select the pull down list to see which ones are in use for the term.
These codes must be unique for each combination of courses in a term)

4. Perform a Next Block function.

5. Enter an appropriate value in the Maximum Enrolment field. This is the maximum enrolment
for the combined grouping.

6. Perform a Next Block function.

7. Inthe Cross List Section block, enter the CRNs for the cross listed courses, and Save the

record.
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UNIVERSITY.

75 Sthadule Cross List Definition S2AXLET 8.5 (TEET)

Termi  f2orzio (¥ CrossList Group ldentifier: 1 [
Cross List Enroliment
Mascimun Enrollment: 25 Actual Enroliment: | o Seats Availabile: 5,

Result: The classes are now cross listed. Additionally, if you review SSASECT for either class
you will now see that each section now displays the cross list identifier that you established.

e [=)Engiish
Course Number: 101 EJ Title:  [Foundations Rhet & riing 1
Section: !A_ x
Cross List:
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