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BANNER COURSE SCHEDULING

Prerequisites including registratiomestrictions (such as major, class etc.) have been reviewpdrasf the
Banner implementation process. All approved praisites and registration restrictioase recorded at the
catalog level and are ntii be changed at the sections level. Requesthforges to prerequisites and
registration restrictions must be directed to thevBst's Office.

Open learningis defined as a course section that isoffetred as a full term or any of the establishadgof
term sessions. All departments with course sestibat fall outside of these parameters must-it-thguest

writing-to email the request to the-Office-of-the UniverfiBgistrar—SechedulingenterRegistrar Office
Class Scheduling Services mailbox.

Cross Listis defined by Banner as different courses/sectimoslly taught by the same instructor, in the same
room at the same time.
Banner does not default cross listed courses fratal@g.
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Options dropdown menu (SSASECT):

Develuper Forms Runtime - Web: Open > SSASECT -

Bl Block Item Record Query Tools Help

c & Section Information
Section Enroliment Info
Scheduled Meeting Times
Assigned Instructars
Course Section Detail [SSADETL]
. Section Partition Preferences
Section Room attribute Preferences
Course Section Restrictions [SSARRES]
+ Course Pre-requisites [SSAPREQ] It

| Course Section Comments [ TEXT]

| Cross List Definitions [S54XLST]
Schedule Exclusion Rules [SSAEXCL]

! Gaction Calendar [SSAACCL]

' Course Section Overrides [SSAOVRR]
Basic Course Information [SCACRSE]

! Block Section Controls [S54BLCK]

{ Term Control Rules [SOATERM]
Section Syllabus Form [SSASYLB]
Open Learning Section Default Rules [SOAORUL]
Section Processing Rules [SSARULE]

SSASECT Blocks:

Course Section Information : Section details block, shell information (SSASECT)
Section Enrollment Info : Used to set enroliment and reserved seating.
Scheduled Meeting Times : Delivery information block.

Assigned Instructors:  Faculty attached to delivery block.

Course Section Detail (SSADETL):
Section Links: Not used at this time
Corequisite Block in (SSADETL):
Course corequisite will default from Catalog (SCA®R if applicable.
You will be permitted to attach an existing sectidrihat course only.
Section FeesNot used at this time
Degree Program Attributes block in (SSADETL):
Code will default from catalog.
If you have an Honors section, send your requetstd@®ffice-of the- University-Registrar,
{Atth—Class-Schedulingervices) Registrar Office Class Scheduling Services mailbox
Section Contract block in (SSADETL):
(DL definition codes):
This field is associated with the Instructional kted field on the SSASECT section details formthé
Instructional Method is a Distributed Learning tyjieés necessary to enter the appropriate codéhtor
detailed definition of that Instructional Method.
Block SchedulesNot used at this time

NOTE: Section Contract block is a required field for all non-traditional sections

Section Partition PreferencesNot used at this time

Section Room Attribute PreferencesNot used at this time

Course Section Restrictions (SSARRESDefault from catalog. Changes at this level arepeomitted.
Course Prerequisites (SSAPREQ)Default from catalog. Changes at this level arepeomitted.
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Developer Forms Runtime - Web: Open > SSASECT -

Op Block Item Record Query Tools Help

Course Section Information

Section Enroliment Infa

Scheduled Meeting Times

Assigned Instructars

Course Section Detail [SSADETL] I

. Section Partition Preferences
Section Room attribute Preferences
Course Section Restrictions [SSARRES]

| Course Pre-requisites [SSAPREQ] le

Course Sechon Comments [SSETEXT]

Cross List Definitions [SSAXLST]

Schedule Exclusion Rules [SSAEXCL]

Section Calendar [SSAACCL]

' Course Section Overrides [S5ACVRR]
Basic Course Information [SCACRSE]
Block Section Controls [SSABLCK]

i Term Control Rules [SOATERM]

Section Syllabus Form [SSASYLE] Term: 20610 [* o fom Subjec: U Cowses e

Open Learning Section Default Rules [SOAORUL]

Section Processing Rules [SSARULE]

Section Text

EE g

Course Section Comments (SSATEXT):

Section Text: Off campus zip code block
Section Long Text: Section specific notes

Cross List Definitions (SSAXLST):
This form allows you to attach all member of a erlisted group under one identifier.

[TTTT
T
| TITTITIITIT ¢

Schedule Exclusion Rules (SSAEXCL)Changes at this level are not permitted.

Section Calendar (SSAACCL):Changes at this level are not permitted.

Course Section Overrides (SSAOVRP)Changes at this level are not permitted.

Basic Course Information (SCACRSE):Changes at this level are not permitted.

Block Section Controls (SSABLCK):Changes at this level are not permitted.

Term Control Rules (SOATERM): Changes at this level are not permitted.

Section Syllabus Form (SSASYLB)Changes at this level are not permitted.

Open Learning Section Default Rules (SOAORUL)Changes at this level are not permitted.
Section Processing Rules (SSARULEXhanges at this level are not permitted.

9/22/2009 BannerCourseScliiegBuideRevised09212009.docx Pagé®



FIELD DEFINITIONS (SSASECT):

The Schedule Form (SSASECT) is used to build andtaia the schedule of classes according to the
definitions and restrictions created in the Co@a¢alog. A course catalog record must exist gddhe
creation of sections for a particular course.

TERM: Six digit field XXXX (year): xx (semeser): 10 =Spring 60=Summer 80 = Fall
CRN: Course Reference Number (System generated).

Subject: Default from Catalog (SCACRSE) Select from dropdawiype in.

Course Default from Catalog (SCACRSE) Select from dropdar type in.

Title: Will default from catalog.

NOTE: Submit all variable topic changes in writing via email or fax to the Scheduling Center to
the Registrar Office Class Scheduling Services mail  box.

for update.

Schedulers will not be able to update this field.

Section: Three digit section number.

Cross List: Department specific codes for group identifiers.

Campus: (Associated with fees) Select from drop down.

Status “A” (Active) or “C” (Cancelled).

Schedule Type Default from course catalog, if multiple schesltypes only one can appear here.

The options that are available from the course gmientering will appear in the drop down or by

double-clicking in the field. If a course is tatgis Lecture only, the LEC will appear. If the smihas
two schedule types, Lecture and Lab, both will appérou then choose the appropriate schedule type

for the section you are creating.

NOTE: Schedule type will be identified furtheront  he meeting time block

Instructional Method: Traditional (TR) or Distributed Leaning. Seleatrh dropdown.
Integrated Partner: CHANGES AT THIS LEVEL ARE NOERMITTED.
Grade Mode: CHANGES AT THIS LEVEL ARE NOT PERMITTED

Integration Partner: Setthe Integration Partner Code equaB® for any section where the instructor wishes

to use Vista to deliver content.

Session: Used for off campus sections only.

Special Approval: When populated the student is unable to registémaurst receive permission prior to
registration.
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SAASECT FIELD DEFINITIONS CONTINUED

Duration: CHANGES AT THIS LEVEL ARE NOT PERMITTED.

Part of Term: Select appropriate value from drop down.

The Part of Term should be selected based on thesealates. Part of Term dates directly affect

students’ ability to add and drop classes and fees.

NOTE: Once enrollment occurs, Part of Term cannotb e updated.

Registration/Start Dates and Maximum ExtensionstANGES AT THIS LEVEL ARE NOT PERMITTED

CEU Indicator Default value from Catalog.
Credit Hours: Default value from Catalog.

NOTE: Submit all variable credit hour changes in writing via email or fax to the Scheduling Center for
update. Schedulers will not be able to update this field.

* |t is strongly recommended that course sections whi ch are variable credit hours be locked into a
specific credit hour. Be aware, course sections th at remain variable credit hours may be problematic
the student during the registration process. If th e course section must be offered at variable hours
course section for each amount of credit hours migh t be to your advantage and the students.

Please contact Scheduling Center supervisor for add itional details.

a

for

Billing Hours/Contact Hours/Lecture/Lab and Oth&efault from Catalog.
CHANGES AT THIS LEVEL ARE NOT PERMITTED.

Link Identifier/Attendance Method/Weekly Contact tts/Daily Contact Hours:
CHANGES AT THIS LEVEL ARE NOT PERMITTED.

Print: Defaults with check, will print on Class Schule report (SSRSECT).

Voice Response and Self-Service Available: Whertkba the CRN will appear on self service. Defawith

check.

Gradable: Defaults with check

CAPP Areas for Prerequisites: Default from Catalog.

Tuition and Fee Waiver: CHANGES AT THIS LEVEL AREN PERMITTED.

Long Title: Box will be checked when the section long titte(8SASYLB) contains data. Maintained by

Registrars office only.

Comments Box will show checked when section text (SSATEXSed for off campus zip codes) contains

data.
NOTE: Data in the Long Text block will NOT activatbeck.
Syllabus: Blocks not being used at this time
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Creating a Course Reference Number (CRN) on SSASECT

Step Action

8 General Menu GUAGMNU 7.3 [ETEST) - F

1 | Access the Schedule Form (SSASECT). GoTo... |ssaskcT] [t weicome,

Term: [2onato ()

2 |Enter the term in th&erm field.
Six digit field XXXX (year) xx (semester) 10 = Sgng 60 = Summer 80 = Fall

3 crn: [aoo] (=]
EnterADD in theCRN field.

4 | Perform eNext Block function.

Click the down arrow next to tHeubject field to access a list of existing courses. fnfation
5 |assigned to the course from catalog (SCACRSE)ha&ildisplayed. Select from list or type in your
subject area abbreviation and course number. (0@7, COMM 15000 etc).

Continue by entering the following information whexpplicable.
Example below

Section 999 999 Required/Banner

Campus KC Kent Campus Required/Banner

Status A Active Required/Banner

Schedule Type LEC Lecture Required/Banner

*Instructional Method TR Traditional Required/KSU

- . RequiredONLY for Off Campus and
Session o Off Campus International sections

Special Approval SA Special Approval | Optional

Part of Term 1 Full Term Required/Banner

*For all non-traditional Instructional Method semis this field will be populated with a distributieéirning
type code. Select from the dropdown a valid distek learningDL) type. Additional information concerning
distributed learning sections will be entered i@gbction contract blockin (SSADETL).

**All - Off Campus sections are required to have the appropriatedigiezip code on theection text blockin
(SSATEXT).

Click theSaveicon.
Note A CRN has been assigned to the section.

Set Section Enrollment from Options.
8 |NOTE: Section enrollment can ONLY be accessed by using the Options dropdown from
SSASECT.
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Section Enrollment Info:

Setting Class Max
Follow these steps:

Step Action
1 Select Section Enrollment Info from Options ie th
menu bar.
This is the ONLY way to access the enroliment bloc
for SSASECT.

& Oracle Developer, Forms Runtime - Web: Open, > SSASEC

File Edit [efalsfsfgtll Elock Item Record Query Tools He
4 Course Section Information @ [
Section Enrollment Info
Scheduled Meeting T)
Term: ‘ Scheduled Meeting Times bon [

Assigned Instructors
Course Section Detail

ctioem D orbitine D

.

2 Enter Class Maximum in the Maximum field.

ent Details

Maximum:

Remaining: 10

3 Click SAVE.

%-l Enrollment Data S

Enrollment Details

Maximum: 15| =] Waitlist Maximum: o
Actual: 0 Waitlist Actual: ]
Remaining: 5 Waitlist Remaining: a
Generated Credit Hours: .000
9/22/2009
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Reserving Seats

This area is used to enter and maintain resenagthganformation for a specified section.
Reserved seating is in additiontte Maximum already established.

Note: Use of the Reserved Seats option may create r  egistration problems for students who have secondar y
majors or secondary curricula. Banner only looks at the student’s primary.
Review your prerequisites and restrictions on the ¢ ourse. There may be seating which will not be appl ied.

Follow these steps to complete the process forvedeseating.

Step Action
1 Click theDetailsicon next to thévlaximum field to access the Reserved Seats window.

Enrollment Details

Maximum: = Waitlist Mazimum: o Projected: o
Actual: l Waitlist Actual: o Prior: o
Remaining: 10 waitlist Remaining: o

Generated Credit Hours: ooo

| 2 [Example below will reserve 10 seats for Undergaae Junior HIST Majors.

NOTE: To input data for reserved seats click your cursor in the maximum seats column first. Once you have
entered the number to reserve you can then add nece  ssary restrictions.

Level Major Class Maximum Seats
15
UG HIST JR 10
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Reserving Seats: (Cont.)

a A At 1
Level Major Class Seats Seats Seats Seats Seats Seats
[~ [~ [~
= [ = s [ s s [ [ o =
[us [rsT bR [ 10 [ o [ 10 [ o [ o [ o
— - R s S N R S S S
— [ s R S [ s B S
[ 1 [ [ [ [ [ [ [
[ R R s S W R S S
0 [ . R S S S S
Delete Reserved Seats (&) Save Reserve d changes Return without Changes
3 | Click theSave Reserved Changesithin the reserved seats window

The Maximum will now read 25.
4 Click in the KEY BLOCK to return to SSASECT froEmroliment Details block.

All Reserved Seats data can be deleted for theéddduy clicking on the Delete Reserved Data Button.

| NOTE: Once there is reserved seat registration, th e reserved seating data cannot be removed.

This will delete all Reserved Seat data and redmnoliment data to the Section Level.
It is possible to reserve seats by one or a cortibmaf Level, Major and/or Class.
To enter data first click in the maximum seatsffighen enter specific restrictions.

9/22/2009 BannerCourseScliegGuideRevised09212009.docx Pabefu2



Assigning the Delivery (SSASECT):

TheMeeting Time Block of the Schedule Form (SSASECT) is used itdland maintain days, times, building
and room information. All meeting days/times aodhitions should be included on the SSASECT me¢iting
form, as illustrated below

I NOTE: For TBA sections go to Special Situations sec tion of this manual. |

Assigning one delivery
Follow these steps to complete the process.

Step Action

1 | Perform aNext Block function to navigate to the Meeting Time block.

2 | Click the down arrow below thdeeting Time field to access the University Approved Time
Pattern table (STVMEET).
NOTE: The Start Date and End Date will default fromtRérTerm fields on previous block.
You must TAB through these fields.
3 | Select a meeting time by double-clicking a valneSTVMEET showing all University Approved
Time Patterns.
4 | Click theSaveicon.

Left side of meeting screen

THONTnnnE DuoREuE

TheMeeting Typewill default to CLAS on all lines of delivery. $Hield is not updateable.

NOTE: The Start Date and End Date will default from  Part of Term fields on previous block.
No update allowed to these fields.
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Assigning multiple deliveries with different schedu le types

Follow these steps to complete the process:

Step Action
1 | Perform aNext Block function to navigate to the Meeting Time block.
2 | Click the down arrow below thdeeting Time field to access the University Approved Time Ratte
table (STVMEET).
NOTE: The Start Date and End Date will default fromtRéTerm fields on previous block.
No update allowed to these fields.
You must TAB through these fields.
3 | Select a meeting time by double-clicking a valneSTVMEET showing all University Approved time
patterns.
4 | Tab or scroll to the Schedule Type column (rigitle of screen) and select from the dropdown e typ
in the appropriate value (LEC, STU, LAB etc)
-%I--Ieetmg Time CT 7.3.1 (eTEST) -0
Hours Session
Meeting Meeting Schedule verride per Credit Session
Time Type Start Date End Date Building Room Ihdicator Week Hours Indicator
SR =] = 5d] -]
I s 0 0 | B r— /e =
[ 1] | | [ [ [ [
r | I | I I m | | r
5 | Click SAVE icon.
NOTE: Date fields must be populated before youparenitted to save. Using tH&B key will bring
in dates from SSASECT.
6 | Repeat steps 2 through 5 to add additional fieelivery.
NOTE: The session indicator will default to 01 for all lines of delivery. This field ties to the instr  uctor
assignment(s) and is addressed in the Instructor as  signment portion of this manual.
NOTE:

Hours per week: Will default based on the delivery information.
Session Credit Hours:
entered and at this time should not be changed.

This field is associated with faculty load. Session credit hours will default as deliveries are

Office of the Provost is reviewing the entire faculty load/session credit hour process. Should any changes need to be

made in the future you will be contacted.

9/22/2009
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Assigning Building and Room (SSASECT):

| NOTE: All policies and procedures are still in effe  ct as stated in the Class Scheduling Guidelines.

To force in a room that has the room type equ&@Yd/, STU, LBC, TEA, LAB or that is an exclusiveom to
your department follow these steps:

Step Action

1 Tab to the building column and type in the buildoayle. To view off-campus
buildings, click on the search (LOV) icon.
2 Tab to the room column and type in the room numberview off-campus rooms, cligk
on the search (LOV) icon.
Click theSavelcon.
To override a room conflict, enter the letter “i@'the Override Indicator column.
Click theSave Icon.

afbh(w

: i @ Guermide 5 mszoten
] = = ~] [d]
o N

RERRRRRNANNNNND ©
/

|
“l
Meeting ime code; press LIS | 10r codes. Fress DUFPLICAIE |1EM t0 access Cross List Form
Record: 1/1 | | List ofwalu | mosc~

\

[Scroll right to view Building’and Room columng

Hours per week Will populate based on delivery information.

Session Credit Hours:This field is associated with faculty load.

Session Indicator: Will default to 01 for all lines of delivery. Rexfto Instructor assignment section of this
manual for further information regarding the sessiaicator field.

NOTE: The following fields on the Meeting Time bloarenot used at this tinte
Auto Scheduler, Scheduler Preference, Partidetails, Room Attribute Details.
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Assigning Instructor(s) (SSASECT):

NOTE: Minimal meeting time of TBA must be assigneddrefyou can attach an instructor, see Creating TBA
sections portion of this manual.

If days and times are not already input, go to tireeting time screen, tab to Start date and End datd

enter the information. Tab to the Hours per Wee&lemn where you must input hours per week.

Note: Without a meeting time record, instructoramnot be attached.

Tab to the Hours per Week column on the meeting tinheskb
Note: This will populate the Start and End Date fieldsalihare required for this process.

If you know the instructor(s) ID follow these stepgo complete the process.

Step Action

1 Perform eNext Block function from the meeting time block to navigaighe Instructor window.

2 | If you know the instructors ID you may entemitthe ID field. Hit your TAB key, the instructor mee
and additional fields on this form will automatilggbopulate.

3 Click theSaveicon.
NOTE: The primary indicator will default “checked” whéimere is only one instructor.

4 | To Add additional instructors repeat step 2 a&ied.

5 SAVE.
Note: You may receive a warning message indicatiagithe Percent of Responsibility and/or the
Percent of Session do not total 100%. Banner doesequire these fields to total 100% however it
recommended they be adjusted for proper reporting.

6 | Click the Primary checkbox to identify the primamstructor for this section.
Any assigned instructor who is listed on the folsn assign grades.
NOTE: A Primary instructor must be checked.

7 Click theSave icon.

For any additionally assigned
instructors, you must input -
the neXt Sequentlal number, Indicator [lg Workload Responsibility Indicator Indicator Session
(02, 03, etc.) prior to

inputting instructor’'s name.

CT 7.3.0.1 [40.1] (STEST)

0.1 [40.1] (eTEST) -~

Session Instructional Percentof  Primary  Override  Percent of
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If you do NOT know the instructor ID, follow thesesteps to complete the process:

Step Action

1 | Perform aNext Block function from the meeting time block to navigaiehe Instructor window.

2 Click the SEARCH icon (A) to access the FacultWisor Query Form (SIAIQRY)-
Instructor Search (B).

3 | You may choose to enter information assignetiedaculty member (such as the category and the
staff type) to narrow your search.

4 | Click in the ID or last name field and press &8un Query.

)]

Select the appropriate ID and double click tameinstructor to (SSASECT) instructor.

6 Click theSave icon.

(A) Search Icon

Alnstructor S
Session Instructional Percent of Primary Override Pel
Indicator ID Workload Responsibility Indicator Indicator S
-

01 ]
.
[ [ O [ [
[ [ = [] [

(B) Instructor search

Term: [zo0810 [+ W Faculty O Advisor category: | |7
staff Type: | [7 Contract Type: | [* Tenure Status: | [T status: | [
1D Last Name First Name MI Faculty  Advisor College Department
=]
\ | \ B a8 C = [ [ &
[ | [ [ o 0 I [
\ | \ 0 =& @ I U
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Assigning Multiple Instructors:

Step Action
1 Repeat steps 2 through 5 above until all youruesors are attached.
2 SAVE.

NOTE: You may receive a warning message indicating ti@Percent of Responsibility and/or the
Percent of Session do not total 100%. Banner doegequire these fields to total 100% however itlis
recommended they be adjusted for proper reporting.

3 Click the Primary checkbox to identify the primamstructor for this section.
NOTE: A Primary instructor must be checked.

(A) Search Icon
==3 2

3Instructo

Session Instructional Percent of Primary Override Pel
Indicator 1D Workload Responsibility Indicator Indicator Si

S m oo op
[ rr e 0 T

(B) Instructor search

Term: [zo0810 [+ W Faculty [ Advisor category: | [
staff Type: | [T Contract Type: | [* Tenure Status: | 7 status: | [T
1D Last Name First Name MI Faculty Advisor College Department
=]
\ | \ B A C B E =
[ | [ [ o o I [
\ | \ 0 © =@ ) L

NOTE: The Session Indicator field default value is “01”
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An example of how multiple instructors will appearon the web is as follows:

Multiple instructors as it appears on the schedul®f classes search.

HELP  EXIT

Class Schedule Listing var 05, 2007

Sections Faund

Advertising Media Planning - 10127 - JMC 31003 - 002

Associated Term: Spring 2008
Registration Dates: Oct 03, 2007 to Jan 17, 2008
Levels: Undergraduate

s: Diane C Walker (P}, Bailey Basl

Kent Campus Campus
Lecture Schedule Type
3.000 Credits
Syllabus Available
Wiew Catalog Entry

Instructo

Scheduled Meeting Times

Type Time Days Where Date Range Schedule
Type
Class 8,50 am - MW Business Administration Jan 14, 2008 - Feb Lecture
240 am Bldg 100 17, 2008

Instructors

Diane <. Walker (F),
Bailey Bash
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Multiple meeting times (deliveries) with different instructors

NOTE: Before attaching instructors to a multiple schedule type delivery review the meeting times
block to insure proper schedule type has been selected on each line of delivery.

Step Action

1 TAB to the last column of the meeting times block §BesIndicator).

2 You must assign a different number in the Sedsiditator field to each line of delivery that w
have a different instructor.

3 Click SAVE.

Perform eNext Block function from the meeting time block to navigatehe Instructor window

Click the SEARCH icon (A) to access the Facultwisor Query Form (SIAIQRY)-

Instructor Search (B).

(A) Search Icon

Sessign Instructional Percent of Primary Override Pel
Indicat P wWorkload Responsibility Indicator Indicator S
-
b | \ | /. £ r [
Search
m ezt | ] © 0T
Term: zoosto [T W Faculty [ advisor Category: K4
Staff Type: = Contract Type: | [* Tenure Status: | [T status: | [
1D Last Name First Name MI Faculty  Advisor College Department
]
\ | \ B & n = [ r =
\ | \ [ o 0 L [ [
\ [ \ [ I m M 7 M

6 You may choose to enter information assignetiedaculty member (such as the category and
the staff type) to narrow your search.

7 Click in the ID or last name field and press &8un Query.

8 Select the appropriate ID and double click tametnstructor to (SSASECT) instructor block.
8 Repeat steps 2 through 5 until all your instrisctre attached.

10 | Assign the same session indicator number omgtructor block that you assigned on the

meeting times block.

11 |SAVE
NOTE: If you Save before updating the session indicatothe Instructor block the system will
create an error which will force you to remove melcand then attach instructor again.
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Meeting time block:

Hours Session
Meeting Meeting Schedule  Owerride per Credit Session
Time Type Start Date End Date Building Room Type Indicator Week Hours Indicator
- [ = = (-] [] 4]
| letas  [t4am-zoos [oa-mav-zoos [ [eLn = 830 4.000 [or
[ ctas | [40am-zoos | [o4-mav-zoos [ [ec [ 830 000 [z
M | \ | | [ [

Instructional Percent of Primary Override Percent of
D Workload Responsibility Indicator Indicator Session
]
[TBAsH [Bash, Tammy [ 000 W |— =
learLer  [Bash, Bailey [ w0 [

.:
| &l
]

C
| | | = C

An example of how this will appear on the web is a®llows:

Multiple meeting times (deliveries) with differentinstructors as it appears on the schedule of classe
search.

HELR  EXIT

Class Schedule Listing Spring 2008

Feb 18, 2007

Sections Found

Gero/Rehab Nursing - 10130 - NURS 30040 - 001

Associated Term: Spring 2008
Registration Dates: Oct 03, 2007 to Jan 27, 2008
Levels: Undergraduate

Instructors: Tammy Bash (P}, Bailey Bash
Kent Campus Campus

Lecture Schedule Type

4,000 Credits

“Wiew Catalog Entry

Scheduled Meeting Times

Type Time Days Where Date Range Schedule Type Instructors

Class 7:45 am - 8:35 am T TBA Jan 14, 2008 - May 04, 2008 Clinic Tammy Bash (P} —
Class 7:45 am - 8:3% am R TBA Jan 14, 2008 - May 04, 2008 Lecture Bailey Bash
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Course Section Comments (SSATEXT): Section Text and Section Long Text

Section Text: Off campus zip codes

NOTE: Input of the nine digit zip code in this field is required for all off campus course sections.
No other information is to be put in this block.

o

Action

Access the Schedule Form (SSASECT).

Enter the term in thEERM field.

Enter the Course Reference Number inGRN Field.

NEXT BLOCK function to access the Section Details block.

From Options sele@ourse Section Comments(SSATEXT) field.

NEXT BLOCK to move to thé&ection Textblock.

~N|o|u|bs|w|N|elg

Enter the nine digit zip code in the first lifeSection Text to the very left.
Do NOT include the dash. See example below.

0o

Click SAVE.

& Oracle Developer, Forms Runtime - Web: Open > SSASECT - SSATEXT

file Edit Options Block [tem Record Query Tools Help

(EYERACER %7 DK @ & BEIS & d

*78 Section Comment SSATEXT 7.0 (ePROD)

I @1 X

Term: [201010 [% CRN: (20042 [% Subject: [CT Course: 50093

Section Text

442662440

NOTE: Data contained on this block will NOT appear on the web.

9/22/2009
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Section Long Text: Section specific notes

Used for section specific notes that will replagbject area notes and individual section memo notes
The Section Long Text is an open format field.

Comments entered on this form will be displayethia Schedule of Classes for the students to view.
Notes can be typed in Word and copied to this form.

NOTE: Data entered here will be immediately displayed on the web once it is saved.

Step Action
1 | Access the Schedule Form (SSASECT).
2 | Enter the term in thEERM field.
3 | Enter the Course Reference Number inGRN Field.
4 |NEXT BLOCK function to access the Section Details block.
5 | From Options sele@ourse Section Commentsield.
6 |NEXT BLOCK to move to th&ection Tex block thenNEXT BLOCK again to the

Section Long Textarea.

7 | Type in your section notes either by enteringrthiérectly in the open box or you may
click the pencil icon to open an edit window.
8 | Click SAVE.

NOTE: Do not enter prerequisite information.

EDIT

Section Long Text \

Ed

I3

~  Activity Date: [29-JAN-2007

4| 3
FRM-40350: Query caused no records ta be reftieved |
Record; 101 | . | | «05C=
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An example of how the text will appear on the welsias follows:

SECTION LONG TEXT AS IT APPEARS ON THE SCHEDULE OF CLASSES SEARCH

HELP  EXIT

Class Schedule Listing s

Sections Found
Art Education Field Experience - 10104 - ARTE 41003 - 999

This is the section LONG text field. You are able to enter messages pertaining to course sections here and it will appear on the web, If
you keep typing to enter information, this sentence will appear on the web. It will not wrap until you have alot of information blah, blah,
blah, blah, blah, blah. This is the open text box using the pencil to edit.

Associated Term: Spring 2008

Registration Dates: Jan 17, 2007 to Feb 15, 2007

Levels: Undergraduate

Kent Campus Campus

Field Experience Schedule Type
3,000 Credits

Wiew Catalog Entry

Return to Previous Mew Search
RELEASE: 7.2

KENT STATE.
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Cross List sections (SSAXLST):

Cross List is defined by Banner as different cosiisections usually taught by the same instruatathé same
room at the same time.
This form allows you to attach all members of aserlisted group under one identifier.

NOTE: Banner does not default cross listed courses from Catalog.
Official cross listing codes are found at the Catalog Level.

To identify specific course codes follow these step

Step Action

To find the appropriate code for the cross tentifier you must access SCACRSE.

Correct Subject and course number must be iKélyeBlock.

Select SCADETL from the options dropdown.

Next Block and sele@ourse Texttab.

The first line has the first three characterhaf group code to be used on the SSAXLST group
identifier field.

als|w(Nk|g

The last character will differentiate the diffiersections.

]
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To build a cross listed grouping follow these steps

Step Action
1 | Create all CRN shell information on SSASECT indahg class max.
2 | Access the Schedule Form (SSAXLST) from the Qystidropdown in SSASECT.
3 | Enter the term in thEERM field.
4 |Tab to the Cross List Group Identifier field and ceeatnew cross list identifier by typing in the fou

digit department appropriate code.

5 | Next Block to set the maximum enroliment numteertfie cross list in the Maximum Enrollment fie
NOTE: Banner will limit registration to the smaller enrollment number between section
enrollment and cross list enrollment.

6 |Next Blockto CRN column and type in or use the search fpfiegble CRN.

Continue to add CRN’s as necessatry.

~

Click theSave icon.
8 | Click theExit icon.
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Banner will limit registration to the smaller enroliment number between section enrollment and crossst

enrollment.
The Cross List Query Form (SSAXLSQ) may be accesséd view the existing cross list information for

the term.

To verify that the cross list identifier exists, fdlow these steps:

Step Action
1 | Access the Schedule Form (SSASECT).
2 | Enter the term and CRN.
3 | Next block to populate the Section Detail Block.
4 | Result: You will see that your cross list idBat is now in the appropriate Cross List field.

A
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Creating Duplicate sections:

This feature is used to create multiple sections th the same shell information.

pa

Step Action

1 | Access the Schedule Form (SSASECT).

2 | Enter the term in thEERM field.

3 | Enter “ADD” in theCRN Field.

4 | Perform aNext Block function.

5 | Click the down arrow next to tl&ubject field to access a list of existing courses. infation assigned
to the course from catalog (SCACRSE) will be digpthor you may choose to type in your subject are
abbreviation and course number.

6 | Section field will default to “0”. DO NOT CHANGE.

This section is the section you will copy/duplicate
7 | Continue to enter fields on SSASECT as needed. Sdstion Status value “C” (cancelled).
8 | Click theSaveicon.

NOTE: A CRN has been assigned to the section. WRIT E DOWN THE CRN.

This is the CRN you will copy from/duplicate.

NOTE: If the Maximum enrollment is set on this CRN it will also duplicate.

9 |Rollback.

10 | Enter the term in TERM field and ADD in the CRald.

11 |TAB.

12 | The default section details screen will pop up.
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Creating Duplicate sections: (Continued)

13

Enter the CRN to be copied (this is the CRN gaated in step 8)FAB.

14

The process default icon will now show activated

15

Click the icon.

16

A new CRN has now been established.

17

IMPORTANT: UPDATE THE SECTION NUMBER.

18

SAVE,

Conyihue to duplicate/create CRN’s as needed.

19
20

You may also edit the section number to make #lasection for use.

20

Set Section Enrollment-from-Optiensif not duplicated from original. Change the new sctions’

status from cancelled to active after checking thdata and adding the details.

NOTE: Section enrollment can ONLY be accessed by using the Options dropdown.
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Creating TBA sections:

Follow the below steps to create TBA sections gsired:

TBA delivery

|NOTE: Minimal meeting time of TBA must be assigneddrefyou can attach an instructor.

Step Action

1 | Access the meeting times block in SSASECT.

2 | TAB to the Hours per Week column on the meeting tiblesk.
Note: This will populate the Start and End Date fielddahihare required for this process.

3 | Enter the credit hour (from SSASECT details bjagkder Hours per Week column, if this is a
variable credit hour course enter the minimum.

SAVE.

To assign an instructor continue with steps 6antf instructor is TBA stop here.

Next Block to Instructor.

~N (OO

Attach instructor(s) as described in instrucgsignment section of this manual.

TBA instructor with delivery:
Enter your delivery information and Save.
No information is required in the instructor blo&anner will default to TBA.
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CRN Maintenance (SSASECT):

Edit a section with enrollment:

Subject: Not updateable.
Course: Not updateable.
Section: Do not update
Any Dates Not updateable.

NOTE: Please be aware that the section number cdre altered at any time. There are no edits or chesk
against this field. Please give special attention data entry and follow the three digit numeric stadard.

Campus: Yes with warning that states “Changing campus mmpact Registration Fee Assessment”

Status: Not updateable.

Schedule Type:Not updateable if meeting time is attached.
May be updated if meeting times are not attactigahner will give warning that states
“Changing Schedule Type may impact Registration A&ssssment”.

Instructional Method: Not updateable.

Integrated Partner: CHANGES AT THIS LEVEL ARE NOT PERMITTED.

Grade Mode: CHANGES AT THIS LEVEL ARE NOT PERMITTED.

Session:May be updated.

Special Approval: May be updated.

Part of term field: Not updateable.
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Cancel a section
Banner will not allow a CRN to be cancelled if thee is enroliment.

NOTE: Before a section status can be changed to “Gidelled) on SSASECT, the instructor and meeting
information must be removed first, in that ordeanBer will not allow a CRN to be cancelled if eitloé these
blocks contains information.

Step Action
1 | Access SSASECT.
2 | Enter Term and CRN.
3 | Next Block.
4 | Tab to Status Field and enter “C” or select fadnopdown.
5 |SAVE.

9/22/2009 BannerCourseScliegGuideRevised09212009.docx Pa&yef2




Delete a section

Delete course sections onhlyhile building a future term. Courses that shouldnot appear on the web
should be deleted. No CRN is to be deleted once the Schedule of Clas$mas been published.
Banner will not allow a CRN to be deleted if theras enroliment.

Follow the process below to delete a course sectifsam Banner.

p Action

Access SSASECT.

Enter Term and CRN.

Next Block.

Click Remove record icon.

GIENTMINIEE-S

SAVE.
NOTE: A warning in auto hint block states thatsattion information for this section will be delét

AN
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Seecial situations

Distributed Learning Sections (SSADETL):

All CRNs that have been coded as distributed Iegrimi the Instructional Method field of SSASECT rnalkso
be coded with the appropriate DL level in the SertContracts block of SSADETL.

Follow these steps:

p Action

Access SSASECT.

Enter Term and CRN.

Next Block to pull in section information.

SeleciSSADETL from the Options dropdown - Next Block to active.
SelectContract tab to access Section Contracts Block.

Select the appropriate code from the dropdownumaber Contract column.

Note: Percentage and Primary Indicator fieldsraxtebeing used at this timBo not use

SAVE.
A/

o|u|slwN|g

~

AN

Honors Sections (SSADETL):

All CRNs that are being offered as Honors sectionst be coded with the appropriate attribute frben t
Degree Program block of SSADETL.

Honors College and Regional Campus Honors coordinats will contact the Office of the University
Registrar (Attn: Scheduling Center), in order to canplete set up for non-‘HONR’ sections.
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Corequisite sections (SSADETL):

Course corequisite(s) will default from Catalogjifplicable. You will only be permitted to attaaghexisting
section of that course.

To view corequisites at the Catalog level followsh steps:

Step Action

Access Catalog (SCACRSE).

Enter the Subject, Course number and term ikelgeblock fields.
Next Block to bring in the course details.

Select SCADETL from the options dropdown.

Next Block to activate the Corequisite block.

Course corequisites will show listed.

I GIENIMIENI S
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Corequisite sections (SSADETL): (Cont.)

To attach sections follow these steps:

Step Action
1 | Access SSASECT and applicable CRN's.
2 | SelectSSADETL from the Options dropdown off SSASECT.
3 | Next Block two (2) times to access the coreqglisiock.
4 | Click on the dropdown arrow under the CRN labedtiow all applicable corequisite sections or type
in CRN.
5 | Double click the section you wish to attach, egpemultiple corequisites.
6 | SAVE.
7 | Repeat steps 2 through 6 for all members.

Note: Corequisite members must be attached to eadther.
(FDM 30122-001 to FDM 30142-001 and FDM 30142-004 EDM 30122-001).
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Open Learning Sections:

Open learning is defined as a course section shadtoffered as a full term or any of the establishadgpof
term sessions.

To submit requests for Open Learning Sections fotloese steps:

Step Action
1 Submit request in writing with the following infoation to:
Registrar’s Class Scheduling Mailbox.

cc: Scheduling Center
2 Required information:

Department and course number

Campus

Schedule Type

Instructional Method

Duration (number of days/weeks or months): i.e.DAys, 4 weeks etc.

Exact start and end dates

Delivery (Days and times)

Enrollment Max.

3 Rationale explaining why this section can noertl in established Part of Term dates.

Your request will be reviewed. If approved, thd&uling Center will build the CRN in Banner andifyathe
department scheduler when complete.

It is the responsibility of the department schedtdenput delivery and instructor information iraBner if it
was not provided at the time of request.
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HELPFUL HINTS:

Helpful reports :

Class schedule report (SSRSECT):
Used to print the schedule of classes for a term.

Scheduled Section Tally Report (SSRTALY):
Used to list all the sections for a term, withaiment counts and seats remaining.

How to Generate a Banner Report:

This example illustrates the Class Schedule REB@RSECT):
Step Action

1 | Access the Class Schedule Report (SSRSECT).

2 | Select the Next Block function.

3 | Enter the desired printer name in the printddfie
Note: You can enter DATABASE to allow on-line viewing tfe file and to enable the saving of the
report to a shared folder on a designated netwavie d
Select the Next Block Function.

Enter Parameter Values.
Perform a Next Block function to access the sgbimn block.
Save the parameter set, if desired.

~N(o|o| A~
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How to Generate a Banner Report: (Cont.)

8 | Click the Save icon to execute the report.
9 | Select Review Output on the Options menu to e file.
10 | The saved output review form GJIREVO will digpldrhe system generated report number will
show in the Number field.
11 | Click the Search icon in the File Name fieldhie Key Block (A).
12 | Your output file name will now be displayed fretmain block (B).
13 | Double click to open the file (C).
(A)
(B)

(©)
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Helpful Forms and Queries:

Schedule Calendar (SSAACCL)

Cross List/Meeting Time Instructor Query (SSAXMTI)

Cross List Query Form (SSAXLSQ)

Building/Room Schedule Query (SSAMATX)

Schedule Section Query (SSASECQ): Use to displaseations currently on the system.

Class Roster (SFASLST): Will show registration BiRKC Not associated with the scheduling process.

Faculty Assignment (SIAASGN)

How to Generate a Banner Query:

The below example illustrates the Schedule Se@ery (SSASECQ):

Step Action
1 | Access SSASECQ from the Search Icon in the CBN 6f SSASECT (A).
2 | Input your search criteria in the Query blocks.

The example below (B) is set to Query all ACCT et for Term 200810.

3 | F8to run Query.

4 | Scroll down or page down to view Query returns.

5 [ Click the “X” to exit.

(A)

>

(B)

Note: The wildcard symbol is %
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Special Features:

Personal Menu — See attachment to this manuah$bructions on creating your personal menu.

Tips and reminders:

Remove Record function = delete.

Areas with dropdown (LOV) boxes: select from tmeptilown box or type in the information.
Look at the BOTTOM of your screen for Error expléoas (Auto Hint line).

F5 to access Go to block.

When there is a solid bar across the screen yduimvihost cases, need to NEXT BLOCK to continue.
F8 to execute a Query.

Rollback function = start over.

Click in the key block to return to first page ofin.

Click X (exit) to return to menu or exit Query (maged to click twice to exit the Query).
Errors that are ORA (oracle) need to be written @awscreen printed for UIS to review.

DO NOT USE THE FOLLOWING CHARACTERS FOR ANY TEXT:

A DOUBLE QUOTE

B PERCENT
& AMPERSAND
COMMA

Cancelled course sections (CRN’s) will mppear on the online Scheduled of Classes.

Do not stack (open multiple) Banner forms.

If you have any questions—subrainail them to the Registrar Office Class ScheduBervices mailbox (in
the Outlook Global Address Listing).

/'
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NOTES
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