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Building/Modifying the Class Schedule

Section A

Session Overview

In this training, users will learn about the course inventory and building and scheduling courses
in Banner.

Topics Include:

- Viewing the Course Inventory

- Building a Course Section

- Adding and Editing Scheduling Details
- Optional Additional areas of set-up

- Helpful Tactics

- Important Notes

- SSASECT Rules
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Section B
SCACRSE - Catalog/Course Inventory

Before a course section can be created, it must exist in the Course Catalog (SCACRSE). The
Course Catalog is the equivalent of Course Inventory. All SFA courses that have been approved
by the SFA Curriculum Committee, SFA Board of Regents, and the Texas Higher Education
Coordinating Board will be listed in SCACRSE. SCACRSE maintains and displays the basic course
information needed to create a section for the Schedule. After a course is created and approved
by these SFA entities, users will be able to create sections within the parameters set by its
Catalog listing beginning in the following Fall term (approvals of new courses and modifications
to old courses are completed late each Spring term).

X  @ellucian  Basic Course Information SCACRSE 9.3.15 (TSTU) ADD B RETRIEVE  J% RELATED ¥ TOOLS
Subject: ENG English ~ Course: 131 Term: 202010 Course Title: Rhetoric & Composition [ swiover )
T COURSE DETAILS insert @ Delete "W Copy . Filler
From Term | 201810 (& Copy | ToTerm 999999
Course Title * |Rhetcric & Composition ‘ Approval \Cl:\ Approved for Offering
Colege* [[A__ || College of Liberal/Applied Art CP (237301 || Witing, General
Division |:|:I Prerequisite Waiver \:l:\
Department [ENGL || English & Creative Writing ouaton [ | [ -]
Status * |C|:| Active
[ continuing Education ["] Tuition Waiver [ Additional Fees
Prerequisite Check Basic or None CAPP DegreeWorks Syllabus Exists Long Title Exists
Wethod:
Hours
Low None/Or/To High
CEU or Credit \ 3.000] /19 \ |
Billng * [r—— [—— [Pr—————
Lecture o O I
[r— 1 [r—
Other \ | C 19 \ |
Contact [ 3.000) | -] [ |
Repeat Details
Limit |— Maximum Hours —| Repeat Status |:|:I d

In the screenshot above, a user can learn that the current version ENG 131 course was approved
beginning with term 201810 (Fall 2017), as noted by the start term, and is currently an active
course, as noted by the status field showing A for ‘Active’ and the end term field showing the
‘forever term’ of '999999'".

From this page, Banner will pull all the basic course information into the Schedule Build page,
SSASECT. We will note those as we go through the process of building a course.
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Section C

SSASECT - Building Sections

l. Create a Section
1. Navigate to SSASECT using the home page search box.
2. Enter the proper term code.
3. Tab over to the CRN field and type 'ADD". Select the Go box or Alt+PgDn ("Next Bloc").

b4l @ ellucian  Schedule SSASECT 9.3.15 (TSTU) A A B RETRIEVE  JLRELATED  §§f TOOLS

Term: (202110 ™= CRN: [ADD -] ( Go )

Subject: Course:
Title: |2 CopyCRN |
|2 Create CRN \

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

4. Fill in the following fields: (to query, hit F9, double-click in the field, or click the List-of-Values
button ). Bold indicates a required field. An example screenshot of these fields can be found at the
send of this section on page 8.

a. Subject: (Ex: ENG) You should only create courses that are within your specific department.

b. Course Number: (Ex: 131) Once entered, the matching title will display.

c. Section: (Ex: 001, 002, etc.) Sections must be a 3 digit Format, and you should select section
numbers that fall within the values recommended by your Dean'’s office and the
University. For Online or Distance Education courses, please see Appendix A for SSASECT
Rules for Section Numbers.

If you have questions regarding an assignment for a Distance Education Course, please contact the
Center for Teaching and Learning at x1919. **For Academic Partnership courses, please review the
Building AP Sections chapter. Specific sections are utilized for AP only. If you have any questions
regarding an assignment for an Academic Partnership course, please contact the Registrar’s Office at
1370.

Cross List: SKIP - this will be added in the Registrar’'s Office.
Campus: (*Required Field) (Ex: M for Main Campus/ SFA, 8WW for World Wide Web, 2HB
for Humble public school).
. Status: (O) for Open; (X) for Cancelled.
g. Schedule Type: Click LOV “Three dots” button (F9) to select correct type. Only Schedule types
approved for this course will be displayed.
h. Instructional Method:
This will initially and automatically populate as “TR” (Traditional/Face to Face) when filling
in Schedule Type.
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Building/Modifying the Class Schedule

If the method needs to be changed to another method, such as WEB, Interactive Video,
etc, type it here, or select from the List-of-Values. NOTE: Once enrollment exists, Banner
will not allow you to change the Instructional Method.
Integrational Partner: D2L
Grade Mode: SKIP this field. Grading information related to a course is pulled from the
Catalog level not the section level.
Session: This is an optional field. Options are as follows:
M (morning) 8 am or before thru 12 pm
A (afternoon) 12:01 pm to 4 pm
E (evening) 4:01 pm and after S (Saturday)
O (online)
Special Approval:
PD (Department Permit req.)
PI (Instructor Permit req.)
PM (MBA Director Permit req.)
Part of Term:
1 = Full term fall, spring, or summer
F1 = First half semester fall
F2 = Second half semester fall
81 = First half semester spring
82 = Second half semester spring
M = Maymester
S1 =Summer 1
S2 = Summer 2
REM =Remedial/developmental
RMT = Remedial/developmental companion to TSI
TSI = Companion to remedial/developmental

Duration: SKIP — Not Used.
Credit Hours: Courses that have multiple credit hours can be assigned designated hours for
that specified section in that specific term. This will be addressed more in depth in Section

D of this training material.

Most of the remaining fields on this form will be automatically populated, based on the
information that is pulled down from the Catalog level (SCACRSE and similar pages). These
setting should not be changed.

p.

& »n - O

Link Identifier: SKIP — Not Used.

Attendance Method: SKIP — Not Used.

Weekly Contact: SKIP — Not Used.

Daily Contact: SKIP — Not Used.

Gradable: Should only be “unchecked” for NONGRADED sections thus preventing a grade

from being entered for it.
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u. Voice Response and Self-Service Available: If unchecked, the section will not show on the
Electronic Class Schedule and cannot be registered for online.

SAVE your changes. A CRN (Course Reference Number) will automatically be generated for the course.
Once a section is saved and created you can continue with setting max enrollment, meeting times,
locations, and instructor assignments.

bl @ ellucian  Schedule SSASECT 9.3.17 (PPRD)

B ao0 B RETRIEVE JLRELATED 3% TOO

Term: 202110 CRN: 13409 Subject: ENGL Course: 1301 Title: Rhetoric and Composition Start Over
Course Section Information Section Enroliment Information Meeting Times and Instructor Section Preferences
~ COURSE SECTION INFORMATION insert ) Deletc T Copy | . Fiter

Subiect | ENGL [-.] ENGLISH campus* [M__[..] OnMain Campus Grade Moce | -
Course Number 1301 |:| Status* [0 - | Open Session | \

Title |Rhetoric and Composition | Schedule Type  LEC I:l Lecture Special Approval |:|:\
Section * |@| Instructional Method ‘E[| Traditional Duration E\
Cross List | = Integration Partner \EI:\ Desire2L earn [] override Duration
~ CLASSTYPE B inset @ Delete  Ta Copy | V. Filter
Traditional Class
Partof Term 1 [-=] 08242020 12/11/2020 15
Open Leaning Class
First Last
Registration Dates |m|
Start Dates
Maximum Extensions 0
|” CREDIT HOURS = Bociste Tm T
Credit Hours
Credit Hours 3.000 I Leciure 3000 [
Credit Hours @ None O To O Or Lecture Indicator @ None O To O Or
Indicator
Billing Hours 3.000 ] Lab [
Biling Hours (@ None (D To () or Lab Indicator (@) None (D To (O or
Indicator
Contact Hours 3.000 i Other [
Contact Hours (@ None (D To (O or Other Indicator @ None (D To (O or
Indicator
|™ CLASS INDICATORS Qinset S oelel: Gop ¥, Filler
Prerequisite Check Basic or None CAPP Daily Contact Hours Long Title
Method DegreeWorks
CEU Indicator Print Comments
Link ldentifier [ | Gradable Syllabus
Attendance Method \:[| D Tuition and Fee Waiver
Weekly Contact Voice Response and Seli-Service Available
Hours

4l

14

g
i
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Building/Modifying the Class Schedule

i.  Variable Credit Hours
In some cases, courses may have multiple credit hour options. This occurs with Variable Credit
courses. Variable Credit Courses are identified with credit hours that are in a range. (Ex. 2 to 12).
These courses can be taken for credits that fall within the specified range.

Departments can specify a designated number of credit hours when necessary by populating the
field directly below the Credit hour range.

X  @ellucian  Schedule SSASECT 9.3.17 (PPRD) P 20D [ RETREVE JLRELATED 4§ TOOLS 1
Term: 202010 CRN: 18198  Subject: SCE Course: 589 Title: Thesis Research &  saved successfully (1 rows saved)
[l Section Enroliment Information | Mesting Times Section :
* COURSE SECTION INFORMATION Qinset EDelete fmCopy | . Fiter
Subject TES [-] SCIENCE EDUCATION Campus* [M__ |w] OnMain Campus GradeMode | =)
Course Number 589 = Stawws= [0 |- Open Sesson [ |—)
Tile [Thesis Research ) Schedule Type * [MST__ |- | Masters Thesis Special Approval | |=)
Section * [050 - | Instructional Method | TR - | Traditional Duration [I
Cross List | = Integration Partner  |D2L | ..-| Desire2Learn [] ovenide Duration
* CLASSTYPE Dinset @ Deiete  ¥mCopy | V. Fille

Traditional Class

Partof Term |1 - || 08/26/2019 12/13/2019

Open Leamning Class

First Last
Registration Dates |anRules:\
Start Dates
Maximum Extensions 0
~ CREDITHOURS a2 Q) Deiete  ¥mCopy |V, File
Cregt Hours
Credit Hours 1.000 zo00 [ 3000 Lecture [ ]
CreditHours () Mone (®) To () or Lecture Indicator  (®) None (D To () or
Indicator
Billing Hours 1.000 3.000 |w Lab |—
Biling Hours () Mone (®) To () or Labindicator (@) Mone (D To (O or
Indicator
Contact Hours 3.000 [ Other 3.000 [
ContactHours (@ None (D To () or Other Indicator (@) None (D To () oOr i

dl

= E

In the example above, although variable, this section has been set to 3 credit hours. This limits
students from registering for anything other than the 3 credit hours that are designated.

ii. CAPP Areas For Pre-Requisites
The CAPP Radial is used to indicate whether CAPP areas are being used on the section for the effective
term. Form SSAPREQ must also have the area identified for the pre-requisite to work.

The Section Test Score and Pre-Requisite Restriction block is not used because ALL pre-requisites are
built in CAPP at the Catalog level, so they apply to all sections that are created for that course.

[+ cLass micaTors Binsert B Delete  "mCop
Prerequisite Check Basic or None CAPP Daily Contact Hours Long Title
Method DegreeWorks
CEU Indicator \ Print Comments
Link Identiier | | Gradable Syllabus
Attendance Method |:|:\ D Tuition and Fee Waiver
Weekly Contact Voice Response and Seli-Service Available
Hours
== =
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Il. Section Enroliment
1. Navigate to the next tab — Section Enrollment Information — by selecting the tab at the top of
the page, selecting the arrow at the bottom of the page, or typing the ‘Next Block’ shortcut, Alt +
PgDn.

X @ellucian  Schedule SSASECT 9.3.17 (PPRD) ADD (B RETRIEVE  JSLREIATED i TOOLS

Term: 202110 CRN: 1340 Title: Rhetoric and Composition [ Start Over \

Course Section Information Meeting Times and Section

Enroliment Details.
~ ENROLLMENT DETAILS Insert @ Delete  "mCopy | ¥, Filter
Maximum * Waitlist Maximum * ‘j| Projecled * |j|
Actual ] Waitlist Actual ] Prior 0
Remaining 0 Waitlist Remaining 0 Reserved
| Authorization Codes Active for Section Generated Credit Hours 0.000
Census One
Enroliment Count 0 Freeze Date 09032020
Census Two
Enrollment Count 0 Freeze Date
Add Authorization Registration Dates
Calculated Section 082472020 Add Authorization Waitlist Nofification
Start Date Start Date Ending Date

Tab Areas: Bold indicates required areas.

Maximum - maximum number of seats
Actual - number of student currently registered for the course
Remaining - number of seats remaining

Waitlist — the maximum number of people allowed to ‘wait in line’ to register after the
course has reach its capacity. Students can add themselves to a waitlist (if made
available here) and have the opportunity to register in the order they waitlisted as
enrolled students dropped the course.

Projected Enrollment — department’s projected or estimated enrollment for the
course. This field must be greater than or equal to the maximum enrollment field.

2. Click in the Maximum Enrollment field and type the department’s desired maximum enrollment
for the section.
3. Tab over through the remaining fields and enter the desired caps for each field.

A note on the Projected Enrollment Field and enrollment balancing practices:

The Projected Enrollment field will be used in conjunction with other software to provide predictive and
comparative analysis from term to term. Despite the name, the Projected Enrollment field will be used to
indicate the absolute maximum number of students that will be taught in a particular section.
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Building/Modifying the Class Schedule

This field will should not be manipulated during the enrollment period to balance section fill rates or to
manage teaching loads. This field should be updated as required during term planning (after the term is
rolled in Banner) and then left alone. The only time this field should be adjusted is if there is an actual
requirement to change the total number of seats offered for a section in the upcoming term. The field
should not be incrementally adjusted during the enrollment period. If you have a need to manage
section enrollment during the enrollment period, use the Max Enroliment field.

For example: For section ABC 123, the maximum number of students that can be effectively taught in
one section is 40. You are planning on offering two sections, ABC 123.001 and ABC 123.002 and you
want to balance the enrollment in the sections. Upon initial setup “Maximum” is set to 15, while
“Projected” is set to 40. To manage how many students enroll in each section you can set the Maximum
Enrollment field to 15 in each section and gradually increase it until you reach 40 students. You may
repeat this process over time until Actual Enrollment reaches Projected Enroliment.

The Maximum Enroliment Field should never exceed the Projected Enrollment Field. If the value
entered into the Maximum Enrollment Field exceeds the value in the Projected Enrollment Field, you will
receive an error. If you receive this error, decrease the number in the Maximum Enrollment Field to a
number below (or equal to) the number in the Projected Enrollment Field.

4. Once you have completed the required/desired fields, click Save or F10.

***** Be sure to always verify the change by looking at the top of the screen. The message should state
“Save was successful” Otherwise, the change may not have gone through. *****

lll. Section Meeting Times
5. Navigate to the next tab — Meeting Times and Instructor — by selecting the tab at the top of the
page, selecting the arrow at the bottom of the page, or typing the ‘Next Block’ shortcut, Alt +

PgDn.
X  @ellucian  Schedule SSASECT 9.3.17 (PPRD) ADD B RETRIEVE  JL RELATED 3§ TOOLS
Term: 202110 CRN: 13409 Subject: ENGL Course: o RNEMMiggnd Composition [ Start Over \

Course Section Information Section Enroliment Informatio

Times and Instructors. Scheduler Preferences

Meeting Location and Credits

™ SCHEDULE Elinsert EDelete TmCopy | Y. Filter

Meeting Time Meeting Type Start Date * End Date * Monday Tuesday Wednesday Thursday Friday Saturday Sunday Start Time En

[ T-Jass 08/24/2020 1211112020 O O O O  osw0 02

»
Record 1 of 1

T INSTRUCTOR

Sessi

01

ion Indicator * (] Name Instructional Workload Percent of Responsibility Primary Indicator Override Indicator Percent of Session

O O

»
Record 1 of 1
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6. Itis highly recommended that the first four fields be tabbed through, allowing them to auto-
populate. These fields should never be changed.

7. The days of the week may be selected and the desired start and end times entered as planned by
the department. The start and end time fields are 24-hour time/military time. If you know
your desired time slot but not the 24 hour version, put your cursor in the Session Indicator field
and select the LOV ‘Three Dots’ button or F9 in order to bring up the normal class time frames.
Double click on the left most cell in the row you desire and the information will populate
accordingly.

In order to continue, simply tab until the row changes information or select the ‘Meeting Location
and Credits’ sub-tab and proceed with the Section Building and Room information.

X  @ellucian  Schedule SSASECT 9.3.17 (PPRD) ADD B RETRIEVE JLREIATED 3§ ToOLS

Term: 202110 CRN: 13409 Subject: ENGL Course: 1301 Title: Rhetoric and Composition I: Start Over ]

Scheduler Preferences

Course Section Information

Times and Instro~” a5

Meeting Dates Meeting Location and Credits.

~ SCHEDULE ERinset @ Delete "mCopy | V. Filler

Automatic Scheduler Building Room Schedule Type * Hours per Week * Override Indicator Session Credit Hours Partition Details Room Attribute Details

[ T-]rers 179 LEC 250 3.000

Record 1 of 1

¥ INSTRUCTOR

Session Indicator * D Name Instructional Workload Percent of Responsibility Primary Indicator Override Indicator Percent of Session

01 O O

»
Record 1 of 1

IV. Section Building and Room Locations
8. If your department has already settled on a building and room location that you know is
available, enter that information in the proper fields. Keep in mind that the building field requires
a shorthand code for each building. Ex. FERG — Ferguson; BOYT — Boynton.
9. If your department is unsure of an available location, keep your cursor in the building or room
field and select Related at the top right-hand corner and open SLQMEET - Query Available
Classroom.

i. SLQMEET - Query Available Classroom
Notice that any capacity, day, time, and location information entered into SSASECT was
automatically carried over. From here simply narrow the provide parameters as desired and search
by selecting Go or the ‘Next Block’ shortcut, Alt +PgDn. If the parameters are not restricted to a
particular building, the query will output all available rooms on campus.
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In the example below, the query will search for rooms in the Ferguson building with a room

capacity of 40 that are available from 8-8:50 on Mondays, Wednesdays, and Fridays in the for the
term of the course.

@ ellucian  Available Class Room Query SLOMEET 9.3.15 (PPRD)

B ADD [B RETRIEVE JLRELATED  J§TOOLS

Meet:

|
Tue: [ ] Wed:
Thu: [] Fri:
sat [ | sun: []
FromTime: [0800 | ToTime: [0850 |
Building: |FERG ‘ = Campus: |M I |

site: | ‘ e

Capaciy:

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.

POl @ ellucian  Available Class Room Query SLQMEET 9.3 15 (PPRD)

IR ADD B RETRIEVE JLREIATED  $fTOOLS

Meet: | | we | Mon: Tue: [ | Wed: Thu: [] Fri: sat: [ ] Sun: [ ]
From Time: |0800 | To Time: | 0850 ‘ Building: [FERG ‘ | Campus: [M | ™
site: | ‘ | Capacity: [40 |
- DESIRED ROOMATTRIBUTES = =: le s T T
[ Atiribute |
Attribute 1 [ | Attribute 4 | |
Attribute 2 | | Attribute 5 | |
Aftribute 3 | | Attribute 6 |
- CLASS ROOM QUERY RESULTS Inserl =— Delete " Copy "?:‘me
Building Room Description Campus Site Capacity
FERG - | 179 M 001 42
FERG 3n M 001 51
FERG 372 M 001 51
FERG 3rr M 001 51
FERG 471 M 001 43
FERG 479 M 001 53

Record 1 of 6

Once the desired building/room is found, double click in the leftmost field or select the row and

select ‘Select’ at the bottom right hand corner - Banner will input the selected information
accordingly. Before moving on, SAVE.

i. Other sources of assistance for scheduling can be found in the Related menu on the right. If you
are interested in viewing the existing schedule for a particular term, select SSAMATX -
Building/Room Schedules. This page operates as a query based page where the operator can

query for the existing schedule for particular buildings, rooms, campuses, days, etc. See a
screenshot of this page below.
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V. Section Faculty Assignments
After saving the meeting location details, Banner will reset the top row of the Meeting Time and
Instructor tab.

X  @ellucian  Schedule SSASECT 9.3.17 (PPRD) ADD B RETRIEVE S REIATED % TOOLS
Term: 202110 CRN: 13409 Subject: ENGL Course: 1301 Title: Rhetoric and Composition I' Start Over ‘I
Course Section Information Section Enroliment Information Section

Times and Instructors. Scheduler Preferences

Meeting Dates Mesting Location and Credits
~ SCHEDULE D insert @ Delete TmcCopy . Filter

Meeting Time Meeting Type Start Date * End Date * Monday Tuesday Wednesday Thursday Friday Saturday Sunday Start Time En

[ [-]eas 08124/2020 12/11/2020 O O O O 0800 08

»
Record 1 of 1

¥ INSTRUCTOR

Session Indicator * 1D Name Instructienal Workload Percent of Responsibility Primary Indicator Override Indicator Percent of Session

—_— 0 O O

»
Record 1 of 1

10. In order to enter a Faculty Assignment, click the down arrow at the bottom left-hand corner or
type the ‘Next Block’ shortcut, Alt + PgDn.

11. Tab over from the Session Indicator field to the ID field and enter the ID number of the faculty
member assigned to the section. If you know the faculty member assigned, but do not have the
ID, tab over to the Name field and enter the faculty member’'s name. E Doe, Jane. After typing,
tab over and the ID number will populated automatically. Otherwise, select the LOV ‘Three Dots’
button or F9 in order open SIAIQRY - Faculty/Advisor Query. This form allows the user to
search for different faculty members based on type and category. Once the proper faculty
member has been found, double click on the appropriate Instructor’s ID number. This will carry
you back to the Instructor assignment form and insert the instructor’s information.

If there is not a faculty member assigned to this section and the department does not wish to
make an assignment, this area may be left blank.

If there is not a faculty member assigned to this section and the department wishes to make an

assignment, tab the cursor over to the ID field and, using the Related menu on the right, open
SIAFAVL - Available Faculty Query.
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i.  SIAFAVL - Available Faculty Query

Notice that some course information in SSASECT was pulled over. From here, simply enter any
other desired parameters and select Go or type Alt + .PgDn

X  @ellucian  Available Facully Query SIAFAVL 9.3 (PPRD) B ADD B RETRIEVE

=] SLRELATED ¥ TOOLS

Term: [202110 | | CRN: [13409 I | i
Subject: ENGL Course: 1301
Section: 030 Session:
Category: | | Staff: | [-]
Contract Type: | | oo | College: | I |

Department:

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.

X  @ellucian  Available Faculty Query SIAFAVL 9.3 (PPRD) R AaDD B RETRIEVE JLRELATED  $§ TOOLS
Term: 202110 CRN: 13409 Subject: ENGL Course: 1301 Section: 050 Session: 01 Category: Staff: Contract Type:  College: Department: \:W]
~ DESIRED FACULTY ATTRIBUTES D inset G Delele  TmCopy | Y. Fitte

Aftribute 1 | e Attribute 4 | &)
amibte2 [ T[] aibates [ ]
Atribute3 [ || Aribstes [ [
~ AVAILABLE FACULTY Binset @ Deiete TmGCopy V. Filler
D Name Category Staff Contract Type College Department
R | Abreu, TA ED KINE
s i TA ED KINE
amyr o ADJU ED ELEM
R Adams| i ADJU LA SADV
D  iohian TA SM BlOL
. . ASST FR AGEN
Ry s ADJU ED HUSR
] Aguerrevers ASSOC RE ED HUSR
™ Ainswortt LIBR ] LBRY
— Albe: ASST FA THTR
il  Alexander, ADJU ED ELEM
s s TA FA ART
lyF TA ED KINE
|44\_H " YGbH\ o Trera el i [

1 Record 1 0f 1520 || .
a | X

CANCEL SELECT|

ii.  Other sources of assistance:
For more assitance assigning an instructor, utilize the Related tab with your cursor in the Session
Indictor field, and open SIAASGQ - Query Faculty Schedule. If there was already and ID number
in SSASECT, it would have pulled over to SIAASGQ. If not, the ID field will be blank. Be sure both

fields are completed and select Go or Alt + PgDn. The instructor’s schedule for the term will be
shown.

li.  Adding Multiple Instructors:
SSASECT allows for multiple instructors. In order to add an additional instructor, select the Insert

button or F6. For multiple instructors for the same course, you will need to enter percentages that
will equal a total of 100 for the Percent of Responsibility and Percent of Session.
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VI. Making Changes to Time, Location, or Faculty Assignments**
If you assign a new time to a class that creates a conflict with another class already assigned,
Banner will give a message at the top notifying you of the conflict and your changes will NOT be
saved.

Do not make changes to course day or time after the enrollment period has begun.

If you want to change the room number assignment ONLY, type the new room number over the
current room number and click Save or F10.

In order to change a building assignment, you will need to first remove the instructor and the
current room assignment by navigating to the ID field and selecting the ‘Delete’ icon to remove
the instructor and click Save or F10. Once the instructor is removed, building assignments may be
changed and saved before re-adding the instructor to the section.

If you get a message that there is a conflict assigning the room, you will need to verify that the
room is not already assigned to another section during the planned time frame.

If you want to override a day, time, or location conflict, click on the Meeting Location tab
and then click in the Override Indicator field and enter an O for Override and save.

If a faculty member is currently assigned to a course that does not have meeting times, (Online
courses, Independent Studies, Internships, etc) or a time conflict with their current assignments
occurs, you will receive the error: *ERROR* Instructor Schedule Conflict, Press HELP for Available
Instructors.

To force the assignment, check the ‘Override indicator’ box then click Save or F10.

Our building, room assignments and instructors are all reported on our State
Coordinating Board reports. If you encounter a building, room or instructor that gives an
error of invalid, please contact our Office of Institutional Research.
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Section D

SSADETL - Schedule Detail

I. Co-reqs

The co-requisite labs and practicums for lectures and seminars are set at the catalog level and
cannot be seen on this page. If you wish to see if a course has co-requisite at the catalog level,
look at SCADETL - Course Detail Information.

The purpose of a co-requisite on this page is to require students to enroll in particular sections
of courses with its co-requisite set at the catalog level, if the department so wishes to require
it. This means that two courses like BIO 238 and 238L, which are already considered to be co-
requisites at the catalog level (SCADETL), can be linked per section of each course as the
department requires. The department can enforce enrollment of students into BIO 238.001 and
BIO 238L.001 to keep the same group of students together for the possibility particular
curriculum strategies such as group work that crosses over between the two sections.

This page is optional. If the department wishes to allow the students to choose any
combinations of lecture and lab/practicum sections, changes do not need to be made to
SSADETL. Alternateively, if the department wishes to restrict student groups in the manner
mentioned above, that can be done by following the steps below. Note: Both sections the
department plans to link but be already built. Complete these steps for EACH section
being linked.

1. There are two ways to enter this page.
a. From SSASECT via the Related menu on the right.

X  @elician  Schedule SSASECT 9.3.17 (PPRD) oo B oremeve [ERSET

Search

Elective Attribute Pool [SSAPOOL]

Specific Section Attribute [SSASATR]
é Course Section Detail [SSADETL]

Schedule Restrictions [SSARRES]

Schedule Pre-reguisites [SSAPREQ]

Course Section Commenis [SSATEXT]

Cross List Definitions [SSAXLST]

Schedule Exclusion Rules [SSAEXCL]

b. From the Banner Home Page search bar (or search function on side panel).
2. Once to the SSADETL homepage, enter the parameters if needed. Navigating to this
page via SSASECT Related menu should auto-populate fields. Select Go or ALT + PgDn
into the page
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Select the ‘Next Section’ arrow at the bottom left-hand corner or Alt + PgDn to access
the ‘Co-requisites’ block.

Enter the CRN of the co-requisite section. The reminder of the course information will
populate.

Select Save (bottom right-hand corner) or F10.

Il. Section Attributes
Attributes can be assigned to sections when needed, such as Writing Enhanced or Honors.
Attributes identify special characteristics for courses.

Never remove attributes that roll from the Catalog level. Examples of attributes that come
from the Catalog level include: Core Curriculum Attributes, Exclude 3 Peat (for courses that can
be taken more than once for credit), and Activity Courses.

This page is optional. If the department wishes to assign attributes to a specific section,
complete the following these steps:

1.

ik wn

Enter the SSADETL page from either the SSASECT Related menu or from the Banner
Search function.

Enter the parameters if needed. Select ‘Go’ or Alt + PgDn.

Navigate to the ‘Degree Program Attributes’ tab.

Insert a Record by selecting the ‘Insert’ button at the top right-hand corner or F6.

If you do not know the Attribute Name, use the LOV ‘Three Dots’ Button or F9 to find the
code for the attribute you need.

Reminder: Never remove attributes that rolled from the Catalog level. If you
accidentally remove an attribute, open the Tools menu and select Clear Data or Shift +
F5 and then F5 to start over without saving changes.

6.

Select Save (bottom right-hand corner) or F10.

If you entered SSADETL from SSASECT, simply click the white ‘X" at the top left-hand corner
or Shift + Q to close the page and return to SSASECT.
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Section E

SSARRES - Schedule Restrictions

If departments wish to restrict the registration of a course to include or exclude particular
student groups, that set-up is completed in SSARRES.

Some restrictions are assigned at the Catalog level (SCARRES - Course Registration
Restrictions), and all sections created after those restrictions are added that will automatically
have the designated restriction. However, restrictions can also be edited and controlled at the
section level.

I. Types of Restrictions in SSARESS by tab:
Tab 1: Department and Field of Study (major, minor, concentration, or all)

Restrictions added to this tab can include or exclude students within particular
departments, majors, minors, concentrations, or all field of study types. For example, a
department can restrict a course on this tab to include or exclude students whose major
belongs to the Department of Biology. This would cover all majors housed within that
department. If excluded, those students cannot register for the course and would receive
a 'Department Restriction’ error. If included, only those student would be able to register
and all other students would receive the error. Alternatively, this inclusion or exclusion
may be done by major, restricting a course to include or exclude students with particular
major, minor, or concentration codes.

Tab 2: Class and Level

Restrictions added to this tab can include or exclude students by classification or by
level.

Classifications: Freshman, Sophomore, Junior, or Senior, Master's Candidate, etc.
Level: Undergraduate, Master, Doctoral.

Tab 3: Degree and Program

Restrictions added to this tab can include or exclude students by degree type or
program type.

Degree Type: Bachelor of Arts, Bachelor of Science, BS in Nursing, MS in Forestry, etc.
Program: All based on program codes tied to particular majors.

Tab 4: Campus and College

Restrictions added to this tab can include or exclude students by campus or college.
Campus: Different campuses where SFA courses are offered. Not used very often.
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College: College of Education, College of Science and Mathematics, College of Liberal
and Applied Arts, etc.

Tab 5: Student Attributes

Restrictions added to this tab can include or exclude students by Student Attributes,
attributes placed on student records. This tab also includes Cohorts. Do not edit this
area as it cohorts are only used by the business office at SFA and is not used in the
registration process.

Student Attributes: Gen. Nursing Program Student, Overlap, Pre-professional attributes.

Il. To View or Assign Restrictions:

1.
2.
3.

7.

Access SSARRES from the Related Tab in SSASECT or via the Banner Search function.
Enter the parameters if needed. Select ‘Go’ or Alt + PgDn

Navigate to the type of restriction desired by clicking on the appropriate tab and using
the ‘Next Section” arrow at the bottom left-hand corner or Alt + PgDn.

Once at the desired area, select whether you want to exclude or include and particular
group.

Tab through to add the student group. Note: If adding a Field of Study Restriction,
either the "All Field of Study Types’ box must be checked or the Type Field
populated. Reference the Types of Restrictions area above to review the field of
study types.

Enter the appropriate name or code for the restrictions. If you do not know the proper
information to add in this field, use the LOV ‘Three Dots’ Button or F9 to find the code
for the student group you need.

Select Save (bottom right-hand corner) or F10.

If you entered SSARRES from SSASECT, simply click the white X’ at the top left-hand corner
or Shift + Q to close the page and return to SSASECT.

X @ellucian  Schedule Restrictions SSARRES 9.3.11 (PPRD} ADD B RETRIEVE JSLRELATED 4§ TOOLS 1
Term: 202110 CRN: 13409 Subject: ENGL Course: 1301 Title: Rhetoric and Composition \ Start Over ‘I
Department and Field of Study e CTCELEIT] Degree and Program Campus and College Student Attribute and Cohort
~ DEPARTMENT RESTRICTIONS
Include/Exclude (I/E) O Include @ Exclude
Department Descriptio
Record 1 of 1
™ FIELD OF STUDY RESTRICTIONS Edinsert @ Delete  "mCopy . Filter
Include/Exclude (IVE) @ Include O Exclude D All Field of Study Types Type = MAJOR l:l Major

Code

Record 1 of 1

Description

ENGL

English

Record 1 of 1
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Optional Section Set-up

I. SSAEXT - Section Comment Form

The Section Comment form, SSATEXT, is used to attach comments to a section. This form can
be used to enter or display short or long comments (memo notes) associated with a section that
a department or instructor may wish to appear with the class in the online Schedule of Classes.
The text entered on this form will also appear on a student’s Student Detail Schedule. This page

is optional.

To add a section comment:

1. Access SSATEXT from the Related Tab in SSASECT or via the Banner Search function.
2. Enter the parameters if needed. Select ‘Go’ or Alt + PgDn
3. Click in the Section Text Block
a. Enter desired message.
NOTES:

Each line is an individual record.

Character maximum of 60 characters for per line.

No word processing features are provided. This includes spellcheck, grammar
check, or word wrapping.

Information entered here will display on the Schedule of Classes for students
to view IF there is nothing posted in the Section Long Text block for this
specific course.

4. OR use the ‘Next Section’ arrow at the bottom left-hand corner or Alt + PgDn to access
the Section Long Text Block.
a. Enter desired message.
NOTES:

A maximum of 32,760 characters.

In order to create a second line, like using the enter key in Word, this area
requires the use of HMTL line break coding. Enter <br> at the end or
beginning of a line creates a line break for easy viewing in Online Schedule of
Classes. Without the line break, it would appear as “Freshmen only No
sophomores” being all on the same line.

Some word processing features are available such as text wrapping and some
spellcheck.

Users can copy and paste information from a Word document into this block.
Information entered here will display on the Schedule of Classes for students
to view.

5. Select Save (bottom right-hand corner) or F10.
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If you entered SSARRES from SSASECT, simply click the white ‘X" at the top left-hand corner
or Shift + Q to close the page and return to SSASECT.

Il. SSASYLB - Adding A Section Long Title

Titles are limited to 30 characters, including spaces, on the SSASECT form (and at the Course
Level in SCACRSE). Due to this, course and section titles are often abbreviated. A full or more
specific version can be added to a section on SSASYLB. By using this page, departments are
provided a maximum of 100 characters for additional titling. This title will be displayed as the
section title in the Schedule of Classes on SSB and will print out on a student'’s transcript. The
purpose of this form is to expand the abbreviated title or to give a topic specific title to
Independent Study or Special Problems courses. All other title changes must be submitted
through the Curriculum Change process.

To add a long section title:

Access SSATEXT from the Related Tab in SSASECT or via the Banner Search function.
Enter the parameters if needed. Select ‘Go’ or Alt + PgDn.

Enter the desire extended title into the Section Long Title field

4. Select Save (bottom right-hand corner) or F10.

wn =

If you entered SSARRES from SSASECT, simply click the white X’ at the top left-hand corner
or Shift + Q to close the page and return to SSASECT.

Notes:

e For Special Topics or Independent Study sections with only one enrolled student or
multiple enrolled students studying one topic, this is a good process to consider
completing. For such sections with multiple enrolled students studying multiple topics,
this process is not recommended

¢ An update to a Special Topics or Independent Study course may look like the following:

o Default: SOCI 4175.020 — Indep Studies in Sociology
o Update: SOCI 4175.020 — Independent Studies in Sociology: Possible
Socioeconomic Impacts on College Students during COVID-19 Social Distancing
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Section G

Helpful Tactics: SSASECT Query Mode

This is a tool that is ceaselessly useful to know how to manipulate. With a SSASECT Query, a user
can search the Banner Section Inventory using multiple possible parameters.

To perform a SSASECT Query:

1. open SSASECT from the banner home page
2. tab the cursor to the CRN field
3. Use the LOV 'Three Dots’ Button or F9 to open SSASECQ - Schedule Section Query .
4. This page can also be opened on its own from the banner home page by searching for it
directly.
5. Edit the parameters as desired by removing unwanted fields using the - button or
adding additional fields via the 'Add Another Field..." area.
a.  Which parameters are used depends on what information is being searched for.
X @ellucian  Schedule Section Query SSASECQ 9:3.15 (PPRD) a0 B oremeve  Srearen  ggroors [N

¥ SCHEDULE SECTION QUERY

Basic Filter

Term

Advanced Filter o

@  Partof Term @ Registration From @  Registration To @ CRN (-]

Add Another Field ...

coa

Part of Term Registration From Registration To CRN Block Schedule Subject Course Section Section Status Campus Course/Section

3
Record 1 of 1

Maximum Actual Remaining

Enroliment

Wiaitlist

One particularly useful way to use this function is to find a lost CRN. This can happen
easily due to forgetting to write it down or banner timing out before you are able to

document it.

Using SSASECQ to find a lost CRN:

6.
7.
8.

Remove ALL fields except for the Term field.

Add fields 'subject’, ‘course’, ‘section’.

Complete parameters as needed using the course information associated with the lost
CRN.

Select ‘Go’ or Alt + PgDn.
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This query should only produce all course(s) that match those parameters in the term
indicated.

@ellucian  Schedule Section Query SSASECQ 9.3.15 (PPRD)

~ SCHEDULE SECTION QUERY

SLRELATED ¥ TOOLS

ERinset B Deiete  TmCopy | V. Filter

| Add Another Field ... v

Clear All Go

Part of Term ‘ Registration From | Registration To j | Section Status Course/Section

4 » | < v

of 1 10 v | Per Page Record 1 of 1

Maximum Actual Remaining
Enroliment
Waitlist
@ ellucian Schedule Section Query SSASECQ 9.3.15 (PPRD)

¥ SCHEDULE SECTION QUERY

Term: 202110 @ | Subject: ENGL & @ Course: 1301 @ [ Section: 050 @

a | Partof Term Registration From

Registration To CRN | Block Schedule Subject Course Section Section Status Campus Course/Section
202110 1
4

Binsetr @ Delete "mCopy | Y, Filter

13409 ENGL Q M Rhetoric and C
|+ ,
1]of 1 0 v | PerPage Record 1 of 1
Maximum Actual Remaining
Enroliment 0 0 0
Waitlist 0 0 0

NOTE: More than just the current term may be search, as SSASECQ has access to the full
inventory of courses offered and not deleted at SFA since Banner went live in 2009.
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Section H

Canceling v.s. Deleting

. How to Cancel

Sections are canceled for many reasons, the most common being low enrollment. Follow the
steps below to cancel a section.

1.
2.
3.
4.

Open SSASECT

Enter parameters, as needed. Select ‘Go’ or Alt + PgDn.
Select the field and type over the 'O’ with and 'X'.
Select Save (bottom right-hand corner) or F10.

X  @ellucian  Schedule SSASECT 9.3.17 (PPRD) B RETRIEVE SR REIATED  $§ TOOLS

Term: 202110 CRN: 13409 Subject: ENGL Course: 1301 Title:  Rhetoric and Composition Start Over
Course Section Information Section i Meeting Times Section
¥ COURSE SECTION INFORMATION inset @ Delete  Tmcopy | V. Filter

subject | ENGL [...| ENGLISH campus* (M || OnMain Campus Grade Mode | )
Course Number 1301 |:| ) Status * |X -..| Cancelled Session | oee |

Title  [Rhetoric and Composition | Schedule Type  LEC [\ Lecture Special Approval |:I:|
secion* [050 |- Instructional Method (TR || Traditional Duration =]
Cross List | ‘ oo Integration Partner |£|:\ Desire2learn [] override Duration
~ CLASSTYPE Einset @ Delete T Cop Y. Filter

Il. How to Delete

This procedure should only be conducted DURING SCHEDULE BUILD ONLY. Never after
the enrollment period has begun.

Open SSASECT

Enter parameters, as needed. Select ‘Go’ or Alt + PgDn.

Select the ‘Delete’ icon at the top right-hand corner or Shift + F6

You will receive a notification confirming the deletion. Select Save (bottom right-hand
corner) or F10 to proceed.

®© N oW

X @ellucian  Schedule SSASECT 9.3.17 (PPRD) B oD B RETREVE  SLRELATED 3§ TOOLS

Term: 202110 CRN: 13409 Subject: ENGL Course: 1301 Title: Rhetoric and Composition *WARNING* All section data will be deleted, SAVE fo continue.
START OVER to quit.
Course Section Information Section Enroliment Information Meeting Times and Instructor Section Preferences

~ COURSE SECTION INFORMATION Insert @ Delete "mGopy | Y. Filter

Subject * :I:| Campus * |:|:\ Grade Mode \:I:|
Course Number * \:I:l Status * |:|:\ Session \:l:l
Title | | Schedule Type * |:|:\ Special Approval \:I:|
Section * \CE| Instructional Method |:I:\ Duration ‘:‘ \:I:\
( ‘ o | Integration Partner |:|:\ [] override Duration

v CLASSTYPE Binset QD Delete T Cop Y. Filte:

Cross List
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l1l. Cancelling A Section When Enrollment Exists

If students are enrolled in a course the department wishes/needs to cancel, the department is
responsible for contacting the students via email or through the instructors SSB to notify them
of this cancellation.

To determine if any students are enrolled, click on the “Section Enrollment Information” tab. The
number of enrolled student will show in the ‘Reserved Actual’ field. If no students are enrolled,
continue to step 6. Cancellation may proceed without contact.

If the department wishes to make accommodations for the students and request they be moved
to another section, the department needs to contact the students to inform them of changes
being made. The Registrar’'s Office is available to process sections switches within certain
parameters.

DO NOT DELETE THESE SECTIONS. Simply cancel it. When a section is CANCELLED, it will be
removed from the Online Schedule and students will not be able to register for it.
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Section |

Important Notes + Helpful Tips

IMPORTANT NOTES:
e SFA moves officially to the Texas Common Course Numbering System effective Fall 2020.

All prefixes and numbers are moving to four digits. Ex. ENG 131 = ENGL 1301.
o The first number denotes the course level (freshman, sophomore, etc.)
o The second number denotes the courses credit hours. It denotes the lowest
possible credit hour option for variable hour courses.

e Fall 2020 (202110), Spring 2021 (202120), and Summer 2021 (202130) schedules must be
built manually for transition to TCCNS.

e All co-requisite labs and practicums are currently separate from their lecture portions
with “L" or "P", respectively, in the course number. This process ends with the start of
TCCNS.

e Summer 2021 will be a full term with parts of term. Term codes for ‘Maymester' and
‘Summer 1I' will be dropped, using 202130 for the entire summer term.
o New Summer Parts of Term:
= M = Maymester
= S1=Summer1
= S2 =Summer 2
= TEN = Ten week POT (S1 - S2)

e Upcoming Banner Term Codes:

202025 — Maymester 2020
202030 — Summer | 2020
202040 — Summer I 2020
202110 - Fall 2020
202120 - Spring 2021
202130 — Summer 2021

HELPFUL TIPS:
e Document each CRN as you build each course so you don't have to go looking for it.

e Double check courses to make sure a maximum enrollment has been set for the course.
Courses set to zero cannot be selected for registration by students through SSB.
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Regularly check schedules for missing instructor information. An instructor must be
assigned to the course in order to allow the instructor web access to the course
information and grading.

Double check variable credit hour courses to make sure a unique credit hour has been
assigned to the course when needed.

Do not enter anything in the Grade Mode field. This will cause problems during grading.
Course grading information is pulled from the catalog level, not the section level.

Never override a room conflict message without first checking to see what is causing the
conflict.

The only override code that should ever be used is “O".

Review! Review! Review!
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Section K

SSASECT Rules

SSASECT Rules are the section building guidelines SFA uses to organize the schedule of classes
into easily reportable categories regarding enrollment numbers, types of courses offered, the
platform what was used to offer the course, number of courses successfully offered, number of
courses canceled, etc.

This reporting is completed by the Office of Institutional Research.

SFA ITS has built the SSASECT rules into Banner. On the occasion a user attempts to save a
course that does not follow SSASECT rules, the system will produce an error.

Please carefully review the following grid and save it where it may be easily referenced
when needed.

SSASECT Rules are periodically updated. Please be sure to replace your saved copy with
any updates you department may receive.
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