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OVERVIEW

Soon after the beginning of each regular semester (fall and spring), departments begin the process of entering
class schedule information into Banner for the next semester. The summer schedule is created along with the
spring schedule during the preceding fall semester. At this time, the Registrar’s Office will send an email to
deans, chairs, and administrative assistants containing important information regarding class schedule creation.
Departments cannot begin working on the schedule of classes until 8:00 am on the day indicated in the
Academic Calendar.

During this schedule creation period, departments are responsible for creating and adjusting course section
information, assigning instructors, setting capacities, and assigning meeting dates/times. Classrooms become
open for scheduling after approximately four weeks into this process (as noted on the Academic Calendar).
Deans are then given approximately one week to review section information in Argos and approve the schedule
as entered.

After the dean’s review deadline, the upcoming class schedule is published online in Banner and is accessible to
the departments in Argos. Students and advisors may then plan for registration accordingly. Please note that
though the schedule is considered “approved”, changes to section will occur for a variety of reasons which
makes it important to run new reports in Argos periodically and check Banner during the advising and
registration periods.

SECTION ROLL PROCESS

To help facilitate the schedule creation process, the Registrar’s Office will copy existing active sections from
the previous like-term forward to the upcoming term (e.g. Fall 2015 to Fall 2016, Spring 2016 to Spring 2017,
etc.). NOTE: Summer sections will not be copied forward and must be manually created in Banner.

Items that will be rolled include:

Course title

Course section number

Credit hours

Enrollment capacity

Prerequisites, corequisites, and test scores
Registration restrictions

Campus code

Instructional method

Part of term

Schedule Type

Though the items above are copied forward, departments should update various fields as needed.
The following items will not be rolled and must be updated for each section

e Meeting times

e Instructor

e Cross-list information
e Cancelled sections



BANNER FORMS AND INSTRUCTIONS

There are a limited number of forms that users need to access to update/maintain Class Schedule records:

Section Information (SSASECT) — Create/edit course sections, seats, days, times, rooms and
instructor(s), campus, part of term

Section Syllabus (SSASYLB) — Pulls long course titles from the catalog. Occasionally used for Selected
Topics courses that have long titles

Schedule Cross List Definition (SSAXLST) — Used only as needed to cross-list courses

SSASECT

ADDING A COURSE TO THE CLASS SCHEDULE THAT WAS NOT ROLLED FROM THE
PREVIOUS CLASS SCHEDULE

1.

Log in to Banner

2. Type in SSASECT in the Search Box or select from your Applications (My Banner) menu and press

<«

P~ DO

®

c
Apps & Apple
x

A

enter.

Enter the term in Term field using the following format examples
a. 20XX80 = Fall 20XX
b. 20XX10 = Spring 20XX

c. 20XX50 = Summer term (this includes May, Summer 1 and Summer 2 as parts of term

Type “ADD?”, click on Create CRN or do a search query in the CRN field by clicking on the “...”

If you know the CRN enter then click the GO link (located top right of the screen), if using the query click
on the CRN

REIATFD

Your cursor should be on the Subject field:

a. Type the subject (e.g. BIO or ENG) if you don’t know the Initials you can click on ... next to the
box, select from the option list View Existing Courses (this will provide you with the subject and
course number). Click on the one you want and you will automatically be back on SSASECT

Tab to Course Number field if you are not already there and type in the course number. Press tab again
and the title of the course will populate

Tab to Section and enter the appropriate section number according to the guide above
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11
12.

13.
14.
15.
16.
17.

18
19.

20.

Tab past Cross list

. Tab to Campus and enter campus type: Online (OL), Main (MA), Study Away (SA), Off Campus (OC)

Pelham (RSC)

. Tab to Status and type A for active.

Tab to Schedule type and type Lecture (LEC), Lecture and Lab (LLB), Independent Study (IND),
Seminar (SEM), Online (OL), Hybrid (HY), Study Away (SA) etc. You can click on the down arrow to
for a list. (Please refer to you Section Number Guide for assistance)

Tab to Instructional Method If this is a traditional course it will automatically fill in (TR). Enter Online
(OL), or Hybrid (HY), Study Away (SA), Study Abroad (SA) Distance Education (DE) if applicable.
Tab past Integration Partner

Tab to Grade Mode enter S for Standard Letter or A if is only an Audit course.

Tab past Session

Tab to Special Approval. If the course requires Instructor or Department approval, then click the down
arrow and select the appropriate option.

. Tab past Duration

Tab to Part of Term, select the appropriate code from below:
1: fall and spring semester classes, or full summer (May through Summer II)
MAY: May Term
JUN: Summer I
JUL: Summer I1
e (CMB: Combined Summer I & 11
When you put in the correct code and press tab the dates will fill in. Do NOT change the dates.
Credit hours will automatically populate. F10 to save or click the Save located at the bottom of the
screen.

- X
< C 1t @ https//umbar du:8443/applicationNavigator/ * 0 b @
£ Apps o Apple Registrar's Cffice-.. @ Canvas [Y) BSS Userlogin & SEVIS - Login Page Credentials Sign-On SCRIP-SAFE Transcript Ordering..  # NSC  [H Proposal | Curriculog  [@] Acalog ACMS™ : Sit.. » Other bookmarks

X  @ellucian  Schedule SSASECT 9.3.11 (TEST0925) B0 B RETREVE S RELATED % TOOLS
Term: 201880 CRN: ADD  Subject: AC Course: 221 Title: Principles of Accounting |
_ [ ol section Enroliment Information  Meeting Times and Instructor  Section Preferences
T COURSE SECTION INFORMATION Binsert @ Delete Tm
aas
e Subject* [AC  |...| ACCOUNTING Gampus* [MA_ || Main Grade Moce  |S -] Standard Letter
Course Numper * (221 -] Status * [A -] Active Session | =]
Q Title  [Principles of Accounting | Schedule Type* [LEC || Lecture Special Approval | |
Seetion * [1 o Instructional Method | TR -.. | Traditional Duration
3
|3 Cross List | = Integration Partner | - [] override Duration
~ CLASSTYPE Binset EDeete m
? Traditional Class
PartofTerm |1 | 0872072018 12/07/2018 15
a Open Leaming Class
First Last
Registration Dates | Processing Rules |
Start Dates
@ Maximum Extensions
~ CREDIT HOURS Einsert EDelet= Ta
Credit Hours
Credit Hours 3.000 Lecture

CreditHours @ None Qo (O or

Indicator

Lecture Indicator @) None (O To (O or

|

Billing Hours 3.000 Lab
Biling Hours @ None O To O or Labindicator @ None O Te O or
Indicator
Contact Hours Other
GContactHours (@ None (D To (O or Other indicator @ None (Q To (O or -

SSBSECT.SSBSEGT_GREDIT_HRS [1] ©2000 - 2018 Ellucian. Al rights reserved. ellucian



****Locking Variable Credit Courses, if applicable (Used by departments under special
circumstances)****

T CREDIT HOURS
Credit Hours
Credit Hours Lecture
CregitHous (O None @ To () or Lecture Indicater (@) None (O o (O or
Indicator

Billing Hours Lab

BilngHows O None @ To (O or Labingicator @ None O To Q) or
Indicater

Contact Hours Other

ContactHours @ Nore O To (O or Other Indicator @ None () To (O or

Indicator

A Class Section can be left unrestricted and variable section hours will default from the course catalog. Using
the example above, if at the catalog level is variable and no changes are made to SSASECT a course can be
taken for variable credit and a specific credit and billing amount is not defined. Students will then have the
flexibility to select from the variable number of credits during registration for that course.

When specific Class Sections are created in SSASECT, the hours may be restricted so that a section is not
variable but is offered for a set number of credits as shown in the example below. The credit hours entered
must be within the hours defined in the Bulletin. The restricted number of hours must be entered under Credit
hours and Billing Hours. Billing and Credit Hours must be the same. In the example below students will be
required to register for 2 hours.

~ CREDIT HOURS

Credit Hours
Credit Hours 1.000 3000 | 2.000] Leciure
Credit Hours (:) None @ To v’_“ or Lecture Indicator @ None ’_'\r To O Or
Indicator
Biling Hours 1.000 2000, | 2000] Lab
Biling Hours (D None @ To (O or Lab Indicator @ Nere () To () or
Indicator
Contact Hours L ] Other
Contact Hours f!_\ None C: To C) or Other Indicator @' None (:} To () or

Indicator

F10 to save or click the Save located at the bottom of the screen.

Check at the top of the screen for error messages. If all is successful it will say saved successfully (X)
rows saved.



ENTER NUMBER OF AVAILABLE SEATS IN THE CLASS

1. Click on Section Enrollment Information tab

2. Double click box for the Maximum number of seats, will have a window open to enter the number of
seats then click on Use to enter the number in the field.

3. F10 to save or click on the Save icon located at the bottom

='a

|| O Appiication Navigater x e S ol
<« C () & htpsy .edu:8443/applic: ator/seaml * ob @O
55 oapps o Apple I Registrars Office - B canvas [} BSSUserlogin & SEVIS - Login Page Credentials Sign-On SCRIP-SAFE Transcript Ordering... @ NSC  [@ Proposal | Curriculog  [@] Acalog ACMS™: Sit. » Other bookmarks

SreaEd  To0Ls

X  @ellucian  Schedule SSASECT 9.3.1 (TEST0925) B AD B RETREVE

Term: 201830 CRN: 62459  Subject: SPN Course: 300 Title: Directed Independent Study @  saved successiully (1 rows saved)

Course Section Information [ Lt il meeting Times and Instructor | Section Preferences.

el Rescrved Seats

™ ENROLLMENT DETAILS Einset B Delote  "m Copy | Y. Fiker

Maximum 2 Waitlist Maximum 0 Projected * | 0

Actual 0 Waitiist Actual 0 Prior 0
Remaining 2 Waitlist Remaining 0 [] Reserved
| Authorization Codes Active for Section Generated Credit Hours  0.000
Census One
Enroliment Count [ Freeze Date | 09/14/2018
Census Two
Enroliment Count 0 Freeze Date

Add Authorization Registration Dates
Calculated Section  08/20/2018 Add Authorization Wattist Notification
Start Date. Start Date Ending Date

CT_MAX_ENRL [1] 2000 - 2012 Ellucian. All ighis reserved. ellucian.



ENTER MEETING TIMES AND INSTRUCTORS

1. Click on the Meeting Times and Instructor Tab and tab over to Meeting Type this should be the same as
the Schedule Type, CLAS is a default field that should not be used.

course will meet.

end time. Enter the end time in Military time:

Tab to the days. (dates for the term will automatically fill in) Click on the radial box for each day the

Tab to or click on start time and enter the start time in military time. You will automatically move to

8:00a.m. = 0800
9:00a.m.= 0900
10:00a.m. = 1000
11:00a.m. = 1100
12:00 (noon) = 1200

1:00p.m. = 1300
2:00p.m. = 1400
3:00p.m. = 1500
4:00p.m. = 1600
5:00p.m. = 1700

6:00p.m. = 1800
7:00p.m.= 1900
8:00p.m. = 2000
9:00p.m.= 2100

10:00p.m. = 2200

a) For example if the course meets from 9:00 am to 9:50 enter 0900 start time and 0950 end time
b) If the course meets from 5:00p.m. to 8:15p.m. enter 1700 start time and 2015 end time.
c) F10 to save or click on the Save icon located at the bottom

[ Application Navigator X °
&
B oApps & Apple [ Registrars Office -.. & Canvas
X @ ellucian
Term: 201880 CRN: 82459  Subject: SPN  Course

Course Section Section

Times and Instructors Scheduler Preferences

LU LEE N Meeting Location and Credits:

™ SCHEDULE
Start Date *

08/20/2018

Mesting Time Mesting Type

Q |

= INSTRUCTOR
Session Indicator * D

01

[} BSS UserLogin

300

i [FRET O TRRE  scction Preferences

C {} & https;//umbanapptest.montevallo.edu:8443/applicationNavigator/seamless

€ SEVIS - Login Page Credentials Sign-On SCRIP-SAFE T

Schedule SSASECT 9.3 .11 (TEST0925)

Title: Directed Independent Study

End Date * Monday

1210712018

Percent of Responsibility

=X
* L@
ranscript Ordering..  #® NSC [@ Proposal | Curriculog  [3] Ac MS™ : Sit.. » Other boskmarks
ADD B RETREVE JLREIATED 3§ TOOLS 1
@ saved successfully (1 rows saved
nset @ Deiet= Ymcopy Y. Fiter
Friday Saturday Sunday Start Time End Time Session Indicator
O O O 0800 1300 01
3
Record 1 of 1
] So=
Primary Indicator Gverride Indicator P of Sessi

Record 1 of 1

ellucian

4. Click on Meeting Location and Credit tab and enter the building abbreviation. If you don’t know
the abbreviation for the building you can click on the down arrow above the building field and query
to get a list then double click on the one you want.

Tab to Room and enter the room number you want. From the room field click on Options at the top

of the screen and select Query Available Classrooms. (SQLMEET) This screen will only show the
classrooms that are open in that building you selected. Double click on the one you want and it will
take you back to the meeting time screen with the room field filled in.



[ Application Navigator

<€ C O & nips
i Apps & Apple Registrar's Office -..  @f Canvas  [7 BSS UserLogin &) SEVIS - Login Page Credentials Sign-On SCRIP-SAFE Transcript Ordering... @@ NSC  [@ Proposal | Curriculog  [Q] Acalog ACMS™ : Sit. » Other bookmarks

@ Saved successfully (1 rows saved)

Term: 201880 CRN: 82459  Subject: SPN

Section Enroliment information [ s i et Lt Gedl] Scction Preferences

Scheduler Preferences
and Credits
~ SCHEDULE nseit BDelete FmCopy | Y. Fiter

Course: 300 Title:  Directed Independent Study

Mesting Time Meeting Type Start Date * End Date * Monday Tuesday Wednesday Thursday Friday Saturday Sunday Start Time End Time Session Indicator *

[ T-Jmo 0812012018 120712018 O O = (m] ] O O osmo 1300 o1

»
Record 1of 1
~ INSTRUCTOR Dinset @oekee "m

Session Indicator * ) Name Instructional Workioad Percent of Responsibility. Primary Indicator Override Indicator Percent of Session

01 O O

SSRMEET SSRMEET_MEET_CODE [1] ellucian

6. F10 to save or click on the Save icon located at the bottom, check the top of the screen to see if you
get any errors. If the room was open it will say “Saved successfully”. If there is a problem it will
give you an error message.
7. 1If this course has a lab or will meet in an additional room, day, or time click on the insert located at
the top of the box above end time.
8. SAVE after every meeting time and room you add so you will know which one is giving you an
error message.

Adding instructor to section

Click on the instructor ID field

a. If the Instructor is not known leave it blank and the instructor will be listed as staff on the
schedule. You can add an instructor at a later date. (see f below)

b. If you know who the instructor will be tab to ID and click on the ... next to the box to query the
instructor. Click on the down arrow button located at the bottom of the screen or the GO located

at the top.
= =

oo

You may enter the M# directly if known.
e. Tab to Last Name field. Type in upper and lower case part or all of the instructor’s last name
with the % sign right after the last letter. Press the Execute Query button (F8) or click on the Go .



f.

g.

[ Application Navigator
< C 0 @ hups

oA @ Apple [ Reo

By Csmvas [J ESSUserlogin & SEVIS- LoginPage [ Credentisls Sign-On SCRIP-SAFE (B Transcript Ordering.. @8 NSC [ Proposal| Curiculog  [@] Acslog ACMS™ i Sit..  » Other boskmarks

B AD B REREVE JLRELAED  $§T0OLS
Torm: 201880 Faculty: | Advisors| | Category:  StaffTyps: ContractType: Tonure Status:  Status:
Ll - racuLTviaDvisOR QuERy nset @ Delete  mCopy V. Fiter
N Active filters:  LastName: Smith% @  Clear All o
D Last Name First Name Middie Name Faculty Aavisor College  Department
q |HEEE Smith DeAnna ™ BU BUS
M20049489 Smith Douglas BU BUS
Pl | 11150518 Smith Ivan F
= .
V20016826 Smith James Leonard
M20029626 Smith LaTasha
? M20084654 Smith Pamela o FA MUs
M11103623 Smith Sarah T ED T
a Record 1 of 7
- = CANCEL | SELECT
e Record: 17 SIVFACQFACL_ID [1] ©2000 - 2015 E ellucian.

Instructors that match you search criteria will now be listed. Double click on the one you want or
click on Select located at the bottom after you have selected the ID.

You should be back to the Instructor block with the instructor listed. Check the Primary indicator
for the instructor. You can put in more than one instructor but one must be primary. If you have
more than one instructor list the % of responsibility and % of session for each instructor. Click
SAVE or F10 and you should get the message “Saved Successfully  rows saved”.

= X
[ Application Navigator X ° =X
&« C (Y & https//umbar du:8443/applicationNavigat: * 0 b | @
i Apps & Apple P Registrars Office-.. By Canvas [ BSSUserlogin ) SEVIS - Login Page Credentials Sign-On SCRIP-SAFE Transcript Ordering... @8 NSC [{ Proposal | Curriculog  [@] Acalog ACMS™ : Sit... » Other bookmarks

X @ ellucian  Schedule SSASECT 9.3 11 (TEST0925) R 40D &% RELATED  ¥§TOOLS

@ Saved successfully (1 rows saved)

B RETREVE

Term: 201880 CRN: 82459  Subject: SPN Course: 300

Course Section Information  Section Enroliment Information [ et b kLTl  Section Preferences
L Ll Scheduler Preferences.

[Tl meeting Location and Credits

Title: Directed Independent Study

™ SCHEDULE B insen Bpelets Tacop

Meeting Time Meeting Type Start Date = End Date * Monday Tuesday Wednesday Thursday Friday Saturday Sunday Start Time End Time Session Indicator *
IND 08/20/2018 12i0712018 O O | O O O O 0800 1300 01
»
Record 1 of 1
™ INSTRUCTOR Dinset @peete Tmcopy | ¥, Fiter
Session Indicator * [ Name Instructional Werkload Percent of Responsibility Primary Indicator Override Indicator Percent of Session

01 1115783; Vazquez-Gonzalez, Leonor 0.000 100 = O 100

Record 1 of 1

SIRASGN.SIRASGN_IDNO [1] 62000 - 2018 Ellucian. Allights reserved._ ellucian

You can click on the start over button to take you back to the beginning of SSASECT. (to clear the saved

message click on [ and this will remove the message so that you can see the Start Over button.
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CANCELLING SECTIONS
Course sections that are not being taught in the upcoming semester will need to be cancelled in Banner.

NOTE:SECTIONS FOR WHICH STUDENTS HAVE ALREADY REGISTERED CANNOT BE CANCELLED.
PLEASE CONTACT THE REGISTRAR’S OFFICE FOR ASSISTANCE***

1) CANCEL A COURSE SECTION THAT HAS ROLLED BUT IS NOT BEING TAUGHT THIS
TERM

(This is done when you want it to be rolled forward to the NEXT Spring or Fall Semester)

1. Go to SSASECT and enter the Term and CRN for the course section to be canceled. Ctrl Page Down
2. Click on the Meeting Times and Instructor tab

3. Remove the instructor(s). F10 to save

4. Remove the meeting time line(s). F10 to save

Remove by clicking on the delete located at the top of both boxes

X  @ellucian  Schedule SSASECT 9.3 11 (TEST0925)

Term: 201880 CRMN: 52459  Subject: SPN Course: 300 Title: Directed Indepandent Study W\
Course Section i Section i Section Preferences
Seester e
Meeting Dates Meeting Location and Credits
~ SCHEDULE insert @@ Delete "W Copy . Filter
Meeting Time Meeting Type Start Date * End Date * Monday Tuesday Wednesday Thursday Friday Saturday Sunday Start Time End Time Session Indicator *
I T-Imo 08202018 120072018 O O O O O O oo 1300 0
. 3
Record 1 of 1
~ INSTRUCTOR Dinser Epeiet= Macopy | 7. Fite
Sassion Indicator * - D Name Instructional Workload Percent of Responsibility Primary Indicator Override Indicator Percent of Session
01 M11157833 Vazquez-Gonzalez, Leonor 0.000 100 k4 O 100

Record 1 of 1

5. Click on the Course Section Information tab and Enter “C” in the Status field
6. F10 to save

X  @ellucian  Schedule SSASECT 9.3.11 (TEST0925) B A0 B REREVE  SLRELATED % TOOLS
Term: 201830 CRN: 82459  Subject: SPN Course: 300 Title: Directed Independent Study
Course Section Information SR i Meeting Times. Section
™ COURSE SECTION INFORMATION @ inset EDelcte Tmcopy ¥ Fiter

suect |SPN [-.] SPANISH Campus® [MA_ | Main GradeMode (S |-] Standard Letter
Course Number 300 |:| Status * \ZI:\ Active Session \:I:\
Title  [Directed Independent Study Schedule Type  IND I:\ Independent Study Special Approval \:l:\
secton* [T [) Instructional Method (TR |- Traditional Duration =
Cross List |:|:| Integration Pariner \:l:\ [T] override Duration

T CLASS TYPE S inset EDelete TmCopy | Y Fitte

Traditional Class
PatofTerm 1 [.]  o8z02018 12/07/2018 15
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MAKING CHANGES TO A COURSE SECTION IN THE CLASS SCHEDULE (keep the course and
section but make changes to days, times, instructor, etc.)

GO TO SSASECT

1.

Enter the term
Tab to CRN. If you know the CRN of the course type it in, otherwise click on the little down arrow
button next to CRN. You will now be in a query form. Enter the subject of the course you want to find
and press F8 or the execute query button on the top of the screen.
Find the course and section you want to change and double click on the CRN#. This will bring you back
to SSASECT with the correct CRN in the CRN field.
If you need to change something on this block of the form Click on the correct tab.
Sometimes you will get a conflict message when changing times before you remove the instructor. If the
happens delete the Instructors before changing days and times.
When you get to the instructor block the Session Indicator will be highlighted. Click on Record and
Remove. Then Click Save. It should say it was saved at the bottom of the screen. Enter the new
instructor and click save or F10.
a. If the instructor is going to be Staff, leave it blank.
b. If you are going to put in a different instructor Record Remove the instructor line. Click on the
ID field and do a query for the correct instructor. After the correct instructor is chosen by double
clicking on the one you want; Save (F10).
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DUPLICATING A SECTION TO CREATE ADDITIONAL SECTIONS

You have to have a section number 0 duplicate any section. If you are creating multiple sections double check
so you don’t miss sections numbers. When you attempt to save a copied section that has a duplicate section
number you previously saved you will get a message. The only information that is copied is the first form on
SSASECT all other information will have to be entered.

On SSASECT click the Copy CRN icon. A box will pop up

Click on the Default CRN and enter or select the section that has the 0 as the section you want to copy,
(you will need to change this back to 1 after you have copied the sections you need) hit enter or tab for
the Process default Icon to become active.

3. Click on Process Default Icon

< C {Y @ https//umbanapptestmontevallo.edu:8443/applicationNavigator/seamless * 0 b @

N —

B oApps & Apple Registrar's Office - By Canvas [3 BSSUserlogin & SEVIS - Login Page Cradentials Sign-Cn SCRIP-SAFE Transcript Ordering... @ NSC [@ Proposal | Curriculog  [@] Acalog ACMS™: Sit... » Other bookmarks

X  @ellucian  Schedule SSASECT 9.3.11 (TEST0925) B A0 B REREVE S RELATED  #§T00LS

Term: 201650 CRN: ADD ( Go

#* subject:  AC Course: 221
Title:  Principles of Accounting |
L T section Enrolimentinformation  Mesting Times and Instructor  Section Preferences

™ COURSE SECTION INFORMATION

Q Subject  AC ~+ ACCOUNTING - | Main Grade Mode  [S -+ | Standard Letter
Course Number 221 | Active Session |
~ —_—
- Tite [Principles of Accounting | - | Lecture Special Approval | .
Section * [0 Instructional Method [ TR - | Traditional Duration
? Cross List | Integration Partner | [] Override Duration

™ CLASS TYPE
a Default Section Details SSASECT 9.3.11 (TEST0925) x

Traditional Class

PartofTem  [1 -.| (08202018 1200772018
— Default Term |[201880] - | Default CRN (82460 [ -]

Open Leaming Class

First
o | (s )
Start Dates
Maximum Extensions 0
™ CREDIT HOURS
Credit Hours
Credit Hours 3000 ) Lecture )
CreditHours @ Nene O To O or Lecture Indicater @ None O 7o (O or
Indicator
Billing Hours 3.000 ] Lap ]
Biling Hours @ Nene O To O or LabIndicator @ None Q1o O or
Indicator -

ellucian

‘STVDAYS SSASECT_TERM_CODE_DEFAULT [1]

4. SSASECT will now have the new section. Change it to the next consecutive number
5. Continue entering the information for this section on the Section Enrollment Information and Meeting
Times and instructor tabs
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LONG SECTION TITLES ARE CREATED ON THE SECTION SYLLABUS (SSASYLB)

This form will allow long section Titles which may be up to 100 characters to be entered. (The Section Title
entered on SSASECT allows a maximum of 30 characters.) In some cases the section title is so short it does not
convey what the course is. Follow these instructions to copy the long title from the course catalog to the section.

1. Enter the Term and CRN for the section.

Click on Go (located at the top of the screen) or down arrow (located at the bottom of the screen)

3. Copy the Long Title from the catalog by clicking Copy from Course (only if available). The long title
will automatically fill in.

Some courses generally called “Selected Topic” will require a title once the topic has been established. The
titles must have the approval of the department chair. If the title is long you can use this form to type the title in.

Do not enter anything on the Learning Objectives

X  @ellucian  Section Syllabus SSASYLB 9.3 (TEST0925)

B Ao0 B REREVE JARELATED  §§f TOOLS

Term: 201810 CRN: 10962 Subject: ART Course: 314 Course Title: Adv Drawing: The Human Figure [ Start Over
Long Title and Learning Objectives Required Materials and Technical Requirements

T SECTION LONG TITLE insert  E)Delete  "mGopy | V. Filter

[® Copy |

Section Long Title (IR

URL |

~ LEARNING OBJECTIVES

|& Copy |

Schedule Type  STU Studio Instructional Method TR Traditional

Learning Objectives ‘&"|
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SECTION TEXT

Section text — Important information about a section of a class may be added on SSATEXT. This Information
will appear on the web but not in the advisors PDF copy of the class schedule. All text should be approved by

the Department Chair.

1. Go To SSATEXT or if you are on SSASECT click on Related Iﬂ‘ located at the top right side of
the screen and select SSATEXT

2. Enter the text in the Section Long Text box. There is no spell checking in Banner so you may want to
have another staff member proof for errors. You also can copy any text from Word after spell checking

and paste it in the Lonﬁ Text Box on SSATEXT.
[ Application Navigator X

< C Y @& htips//umbar du:8443/applicationNavigator/seam| * 0 b | @
By Canvas [N BSS Userlogin @ SEVIS - Login Page Credentials Sign-On SCRIP-SAFE Transcript Ordering.. @ NSC  [@ Proposal | Curriculog  [@] Acalog ACMS™ : Sit.. » Other bookmarks

i Apps & Apple [ Registrar's Office -
B REREVE S RELATED ¥ TOOLS

X @ellucian  Section Comment SSATEXT 9.3 (TEST0925) B Aop

Term: 201810 CRN: 10952 Subject: ART Course: 314 Title: Adv Drawing: The Human Figure
L B~ secrion texr nsert (@ Delcte "mCopy | . Filter
Section Text *
Record 1 of 1
{0 Wl ~ sccTion LoNG TExT [3inset @ Deiste  mCopy | 7. Fite
Section Long Text [=#)
. =
=
?

CANGEL | SELECT | SAVE

a | x Activity Date 04/02/2019 12:00:00 AM

- 2018 Ellucian. All righis reserved_ ellucian

‘SSRTEXT.SSRTEXT_TEXT [1]
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CROSS LISTING COURSE SECTIONS

Introduction:
Sections may be cross-listed if they meet the following criteria:

e Offered at the same time/location
e Cover the same content
e Taught by the same instructor(s)

As a general rule, courses should only be offered under course numbers that are most directly related to
the content, and delivered by an instructor(s) that is qualified to teach the discipline.

The Schedule Cross List Definition Form (SSAXLST) can create and maintain the cross list information
associated with a group of sections. Cross listing is made possible by using a cross list group identifier.

Information maintained about a cross list in SSAXLST includes
» Maximum enrollment for all sections in the group
» Actual enrollment

* Seats remaining for all sections, which are cross-listed together

Note: A cross list identifier must be established. Select a cross list identifier that has not been used by clicking
on the drop down box next to the Cross List Group Identifier at the top of the screen. Start Identifiers with 1, 2,
3 to0 99. Then begin using 1A through 1Z; 2A through 2Z and so forth.

The picture below shows how the SSAXLST looks and functions. Captions identify important parts of the form.
Step by step directions are on the next page.

X @ellucian  Schedule Cross List Definiion SSAXLST 9.3.3 (TEST0925)

Cross List Group ldentifier: Create an identifier code here that will

; be used to cross-list different sections. Select the down arrow to 2 :
Tem: 20310 Cross ListGrouplentifer: 51~ e access the Schedule Cross List Query Form (SSAXLSQ) to view a | swiwr |
list of current cross-listed groups and their associated sections. —
™ CROSS LIST ENROLLMENT i Dkt Twcoy | ¥ Fiker
Maximum < Set the maximum enrollment allowed for the Seats Avalable: a0
Enralment: cross-list group.

™ CROSS LIST SECTION Bt Bkt Mo

CRN Block |Subject® |CourseNumber®  Section *  PartofTerm | Campus®  Credit Hours Low  Credit Hours Indicator Credit Hours High ~ Reserved Indicator Enrollment Maximum
1240 HIST 411 052 1 MA 3.000 1
124 HIST 51 082 1 MA 3000

Enroliment Actual * Enrollment Remaining |

124 ES 40 052 1 MA 1000 TO 4000 5
1243 MK 455 082 1 MA 3000

=)

=

Enter the CRN for each section that is to be cross-listed s
in this group. Once a CRN is entered here, the Cross-List Record 1 of &
Group Identifier that the section is assigned to is
displaved in SSASECT.

16



HOW TO CROSS-LIST COURSE SECTIONS

CRN numbers control cross listed courses. Write down the CRN(s) as you create each course in the group for
reference while working on the remainder of the cross listing directions

1.

9]

On SSASECT create the section of the primary course. Enter the primary course with all the days, times,
building, room, and instructor information. F10 to save or click on SAVE bottom right corner. Roll
back (F5 or start over) to create the next course in the group.

Enter the other courses on SSASECT that will be cross listed with this course. You can put in the
enrollment information for each section as you create them and save. Do not enter days, times rooms
and instructor. Or you can complete all the information for the course, then add the cross listed code.

Go to SSAXLST: Click on the | to excess the filter, you can enter the term and click on go to get the

list of identifiers that have been used, find an identifier that has not been used by anyone else for the

group. Enter the Identifier you will use for this group of cross listed classes (see previous screen for an

example of the screen) Start Identifiers with 1, 2, 3 to 99 or use A-Z then a number. Then begin using

1A through 1Z; 2A through 2Z and so forth.

Write down the Identifier to be used for the group because you will need it later in the directions!

Enter the Maximum Enrollment you will allow for all the courses combined. ALT Page Down or click

the arrows located at the bottom left corner.

Enter the CRNs of the courses that will comprise the group. Save (F10) or click on save bottom right

corner. If all information has been entered for the courses this should create the cross listing got to

option D. If you did not complete the course information see below instructions.

Go to SSASECT and enter the CRN of the secondary (or next) course in the cross list group

a) ALT Page Down. Click on the Meeting Times and Instructor tab. Do not enter anything here!

b) Click on Options and Select Cross List Definition Query (SSAXMTI) enter the Cross List Identifier
for the group of courses that you created previously on SSAXLST

c) ALT page down and the courses you entered should fill in on the block

d) Double click on the CRN of the Primary course (The one that has the days, times, building and
room)

e) This will take you back to the meeting time block with the information from the primary course
copied to the section of the secondary course you are currently working on

f) Save (F10) or click on save bottom right corner

g) Note: If you have multiple instructors you will have to change the % or Session to 50% for the
instructors. F10 to save

The courses are now cross listed. If you go back to SSASECT for each of the courses you will see the

Cross list field is now filled in with the Cross List Group Identifier you created.

Deleting a cross listing must be done on SSAXLST. Record Remove the CRN you no longer want in the

group or all the CRNs you want to remove from the cross listing. Click Save.

NOTE: Deleting the cross listing on SSAXLST will not delete the course section on SSASECT. Go to each
course on SSASECT and enter the changes as necessary.
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SFASRPO — Permit Override

Use SFASRPO to enter a permit or an override for a student. This allows a student to register for a
course for which the student is ineligible to register because of some restriction (capacity, prerequisite,
etc.)

1. Type SFASRPO into the search field

2. Enter the student’s ID (or search for ID) and the term, then ‘GO’.
3. Enter the permit code in the blank field
e Use the ellipses to see a list of valid permit/override codes

Application Navigator x
J D see o

plicationNavigator/seaml * 0 b @ :

A 55 Usertogn @ SEVIS-Loginpege (@ CredentialsSignOn (@ SCRP-SAFE () Transcript Ordering.. @8 NSC [H Proposl [ Curicsiog [] Acslog ACMS™: St » | [ Other bookmarks

<« c O &

G apps & Apple [ RegistrarsOffice . @ Canves

X @ ellucian  Student Registration Permit Override SFASRPO 9.3 6 (TEST0925) ADD £ & RELWED ¥f ToOLS

E3inset @ Delete ¥y Copy . Filter

Permit Description ot Registration Permit-Override Codes x

Critera [ Q ] Record 10f 1

ID: M11165126 Minor, Amy D. Term: 20410 Spring Semester 2018

1H ~ STUDENT PERMITS AND OVERRIDES

~ STUDENT SCHEDULE
CRN  |Partof Term |Subject Course Number Section |Available Waitlisted Mon Tue (Wed Thu Fri [Sat Sun REPEAT Block Indicatol

10566 1 BL 384 001 3 0 cLass

1090 1 BO 100 004 29 0 COREQ
il ¥l MAJOR ride >
PREREQ Prerequisite Override e 1e62)
TIME Time Conflict
SAPP Special Approval

2 X | actviypate 04012012 120000 AM

EDIT Record: 111 SFRSRPO.SFRSRPO_ROVR_CODE [1] ©€2000 - 2018 Ellucian. Al rights reserved. ellucian

4.
5.
6.
7.

Enter the CRN to enter a permit for a particular section
Tab over and enter a subject/course code to enter a permit for a general course
Save. Confirm with the ‘saved successfully’ message

Savea success! tuly (1 rows savea)

ID: M11165126 Minor, Amy D. Term: 201010 Spring SPmg

~ STUDENT PERMITS AND OVERRIDES insert @@ Delete ¥ Copy | ¥, Filter

Permit Description umber Section

Special Approval 004
Record 107 1

set @ Delete ¥ Copy | ¥, Tilte

CRN  |Partof Term | Subject Course Number Section |Available Waitlisted Mon Tue \Wed_Thu Fri |sat Sun |Begin Time End Time |Error |Link CrosslistGroup |Campus Schedule Type | Section Status Block Indicatof

0000 0915 <) MA Lcc A
Ma I A

10566 1 oL 304 001 kD) [
Rl BIO 00 na B i

©2000 2018 Flluician. Allsights reserved ellucian.



BANNER 9-SGAADVR

Use SGAADVR to assign multiple advisors in Banner.

Enter the student’s ID and term (or search for
these fields) and click ‘GO’.

im Application Navigator x ° a3

< C () & hips//umbanzpptestmontevallo.edu

i Apps @ Apple [] RegirarsOffice-.. My Cavas [) 85SUserlogin & SEVIS age (B Credentisls Sign-On (B SCRIP-SAFE (@ Transcript Ordering.. @b NSC  [@ Propossl | Curiculog

X @ ellucian  Mutiple Advisors SGAADVR 9.3.12 (TEST0825) ADD RETREVE & RELATED $f TOOLS

10: (W51 ] Minor, Amy D Tom: (201610

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER

Record: 111 ©2000 - 2018 Ellucian. Al righ ellucian

If the key block term is different than the ‘FROM TERM’, clic
adding another type of advisor. ‘End’ if updating the advisor.

the Maintenance button to update. ‘Copy’ if

i [ Application Navigator x

* 0 b | @ :

[ Proposal | Curriculog  [Q] Acalog ACMS™ : Sit » Other bookmarks

& C {t @& httpsy/umbanapptestmontevallo.edu:8443/applicationNavigator/seamless

NS

Credentials Sign-On

SCRIP-SAFY Transcript Ordering...

2 Apps & Apple [ Registrars Office-.. B Canvas [} BSSUserlogin @ SEVIS - Login Page

X @ ellucian Multiple Advisors SGAADVR 9.3.12 (TEST0925) sop B ReREVE R OREIATED i TOOLS

ID: M11165126 Minor, Amy D.  Term: 201810

= ADVISOR INFORMATION

FromTerm | 201780 (2 Maintenance | ToTerm 999999
[} Name Advisor Type Advisor Type Description Primary Indicator *
M20050... Kolb, Stacia F. MAJ1 Major Advisor
Record 1of 1
Option List x
Copy_Advisor

End Advisor

Record: 1/1 G$_OPT_BLOCK SELECT_A DESC 1] 92000 - 2018 Ellucian. Al righis reserved. ellucian
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1. Enter the advisor’s ID. If you are adding another advisor, use the ‘insert’ button to
activate a blank field.

' [ Application Navigator

* 0L @

[3] Acalog ACMS™ : Sit. » Other bookmarks

<« C Y & [https//umbanapptestmontevalio.edu:8443/applicationNavigator/seamless

[ Registrar's Office~..  Bij Canvas [ BSSUserlogin 1 SEVIS-LoginPage [l CredentialsSign-On [ SCRIP-SAFE [ Transcript Ordering.. ®® NSC [& Proposal | Curriculog

Apps @ Apple

X @ eilucian Muliple Advisors SGAADVR 9 3 12 (TEST0925)

E3inset @ Delete ¥mCopy ¥, Filter

ID: M1116512¢ Minor, Amy D. Term: 201810

ToTerm 999999

Ffom Term | 201610 2

Name Advisor Type Advisor Type Description Primary Indicator *

Kolb, Stacia F. MAJ1 Major Advisor
O

Record 2 of 2

Record: 212 SGRADVR ADVR_ID [2] ©2000 - 2018 Ellucian. All rights reserved. ellucian

l [ Application Navigator X
< C (Y @ htpsy/umba .edu:8443/applica * oL @
Apps @ Apple [Pl Registrars Office-.. B Canvas [ BSS Userlogin 0% SEVIS - LoginPage [ CredentialsSign-On [ SCRIP-SAFE (@ Tradgript Ordlering..  ® NSC  [{ Propesal | Curriculog  [@] Acalog ACMS™ : Situ. » Other bookmarks

=Y

B REREVE & RELATED

£ TooLs

Einsert @ Delete Fg Co Filter
Py T

X @ ellucian Muttiple Advisors SGAADVR 9.3 12 (TEST0925)

ID: M11165126 Minor, Amy D. Term: 201810

v ADVISOR INFORMATION

ToTerm 999999

FromTerm | 201610 2 enance |

Advisor Type Description Primary Indicator *

D a Name
M20050078 Kolb, Stacia F. MAJ Major Advisor

Advisor Type

0=

Record 2 of 2

Record: 212 SGRADVR ADVR_ID [2] ©2000 - 2018 Ellucian. All rights reserved. ellucian
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BANNER 9-SGASADD

Use SGASADD to assign student attributes in Banner. NOTE: FERPA releases are coded as
an attribute. Because of this, it is important to not delete any current attributes associated
with a student. If any attributes are listed, use the ‘Maintenance’ option to COPY these
attributes forward. Failure to do so will remove the FERPA attribute as well as any other
existing attributes from the student.

1. Type SGASADD

2. Enter the student’s ID and term (or search for these fields) and click ‘GO’.

'@l @ ellucian  Additional Student Information SGASADD 9.3 12 (TEST0926) D B REREVE M RELATED % ToOLS

ID: [M11165126 -] Minor, Amy D Term: (201810 =

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER.

3. Use the arrow down to move to the Student Attribute section. IF ANY
ATTRIBUTES ARE LISTED, USE THE MAINTENANCE OPTION TO
UPDATE THE TERM. If this is the first attribute for the student, use ‘INSERT’ to
add an attribute. Disregard any warning messages pertaining to fee adjustments.

=
[ O o

< C (Y @ nhttps//umbanapptestmontevallo.edu:8443,

LoginPage ([ CredenialsSign-On (@ SCRIP-SAFE () Transcript Ordering... @ NSC [@ Proposal

B o & Agpe

X  @ellucian  Additional Student Information SGASADD 9312 (TEST0925)

ID: M11165126 Minor, Amy D. Term: 201910

'~ STUDENT COHORT Dinseit @ Deletc FaCopy | Y.

FromTem 201910 m 9

Cohort Code * Description Inactive Reason
Record 1 of 1
™ STUDENT ATTRIBUTE insert @ Delete " Copy ¥, Fiter

FromTerm 201910 (2 Maintenance ToTerm 999999

Attribute Code * ~ |Description
AUD Audit Only

Dependent of Mother (FERPA)
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4. COPY ANY EXISTING STUDENT ATTRIBUTES

! [ Application Navigator X

€2 Ccn am tevallo.edu8443/applica / * oL | @
Apps @& Apple [H] RegistrarsOffice-.. @ Camvas [J BSS UserLog

& SEVIS - Login Page Credentials Sign-On (@ SCRIP-SAFE (@ Transcript Ordering.. @ NSC [H Proposal | Curriculog  [@] Acalog ACMS™ : Sit.. » Other bookmarks

X  @ellucian  Additional Student Information SGASADD 9312 (TEST0925)

1D: M11165126 Minor, Amy D.  Term: 201950 [ startover

™ STUDENT COHORT B e . Y. Fiter
FromTerm 201950 = ToTerm 999999
Cohort Code * Description Inactive Reason
Record 1 of 1
~ STUDENT ATTRIBUTE £ e Ta Gopy | . Fite

FromTerm | 201810

Attribute Code * Description
AUD Audit Only
DM Dependent of Mother (FERPA)

Record 1 of 2

End Student Attribute

Copy Student Attribute

<« C O & hips/ 8443/applicationN

apps & Apple [N Registrars Ofice-.. @y Convas [} BSSUserlogin @ SEVIS- LoginPage

dentalsSign-On (3 SCRIPSAFE (@ Transcript Ordering... @ NSC [@ I Curicuog [3] Acal

X @ellucian  Additional Student Information SGASADD 9.3.12 (TEST0925)

10 MTTI85125. Minor Amy . Term: 201550

™ STUDENT COHORT 3 inse e " Y. Fite
FromTem 201 (= Maintenance To Tem
Cohort Code * Description Inactive Reason
(m]
Record 1 of 1
"~ STUDENT ATTRIBUTE insert @ Delete " Copy | V. Fiter
From Term | 201950 (2_Maintenance )
Atrioute Code * Description
AUD Audit Only
[
DM Dependent of Mother (FERPA)
Record 2.0f 3

a X Activity Date 04/032019 120000 AM  Activity User MINORAD SAVE
e Bucian. Al ights reserved. ellucian

6. F10 or click on Save to submit changes.
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Banner 8 Icon Banner 9 Icon | Banner 9 Explanation
Keyboard
Save Saves all changes made in a form since the last time you
(F10) saved. Banner also refers to save as Commit in some

messages.

i
e

Rollback/Refresh
(F5)

Clears all information and returns you to the Key Block of
a form.

- |

SELECT

Select

Enters the highlighted value into the current field of the
form you are working from. List of values uses OK as the
select.

Insert Insert Record (F6) Inserts a new blank record into a group of existing
records.
= Delete Remove Record Removes all information for the record. When you Save,

(SHIFT+F6)

the record will be deleted from the database.

Previous Record
(UP ARROW)

Moves the cursor to the first enterable field in the
previous record.

Next Record

Moves the cursor to the next enterable field in the next

2 [ m0

(DOWN ARROW) record. If the cursor is at the last record, a new record is
created.
. Previous
. Block/Section Moves the cursor to the previous information block in a
(ALT+PG UP) form.
Next M : : :
= . oves the cursor to the next information block in a form.
Block/Section If the next block is in another window of the form, that
v (ALT+PG DOWN) the next block is in another window of the form, tha
—_— window will be opened.
— T Filter Enter Query/Filter | Opens a filter form and lets you enter search criteria to
3 F7 see what information is already in the database.
sfls (F7) y
" Filter Again |
r== Execute In query mode, searches the database and displays any
1] Query/Filter (F8) records that match the search criteria.

B |E

CAMNCEL

Cancel (CTRL+Q)

Cancels a query and takes a form out of query mode.

£ ToOLS

Print (CTRL+P)

Captures the active screen (only what you can see) and
prints it to your local printer.

Help
(CTRL+SHIFT+L)

Displays the Help window for the current field.
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Banner 9

Banner 9 Icon Keyboard Explanation
Exit (CTRL + Q) Ina fo.rm, the Exit command takes you out of the form. In a query mode,
the Exit command cancels the query.
Search Activates a window, where users can navigate to another form without
Q (CTRL+SHIFT+Y) having to return to the main menu.
# TOOLS Export (SHIFT+F1) | Extracts data to an excel spreadsheet.
Actions/Export
| ] List of values (F9) | Lookup values
l-I Co Py Copy Record (F4) | Copies or duplicates previous record.

Related to Current
(ALT+SHIFT+R)

Related Forms (similar to options menu)

Drills down on
some forms (F3)

Drills down to some related forms

s 0Ban

Toggle Menu . .

(CTRL+M) Brings up Banner Main Menu.

Toggle Open

Applications Forms previously opened in Banner.

(CTRL+Y)

Function | Keystroke Function Keystroke | Function | Keystroke

Next field/item TAB Up UP ARROW E;e"w“s page PAGE UP
Previous SHIFT+TAB Down DOWN ARROW | Next page down | PAGE DOWN
field/item
First page CTRL+HOME Copy CTRL+C Paste CTRL+V
Last page CTRL+END Cut CTRL+X Undo CTRL+Z
Cancel action ESC Choose/Submit/Action | RETURN/ENTER | Redo CTRL+SHIFT+Z
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