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Banner Term Codes

Format: YYYYTT Y = 4 Digit Year; T = 2 Digit Term
ex: 201980 is Fall 2019

Part of Term

10 = Spring 1 = Full term
H1 = First Half Term
H2 = Second Half Term

60 = Summer 1 = Full Term (Extended Summer)
H1 = First Half Term (Summer [)
H2 = Second Half Term (Summer II)

80 = Fall 1 = Full Term
H1 = First Half Term
H2 = Second Half Term
MF = Mini-Fall

Banner Terminology

SSASECT = Main Schedule Building Form
CRN = Course Reference Number

Next Block/Section = To move to next section of the form

Special Section Number Designations
“9” as a second digit = Evening Courses
“U” as a first digit = Uptown Courses

“8” as a second digit = Distant Education Courses only



« “9” as a first digit = Saturday Courses

« “L” as afirst digit = Lab

« “H” as a first digit = Honors

« “G” as a first digit = Globally Networked Learning (GNL)

« “C91” = Co-op students

« “300” = credit-by-exam (with the exception of LBST courses)

« Study abroad uses an alpha numeric scheme, usually starting with ‘SA’.
For example, SAB, SAL, etc.

*ALL sections must be three (3) characters.



Kevboard Shortcuts

FUNCTION MENU OPTION KEYSTROKE OPTION
Cancel Query Query Cancel/Exit Ctrl + Q
Clear or Delete Record Clear Record Shift + F6
Enter Query - Home Enter Query/Filter Shift + F7
Execute Query Query/Execute F8
EXxit File/EXxit Ctrl + Q
Insert Record Record/Insert F6
Next Block/Section Next Block/Section Alt + Page Down
Next Field Field/Next Tab
Next Record Record/Next Down Arrow
Previous Block/Section Previous Block/Section Alt + Page up
Previous Field Field/Previous Shift + Tab
Previous Record Record/Previous Up Arrow
Rollback Rollback/Start Over F5
Save File/Save F10
List of Values List of Values/Lookup F9




Get Started: Fill out the felds abowe and press Go

10.

11.

Adding a Section of a Course

Q 5 University of North Carclina at Charlotte (BANPROD) i w & sign Out ?

Schedule SSASECT 8.3 (BANPROD)

Subpsct Courss:

Thits oy CHN

Access the Schedule Form (SSASECT).
Enter the term code in the Term field.

Tab to the CRN (Course Reference Number) field and type ADD (or click the Create CRN button
and skip step 4.)

Perform a Next Block/Section (Alt Page Down) or Click the green ‘Go’ button.

Type the subject code (ex. MATH) in the Subject field. If you do not know the subject code,
double click (or press F9) in the Subject field to access a list of existing subjects. Then select
the subject code.

Type the course number (ex. 1101) in the Course Number field. If you do not know the course
number, double click (or press F9) in the Course Number field to access a list of existing course
numbers. *The course title will automatically fill. This information is brought from the catalog.

Tab to the Section field.

Enter a section number. It can be letters or numbers, but must be 3 characters long. (See pg. 3-4
for Special Section Number Designations). If you have entered a section number that already
exists, you will not be able to move past this field.

Type the campus code in the Campus field. If you do not know the campus code, double click
(or press F9) in the Campus field to access a list of existing campus codes. *Required field

Type the status code in the Status field. If you do not know the status code, double click (or
press F9) in the Status field to access a list of existing status codes. *Required field

Type the schedule type code in the Schedule Type field. If you do not know the schedule type
code, double click (or press F9) in the Schedule Type field to access a list of existing schedule
type codes. When you enter the schedule type, the Instructional Method field will automatically
fill. This information is brought from the catalog.



12.

13.

14.

15.

16.

Leave the Integration Partner field blank. This is for the sole use of the Center for Teaching
and Learning (CTL). This field will update automatically on a daily basis to add the Course
Management System.

The Grade Mode field should be left blank to allow students the option of choosing the grade
mode for their sections. For courses that have been approved as only Pass/No Credit, this will
be the only option the student has for grading. Grading information related to a course is pulled
from the catalog level not the section level.

The Special Approval field is be used in place of the restriction. Double click (or press F9) in
this field to access a list of existing Approval codes. Students will not be able to register for
these sections unless a registration override is given.

Tab to the Part of Term field. Enter the Part of Term code (It will be “1” for Fall, Spring and
Summer Full Terms. Half Terms will be either “H1” for the first Half Term or “H2” for the second
Half Term.) The dates of the term will automatically fill when you tab, as well as, the number of
weeks for the term.

If the course is a fixed credit hour course, you do not need to enter the credit hours into the
Credit Hours and Billing Hours fields. This information is brought from the catalog.

= CREDIT HOURS

17.

Credit Hours

redil Howurs Leciure

zredil Hours Mone Tt Or Lechore Indicator Maone Ta Or

Inclicator
Biling Hours Lab
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If the course is a variable credit hour course, the credit hours for this specific section need to be
entered into the Credit Hours and Billing Hours fields.

***The credit hours MUST BE ENTERED for variable credit hour sections. ***
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18. Click the Save button (or press F10). The CRN will be created once you save.

19. Click the Exit button (or Ctrl +Q) or proceed with Entering Maximum Enrollment.

If you are adding/updating several sections, click the Start Over button (or F5) to navigate to the Key Block.
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9.

10.
11.

12.
13.
14,
15.

Using the Copy CRN Function

Follow instructions for Adding a Section of a Course, and create the course section you wish to copy with
‘0’ as the section number. Make note of the new CRN. You will use this as your “Default CRN".

If the enrollment is the same for each new section you are creating, you may proceed to the Section
Enroliment Information tab (Next Block/Section) and enter the Max Enrollment.

Save (F10)

Click the Start Over button (or F5)

Enter the Term you are creating the new course in.

Click the Copy CRN button.

The Default Section Details box will appear and the Default Term should already be populated.

M Schedule SSASECT 9.3 (BANPROD)

Term 201760 CRN:  ADD

Subject
- Default Section Details SSASECT 9.3 (BANPROD) x
Tela:
Daefaaill Term ';E ill Deeefauilt CRN e

+ COURSE SECTION INFO + B s
Subject * [ i P e Plafan b ] Grade Mods
Capirss: Mumber * ™ Stadus " [ L]
it Schadule Type * Special Approval
==rchan * Instruchonal Fethiod e Dauraiscn
Cross List riegrabon Pariner Crvernde Duralion
= CLASS TYPE +| =] s ¥

Traditional Class

Enter the Default CRN. (This should be the CRN you created with the ‘0’ section number.)
Perform a Next Block/Section (Alt Page Down).
Tab to the Section Number field and enter the new section number.

Tab to the Credit/Billing Hour field and adjust the Credit/Billing Hours if the course is a Variable Credit
Hour course.

Save (F10).

Perform a Next Block/Section (Alt Page Down) to go the Section Enroliment Information tab.
Adjust the enrollment if necessary.

Save (F10).

**Note: The Course Section Information and Section Enrollment Information will be identical to the Section ‘0’
course you created.

15.

Continue following instructions for Assigning a Meeting Time onward.

If you are adding/updating several sections, click the Start Over button to navigate to the Key Block.



10.

11.

12.

13.

14.

15.

16.
17.

Adding a Lab Section of a Course
Access the Schedule Form (SSASECT).
Enter the term code in the Term field in the key block.

Tab to the CRN field and type ADD in the CRN (Course Reference Number) field or click the Create
CRN button.

Perform a Next Block/Section.

Type the subject code (ex. MATH) in the Subject field. If you do not know the subject code, double
click (or press F9) in the Subject field to access a list of existing subjects. Then select the subject
code you want.

Note: Labs have been set up with their own course number. Lab courses will have “L” at the
end of the course number.

Type the course number (ex. 1110L) in the Course Number field. If you do not know the course
number, double click (or press F9) in the Course Number field to access a list of existing course
numbers. The course title will automatically fill. This information is brought from the catalog.

Tab to the Section field.

Enter a section number (can be letters or numbers up to 3 characters long). If you have entered a
section number that already exists, you will not be able to move past this field.

Type the campus code in the Campus field. If you do not know the campus code, double click (or
press F9) in the Campus field to access a list of existing campus codes. *Required field

Type the status code in the Status field. If you do not know the status code, double click (or press F9)
in the Status field to access a list of existing status codes. *Required field

Type the schedule type code in the Schedule Type field. If you do not know the schedule type code,
double click (or press F9) in the Schedule Type field to access a list of existing schedule type codes.
When you enter the schedule type, the Instructional Method field will automatically fill. This
information is brought from the catalog.

Tab to the Part of Term field. Enter the Part of Term code (will be 1 for Fall, Spring and Summer
terms, with one exception, 10-week will be “S”). The dates of the term will automatically fill.

If the course is a fixed credit hour course you will not need to enter the credit hours into the Credit
Hours and Billing Hours fields. This information is brought from the catalog.

If the course is a Variable Credit Hour Course, the credit hours for this specific section need to be
entered into the Credit Hours and Billing Hours fields.

***The credit hours MUST BE ENTERED for variable credit hour sections.***

The Special Approval field will be used in place of the restriction “Permit needed from
department”. Double click (or press F9) in this field to access a list of existing Approval codes.
Students will not be able to register for these sections unless a registration override is given.

Click the Save button (or press F10). The CRN will be created once you save.

Click the X’ to Exit (or Ctrl Q).

If you are adding/updating several sections, click the Start Over button to navigate to the Key Block.
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Adding an Online Section of a Course

Follow the instructions for Adding a Section of a Course, and create the section you wish to add as an
online course until you've entered the Schedule Type in step #11.

After the Schedule Type has been entered, and you have tabbed to the next field, this field may have
automatically been populated with TR. Type over the TR updating this field to one of the Instructional
Method Validation codes for online courses (IA, IS, HYA or HYS). If you are not sure which code to use,
click on the search arrow next to the Instructional Method field (or F9) for a full list of Instructional Method
Validation codes and their descriptions.

Continue Adding a Section of a Course through step #17.

If the course you have entered is a Hybrid (HYA or HYS) course, you will also need to populate the
Attendance Method field.

= CLASS IMDICATORS

Prerequisie Check Basic or None CAFP Degreeiiorks Daily Contad Hours Long Title

Adedhosd
CEL Inchicalor «*| Prinl Comments

ink kdentifie w' Gradabls Syllabus

Fae Waneer

Weskly Contacl W Wiee
Hours R e
arel Self
SETWCE

LAETE R

Click the search arrow next to this field (or F9) to view a list of Attendance Accounting Method codes.
Select the percentage range that best represents the amount of time and primary method of online
instruction for this course section. Keep in mind that the Hybrid entry HYA - Hybrid: F2F & Online
(Async), should correspond with one of the A1 — A4 Attendance Method options and the HYS — Hybrid:
F2F & Online (Sync) entry should correspond with one of the S1 — S4 Attendance Method options.

11



10.

11.

12.

13.

14.

Attendance Accounting Method Code Validation (STVACCT) %
Inclicabor

Contact Hours Critena [ |

Contact Hours Nl Code Description Weekly Daily Independent Study

Indicator Al 1-25% Online-1& prmary

A2 26-50% Onling-IA prirmary

= CLASS INDICATORS Al 51-75% Onling-IA prirmary
Ad T6-09% Online-lA prirmary

Prerequisibe Chedk Bas 23| 1-25% Online-15 pramarny Lo
berthnd 52 26-50% Onling-15 prirmary
53 51-75% Onling-15 prirmany

CEl Comr
54 T6-99% Onling-15 prirmany

Lirik | niiier Syllat

< >

Adiendance Melhod

Record 1 of B

.:I.L-.Ikh. ;.:.-.I I:IILI W ﬁ
Houwrs

Click the Save button (F10).
Perform a Next Block/Section (Alt Page Down).

You are on the Section Enrollment Information tab. Enter the enrollment, waitlist (if, necessary) and
projected enrollment.

Click the Save button (F10).

Perform a Next Block/Section (Alt Page Down).

You are on the Meeting Times and Instructor tab. If this is an Internet Synchronous (IS) course, double
click in the Meeting Time field to access the pre-set meeting times and select (by double clicking the
highlighted time slot) the time slot the section is scheduled for. *times are in 24 hour format* or tab
through the start and end dates and click the day(s) of the week and enter the meeting time manually on

the Meeting time form. (If the course is Internet Asynchronous (lIA), tab through the start and end
dates, leave the day/time and building/room fields blank. Hours per week may need to be added.)

Tab over to the Building field and enter ONLINE, tab again to the room field and enter INTERNET for
Internet Synchronous sections only.

Click the Save button (F10).

Proceed with following instructions on Assigning an Instructor.

12



Entering Maximum Enrollment
(If you have already accessed the section, start with Step # 5)

Access the Schedule Form (SSASECT).

Enter the term code in the Term field in the key block.

P w dp R

X @ellucian  Schedule SSASECT 9.3.25 (BANPROD)

Term: 202280 CRN: 17037 Subject: CEGR

Course Section Information Section Enroliment Information Meeting Times and Instructor

Enroliment Details

Course: 6991

Reserved Seats

¥ ENROLLMENT DETAILS

Actual
Remaining

Registered

Census One

Enrollment Count

Census Two

Enroliment Count

Waitist Maximum * |

Add Authorization Registration Dates

Calculated Section ~ 08/22/2022
Start Date

0 Waitlist Actual

5 Waitlist Remaining

Pending Finalization Waitlisted

+ Authorization Codes Active for Section Generated Credit Hours ~ 0.000
0
0

Add Authorization

Start Date

Title: Graduate Master Thesis

Section Preferences

0|

0

o

Pending Finalization

Freeze Date

Freeze Date

09/02/2022

Projected *

Prior

Waitlist Notification
Ending Date

B Aop

5
0

Reserved

B RETRIEVE

Tab to the CRN field and enter the Course Reference Number you want to update.

Insert @ Delete

&5 RELATED

£ TOOLS

Start Over

¥a Copy Y, Filter

Perform a Next Block/Section (Alt Page Down) or Click on the Section Enrollment Information tab.

5. Enter the maximum number of students you want to allow to register for this section in the Maximum
field. *** If the maximum enrollment is left as zero, a room will NOT be assigned to the section during
the room assignment process. The max enroliment must be entered if a room is required. ***

6. Enter the projected enrollment for this section. This number represents the number of students
expected to enroll in the course and may be different from the maximum enrollment.

X  @ellucian

Term: 202280 CRN: 17037 Subject: CEGR

Course Section Information Section Enroliment Information Meeting Times and Instructor

Reserved Seats

Enroliment Details

~ ENROLLMENTDETAILS

Maximum *

Actual
Remaining

Registered

Census One
Enroliment Count
Census Two

Enroliment Count

Schedule SSASECT 9.3.25 (BANPROD)

Course: 6991

E Waitlist Maximum * \
0 Waitlist Actual
5 Waitlist Remaining
Pending Finalization Waitlisted
+ Authorization Codes Active for Section Generated Credit Hours 0.000

0

0

Add Authorization Registration Dates

Calculated Section

Start Date

08/22/2022 Add Authorization

Start Date

7. Click the Save button (or press F10).

Title: Graduate Master Thesis

Section Preferences

9

0
0

Pending Finalization

Freeze Date

Freeze Date

09/02/2022

ADD

Projected * \ 5

Prior

Waitlist Notification

Ending Date

Reserved

B RETRIEVE

&%, RELATED

Start Over

£ TooLs

Insert @ Delete ¥ Copy . Filter

If you are adding/updating several sections, click the Start Over button to navigate to the Key Block.

13



Adding Waitlist to a Section

(If you have already accessed the section, start with Step # 5)

Access the Schedule Form (SSASECT).
Enter the term code in the Term field in the key block.

Tab to the CRN field and enter the Course Reference Number you want to update.

A wodp e

Perform a Next Block/Section (Alt Page Down) or Click on the Section Enrollment Information
tab.

5. Enter the maximum number of students you want to waitlist in the Waitlist Maximum field.

X  @ellucian  Schedule SSASECT 9.3.25 (BANPROD) ADD [B RETRIEVE gL RELATED ¥ TOOLS
Term: 202280 CRN: 17037 Subjest: CEGR  Course: 6991 Title:  Graduate Master Thesis ( statover )
Course section Information. Meeting Times and Instructor _ Section Preferences
Enroliment Details Reserved Seats
¥ ENROLLMENTDETAILS Insert @ Delete  ¥m Copy ¥ Filter

Maximum * Waitlist Maximum * \ 0 - Projected * 5]

Actual 0 Waitlist Actual 0 Prior 0
H Remaining 5 Waitlist Remaining 0 Reserved
Registered Pending Finalization Waitlisted Pending Finalization

+ Authorization Codes Active for Section Generated Credit Hours ~ 0.000
Census One
Enroliment Count 0 Freeze Date  09/02/2022
Census Two

Enroliment Count 0 Freeze Date

Add Authorization Registration Dates
Calculated Section ~ 08/22/2022 Add Authorization Waitlist Notification

Start Date Start Date Ending Date

6. Click the Save button (or press F10).

If you are adding/updating several sections, click the Start Over button (or F5) to navigate to the Key Block.

Waitlist FYI::

Can be added to any individual section of a course

Holds a spot for a student in a closed course if a seat becomes available

Does not mean the student is registered for the class

Does not add more seats to a course’s maximum enrollment

The general guideline is a maximum of 10% of the enrollment in the class. This number can be
modified based on the turnover of seats in the class during registration.

DO NOT issue registration overrides (PERMIT or AUTH) when there is a Waitlist Maximum
populated.

0O O O O O

o

14



Assigning a Meeting Time
(If you have already accessed the section, start with Step # 5.)

M Schedule SSASECT 9.3 (BANTEST) 4 =] o RELATED ¥ TooLs

Start Ower

Term: 201780 CRN: 17832 Subject: POLS  Cowrse: 3010 Titbe: Topacs in Amer Pol or Fub Admn

Course Section Information Fection Enrallment Infermation Meating Times and Instrucier Fection Preferences

Scmsva Pt
Masting Location and Credits

~ SCHEDULE ER Insert [ Delate Wy Copy W Filler

Mesling Time Mesting Type Start Date = End Duates * Momnday Tuesday Wednesday Thuraday Friday Bat
[ clas u| u| O O O
£ >
Racord 1ol 1

* INETRITOR PN incart ™ oh P (™ w

Access the Schedule Form (SSASECT).
Enter the term code in the Term field in the key block.
Tab to the CRN field and enter the Course Reference Number you want to update.

A w DN PR

the Meeting Time and Instructor tab.

5. Double click in the Meeting Time field to access the pre-set meeting times. *times are in 24 hour
format

Meating Time Coda Validaton STYMEET 9.3 (BANTEST)

= MIBETING TIME SODE VALIDATION Yinser [ Delele Mg Co . Filter | |
Code * Mon Tue Wed Thu Fri Sat Sun Begin Time End Time
|o1 | E O 4 O O O O 800 95
02 o v 430 15
= v = 1100 1215
04 ] " 1230 1345
05 o v 1400 1515
08 w o 1530 1845
[ o w 170 181
og ~ v 400 kL
0g ~ Bl 930 1045
10 ~ = 1100 1215
11 ' ' 1230 1345
12 w' W 1400 1515
13 o o 1530 164
14 ~ bl 1700 181
15 ] " | 1830 1845
16 o v HION 7115
17 " 7 1830 1045

Perform three Next Block/Sections to navigate to the Meeting Time and Instructor window or Click

15



6. Double click on the meeting time that the section will be scheduled. This will automatically fill in the
days and time.

7. If the meeting days and times are not included in the pre-set meeting times or you just prefer to
manually enter the meeting time, then:

a. Tab through the Start Date and End Date fields, which will automatically fill with the term dates.
b. Click the box(es) under the days of the week indicating the day(s) the class will be offered.
c. Type inthe Begin Time and End time in the indicated fields.

8. If the section has Multiple Meeting times (MMP), perform a Next Record (Down Arrow) to enter the
second meeting time on the next line.

9. If the section should be listed as TBA or FOOTNOTE tab through the Start Date and End Date fields,
which will automatically fill with the term dates, click on the day(s) of the week and enter the time,
then enter NONE in the building field and TBA or FOOTNOTE in the room field. If the section is
internet synchronous (IS), tab through the Start Date and End Date fields, which will automatically fill
with the term dates, click on the day(s) of the week and enter the time, then enter ONLINE in the
building field and INTERNET in the room field.

10. Click the Save button or (F10).

DO NOT enter a partial meeting pattern. Days entered without meeting time and times entered without
days, are not permitted.

If you are adding/updating several sections, click the Start Over button (or F5) to navigate to the Key Block.

16



Assigning a Building and Room
(If you have already accessed the section, start with Step # 5.)

Access the Schedule Form (SSASECT).
Enter the term code in the Term field in the key block.

Tab to the CRN field and enter the Course Reference Number you want to update.

P W dp R

Perform several Next Block/Sections (about 3) to navigate to the Meeting Times and Instructor
window or click the Meeting Times and Instructor tab. *A meeting time must be entered before a
building and room can be assigned.

5. Verify the correct days and times have been entered, and then click the Meeting Location and
Credits tab or use your TAB key to navigate from the Meeting Dates to the Meeting Location and
Credits tab. The tab will be highlighted when you have successfully moved to the screen.

Schedule SSASECT 9.3 (BANTEST)

Term: 201780 CRM: 17837 Subject: POLS Course: 3010 Tide; Topecs imAmer Pol or Pub Admn

Course Section Information Section Enrollment Information Meeting Times and Instructor Section Preferences
Times and Instruciors Scheduler Preferences

Meeting Dates Mesting Location and Credits
* BCHEDWLE Insart = Dalabe Mg Copy . Filler
Automatic Schedfler Building FRoom Sihedule Type ° Hours par Week ° Owerride Indicator Session Credit Hours  Partition Details
| 250 0,000
< >
Racord 1 of 1

*Note: The room assignment process is centralized. The Office of the Registrar has been tasked with assigning
rooms to the schedule of classes. Therefore, where a room assignment is required on the main campus, the
building and room fields should be left blank. Room assignments at The Dubois Center must be confirmed by
the Dubois Center Operations Team and may be preassigned. Labs and departmentally controlled spaces may
also be pre-assigned; proceed with step 6 below.

6. Tab to the Building field. Enter the building code in the Building field and the room number in the
Room field. If you don’t know the building code, double click in the Building field (or click the search
arrow) to bring up a form that allows you to perform a query to find the building code. If you don'’t
know the room number, double click in the Room field (or click the search arrow) to bring up a form
that allows you to perform a query to find the room number.

***|f you enter a main/uptown campus building code, you MUST also enter a room number.
***|f poth building and room fields are not entered, a room will NOT be assigned by 25Live.
***|f no room is required, and days/times are entered, NONE should be entered into the building field and
TBA or FOOTNOTE should be entered into the room field. The Hours Per Week field must be filled in
and will auto-calculate.

7. When no day, time or room is required on a course section (i.e.: Independent Study, Internet
Asynchronous, etc.), tab through the Start Date and End Date, so the dates populate in those fields.
Continue to tab through to the Hours Per Week field which must be populated with zero.

DO NOT enter a number greater than zero, for course sections without day and times, in Hours Per
Week. DO NOT populate the building and room fields.

17
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10.

11.

12.

If you receive a Room Conflict error message in the Help Line, DO NOT use the override code, this
will cause a room scheduling conflict. You can view the course(s) that are causing the conflict. Click
the Related menu and select Building/Room Schedules (SSAMATX). Use the drop down arrow to
Filter by the term, building and room. Enter the six-digit term code in the blank Term field (a term must
be entered to provide only that particular term’s room scheduling information). Enter the building
abbreviation in the Building field and the room number in the Room field. Click the Go button (or F8,
Execute Query) to see a list of all courses scheduled in that building and room for the term entered.
DO NOT use the override code of T or R. This affects the room scheduling system!

If you received a *Warning* Room capacity is less than maximum enrollment for section
message after entering the room assignment, DO NOT ignore this message. The room is too small to

accommodate the max enrollment number entered. Adjust the max enrollment to the capacity of the
room or smaller OR use another priority assigned room. If you do not know or are unsure of the
capacity of the room, review the capacity information by:

Clicking the arrow over the room field. This takes you to form SLQROOM.

Enter the building code. (Execute query (F8) at this point to see all rooms in that building.)
Enter the room number

Execute Query (F8)

oo oW

Do NOT enter any information in the Auto Scheduler field; it will cause problems with the room
scheduling system.

Click the Save button (or F10).

Click the Previous Block (or Alt Page Up) to take you back to the SSASECT main page.

If you are adding/updating several sections, click the Start Over button (or F5) to navigate to the Key Block.

18



Assigning Room Attribute Preferences

X Schedule SSASECT 9.3.32 (BANPROD)

Term: 202460 CRN: 31405 Subject: [TCS Course: 6162 Title: Knowledge Disc in Database

Course Section Information Section Enrcliment Information Meeting Times and Instructr

+ PARTITION PREFERENCES e 4]
Building/Room Atiributes Validation (STVRDEF)
Code Description
Criteria ‘ Q |
+ ROOM ATTRIBUTE PREFERENCES “ Code | Description Activity Date 0 Settings @31
Code h Description AAl Auxiliary Audio Input 05/05/2023
ALM Active Learning Moveable 06/03/2020
AMB Audio Mixing Board 05/05/2023
AV Do Not Use 03/08/2023
BLCK  Lighting Blackout 04/07/2023
BR Blue-Ray Player 05/05/2023
BYOD  Bring Your Own Device Connect 05/05/2023
CHLK  Chalkboard 01/12/2023
CONF  Confidence Menitor 05/05/2023
FHL Fixed Height Lectern 05/05/2023 2
[1)of3p M ‘ Per Page Record 1 of 48
1. Access the Schedule Form (SSASECT).
2. Enter the term code in the Term field in the key block.
3. Tab to the CRN field and enter the Course Reference Number you want to update.
4, Perform several Next Block/Sections (about 4) to navigate to the Section Preferences tab.
5. Next Block again to navigate to the Room Attribute Preferences. Code field. This is where room
preferences will be entered.
6. If you know the Room Attribute Preference code, you may enter it directly into the field. Press F9 or click

the three search dots to the right of the Code field to access the Building/Room Attributes Validation table.
You may double-click on the attribute code to select it, which will auto-populate the Room Attribute
Preferences Code field. Note: You may enter up to four Room Attribute Preferences.

7. Tab to the Preference Number field (if you have entered the attribute code manually) and enter a
preference number using 01-04. Do not exceed four preferences.
e The order in which the preferences are listed does not matter. If four preferences are listed (01-
04), it does not prioritize the preferences in numerical order.
e In a scenario where there are multiple rooms available, 25Live is going to assign the room with
the most efficient use of space.

8. Save (F10)

Note: When adding Room Attribute Preferences, ensure the attributes that are being added are
necessities. During the room run, 25Live will search for a room based on all preferences listed. All
feature preferences are treated as hard requirements, meaning that the section will only be placed in a
location that has met all listed required location features. Too many feature requirements can drastically
reduce the number of possible locations the section can be placed in. If no location exists, the section will
be listed as “Impossible to Place” and will not receive a room.
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Assigning an Instructor
(If you have already accessed the section, start with Step # 5)

Access the Schedule Form (SSASECT).
Enter the term code in the Term field in the key block.

Tab to the CRN field and enter the Course Reference Number you want to update.

A wodp e

Continue performing a Next Block/Section until you come to the Instructor window (should be 4 Next
Block/Sections).

5. Tab over to the ID field.

3  Schedule SSASECT 6.3 (BANTEST)

Term: 201780 CRAN: 17812 Subjecst: POLS Course; 3010 Title

Courve Sectson |nfermation Section Ervoliment Informatson Mipeting Timen snd Insiriciod Saction Preberences
Temers and Irstructon. Sechaduler Prefersnces
Mawting Dates Mesong Locanon and Credits

* SCHEDULE [+ 8 ra T
Automatic Schadulsr Bullding Riosom Schadule Typs ° Hours par Wask © Owerride Indicator  Session Credit Hours  Partition Details
LC 750 1 000
€ >
Racord 1 of 1
Session Indicator - [} Mams Instrsctionsl Workload Percant of Responsibility Prismary indicator Crve
L4 »
Fecord 1 0f 1

6. If you know the Instructor's UNC Charlotte ID # (number beginning with 800; not the Social Security
Number) you may enter it in the 1D field.

¢ If you do not know the Instructor's UNC Charlotte ID#, click on the Search button (three dots
next to the ID field) to take you to the Faculty/Advisor Query form (SIAIQRY).

e Perform a Next Block/Section (Alt Page Down) or click the ‘Go’ button to perform a search for
the Instructor’s ID#.

¢ You may search by any of the filters provided. First and Last name would probably be the most
likely filters. Enter the Instructor’s first and last name or partial name, using a % wildcard.

20



¥ Faculty/Advisor Query SIAIQRY 9.3 (BANTEST)

Term: 201780 Faculty: idvizor: Category: Staff Type: Contract Type: Tenure Status:  Status:
* FACULTY/ADVISOR QUERY H- a2 s L
Q
|Last Name w| [contains | | Trainer
[Fir:l: MHame L II: ontains ?l |.J-aai

|Add Ancther Field ... |

" Clear Al ﬁ

e Then, F8 to Execute Query.

¢ When you have found the instructor ID# you want, you can copy the ID#, Click the X (top left
corner) or File/Exit (Ctrl Q) which will take you back to the Meeting Times and Instructor tab
and paste the ID # in the instructor ID field.

Term: J01780 CRM: 17833 Subject  AAHP Course: 3001 Titke: Honors Seeminar in Dance m

Course Section Information Section Enrcliment Information Meeting Times and Instructor Section Preferences

Times and Instructors Scheduler Preferences
Msoting Dates Masting Location and Cradits

* SCHEDULE + — "m T
Meeting Time Meeling Type Start Date * End Dats * Manday Tuesday Wednesday Thursday  Friday Sab
CLAS | U H L 0
L4 >
Record 1 of 1
= METRUCTOR Insert [ Dedete By Copy T Filler
Session Indicator * [} Name Instructional Waorkload Percant of Responsibility Primary Indicator O
m BO1039Z | ... | Trainar, Joo 0000 100 Ed
L4 >
Record 1 of 1

7. To add additional instructors, insert a new record by clicking the Insert button (F6) or Next Record
(down arrow key) and repeat from Step # 5.

8. If more than one instructor is entered, only one instructor may be checked as Primary Instructor in the
Primary Indicator field. The Primary will be listed first in the public view of the schedule and will be
the only instructor permitted to issue electronic overrides. The numbers in the Percent of
Responsibility and Percent of Session fields should both total 100% each.

9. If noinstructor has been assigned to teach this section, you should leave the Instructor window
blank. TBA will appear in the Instructor column on Banner Self-Service.

10. If you receive an “Instructor schedule conflict” error message in the Help Line, please remove the
instructor. This message indicates the instructor is scheduled to teach another section at the same
time. See SIAASGQ (Faculty Schedule Query — page 17) to review the instructor’s schedule.

11. Click the Save button (or F10).
12. Click the Next Block/Section button (or Alt Page Down) 3 times to take you back to SSASECT.

If you are adding/updating several sections, click the Start Over button (or F5) to navigate to the Key Block..
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Faculty Schedule Query

x Faculty Schedula Query S1AASG0 9.3 (BANTEST)

Term: I| ] = = ] o

Ged Started: Fill out the fislds abowe and press Go.

1. Access the Faculty Schedule Query form (SIAASGQ).
2. Enter the term code in the Term field in the key block.

3. Enter the faculty 800 ID # in the ID field.
4. Click Go or perform a Next Block/Section (Alt Page Down).

5. This will show all sections this faculty is scheduled to teach in that term, if any.

Faculty Schadule Query SIAASG0 9.3 (BANMTEST)

Term: 201780 ID: 801030224 Trained, Jo
* FACULTY SCHEDULE QUERY -+ [T - Fa Copy V. Fillor
CRMN Subject Course Section Session Humber Start Date End Date Man Tue Wed
'_m | KNES 2204 002 0 oa212007 12062017 E4 | £
17910 LCOH 1000 050 01 0812172017 1200872017 v ]
17015 NURS 3805 B0 0 082172017 120082017
< >
Riecord 10f 3

6. Click the X’ to Exit or (Ctrl Q).
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Using the Faculty Assignment Form (SIAASGN)

*You will maintain continuous access to the Faculty Assignment form SIAASGN throughout the
semester to update the instructor assignment on a course section.

Adding an Instructor

1.

7.

Access the Schedule Form (SIAASGN).

» Facully Assignment SIAASGN 9.3 (BANTEST)

Gt Started: Fill out the fielkds above and press Go

Enter the instructor’s 800 ID number in the ID field. The instructor’s full name will automatically
populate next to the ID field. (Verify that you have accessed the correct instructor.)

Enter the term code in the Term field.

Perform a Next Block/Section or ‘Go’. (If the instructor already has assigned sections in the term
entered, the sections will be viewable upon performing a Next Block/Section.)

If the instructor already has assignments, perform a Next Record (down arrow) until you have come
to a blank record. Alternatively, you may click the Insert button (or F6) to insert a new record.

Enter the CRN of the section that you wish to add to the instructor’s assignment. (The cursor will
already be flashing in this field.) The complete section information will automatically populate when
the CRN is entered.

Click the Save button (or press F10).

*If you are replacing one instructor with another, you must remove the existing instructor first before
adding the new. (Follow instructions for Removing an Instructor first.)

Removing an Instructor

1.

2.

Access the Schedule Form SIAASGN.

Enter the instructor’s 800 ID number in the ID field. The instructor’s full name will automatically
populate next to the ID field. (Verify that you have accessed the correct instructor.)

Enter the term code in the Term field.
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4. Perform a Next Block/Section. The instructor’'s assignments should appear. If the instructor has
more than one assignment, use the left and right arrows to navigate and highlight the course section
you want to remove the instructor.

5. Click the Delete button (or SHIFT F6).

6. Click the Save button (or F10).

Adding an Instructor to Cross-listed Sections

1. Follow steps 1-5 on “Adding an Instructor” on page 40.

2. Click the Insert button (F6) to add a blank record. Then, add the CRN.

3. Check the “Override Conflicts” box. (Continue step 2-3 for each CRN in the cross-listing.)
4. Click Save or (F10)

* Only the second CRN, and those after, need the “Override Conflicts” box checked. The first CRN
should not be checked.

Adding Multiple Instructors

1. Follow steps 1-5 on “Adding an Instructor”.
2. Tab two (2) times to the “Percent Responsibility” field.

3. Insert the percentage of the work load this instructor will have responsibility over.
*Note: the total percentage for all instructors should equal 100%.

4. Tab one (1) more time to the “Percent of Session” field.

5. Insert the percentage of the session this instructor will have control of.
*Note: the total percentage for all instructors should equal 100%.

6. If this instructor will be the Primary Instructor, check the “Primary Instructor” box.

7. Save (F10).

8. Perform a Rollback (F5) or click the Start Over button.

9. Enter the second instructor’s 800 ID number. (Follow steps 1-5 on “Adding an Instructor”.)
10. Follow steps 2-6 above.

11. Click Save (F10).
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Deleting a Section (before schedule is published to students)
(If you have already accessed the section, start with Step # 5.)

Access the Schedule Form (SSASECT).
Enter the term code in the Term field in the key block.

Tab to the CRN field and enter the Course Reference Number you want to delete.

AP W Ddp R

Perform a Next Block/Section.

Q % University of Morth Carolina at Charlotte (BANTEST) ﬂ MMWILSO1 B Sign Out ?

Schedule SSASECT 8.3 (BANTEST)

Term: 201780 CRM: 13285  Subject: ACCT Course: 2121 Tithe: Principles of ACCT |
Section Enroliment information  Mesting Times and | Saction Prat
- GOURSE SECTION INFORMA TION Insert [ Dekete g Gopy T Filler
Subject ACCT | -- | ACCOUNTING Campus * | M == | Man/Uptown Centar Guade MMade
Courss Mumbe=r 2121 Status ® | A [~ Active Session
Title | Principlas of ACCT | Schedule Type  LC |==| Leclurs Special Approval
Section ™ | (01 [ Instructionsl kethod TR == | Fate-bo-Faoe Insinaction Diuratian
Coross List niegration Partiner | BB e | COUSE Managemand Sysbam [ orwer]
< >
* CLASS TYPE +| i - | FgCopy T,

Traditional Class
Pait al Term 1 [ a2 1 20201 7 16

Open Learning Class

5. To determine if any students are enrolled, click on the Section Enrollment Information tab, then the
Enrollment Details tab. The number of enrolled students will show in the Actual field. If no students
are enrolled, return to the Course Section Information and;

6. Perform a Previous Block to return to the main SSASECT form.

7. Click the Delete button (or Shift F6).

8. Click the Save button (or F10).

9. Click the ‘X’ to Exit (or Ctrl Q) to take you back to the General Menu.

If you are adding/updating several sections, click the Start Over button (or F5) to navigate to the Key Block.
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Updating an Existing Section

(If you have already accessed the section, start with Step # 5.)
1. Access the Schedule Form (SSASECT).

N

Enter the term code in the Term field in the key block.

3. Tabto the CRN field and enter the Course Reference Number you want to update.

Q 1’ University of North Carolina at Charlotte (BANPROD) e o & sign Out ?

Schedule SSASECT 8.3 (BANPROD)

Lopy CHN

i Creale CEN

Gt Started” Fill out the felds. above and press Go

4. Perform a Next Block/Section (or Alt Page Down).

5. Update the section information. To change a section number (even if the section is cross-listed),
enter the new section number.

Note: When registration has begun, section numbers may not be changed if there are registered
students.

6. Click the Save button (or press F10).
7. Click the X’ to Exit (or Ctrl Q) to go back to the General Menu.

If you are adding/updating several sections, click the Start Over button (or F5) to navigate to the Key Block.
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Searching for a section

1. Access the Schedule Query Form (SSASECQ) either from the General Menu or by accessing
SSASECT and double clicking in the Course Ref Number (CRN) field or press F9 while in the field or
press the search button to the right of the CRN field.

2. Enter the term code if you would like to search in a specific term. Leave the ‘Term’ field blank to
search for a course section in all available terms.

X @ eucee  Soeedde Secen Geeny SRAS OO S D EARFEH LD o

- | — || — | — : :

3. Click on the down arrow next to ‘Add Another Field’ to access section search criteria (Subject, course,
section, etc.). Each time you click a search criteria option a new filter will appear and allow you to
add additional criteria options. Populate the blank field(s) with your specific search criteria.

4. Click the Go button (or press F8 or press ENTER) to search for sections that match the criteria you
selected.

5. Select the section you want by double clicking on the CRN or highlight the section and click the
Select button to enter the information on the SSASECT form.
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Web Options for Sections
(If you have already accessed the section, start with Step # 5)

1. Access the Schedule Form (SSASECT).
2. Enter the term code in the Term field in the key block.

3. Tab to the CRN field and enter the Course Reference Number you want to update.

4. Perform a Next Block/Section (Alt Page Down).

5. Enter the status code of R (Reserved) in the Status field.

¥  Schedule SSASECT 9.3 (BANTEST)

Term: 201780 CRM: 17832  Subjestz POLS Course: 3010 Tigle:  Topics in Amer Fol or Pul Admn
Course Section Information Section Enrollment Information Mesting Times and Instructer Section Preferences. A
= COURSE SECTION INFORMATION Insert [ Delete WgCopy W, Filler
Subject  POLS |« | POLITICAL SCIENCE Campus™ |M [ = MainUploan Coenbar Grade Mode
Course Humbsr 3010 - Shatus * . | Rgservad Seszion
Tile | Topics in Amer Pol or Pub Admn Schedule Type LG I . | LECIUNE Special Approval
Sachon ™ | Mk - Inatructional Method TR .=« | Faop-lo-Faok Inslnicion Duration
Croas List .--- Irrlegration Farines [ e Ol T
< >
= CLASS TYPE +] =] s Y_Filt
g s

6. If the section Status is Reserved, the section will not be listed in the “Look-up Classes to Add” section
on the web and will not be available for registration on the Web. Reserved sections should not have
a room assignment.

7. Click the Save button (or F10).
8. Click the X’ to Exit (or Ctrl Q) to take you back to the General Menu.

If you are adding/updating several sections, click the Start Over button (or F5) to navigate to the Key Block.
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6.

X

Adding Section Comments (Footnotes)
(If you have already accessed the section, start with Step # 5)

Access the Schedule Form (SSASECT).
Enter the term code in the Term field in the key block.

Tab to the CRN field and enter the Course Reference Number you want to update.

Perform a Next Block/Section (Alt Page Down)

Select Course Section Comments (SSATEXT) from the Related menu.

Schedule SSASECT 8.2 (BANTEST) i = S RELATED

Elective Afiribule Pool [SSAPCOL]
Sacton Enrcdiment Information Mesting Times and Instructor Saction Prefersmn
FORMATIC Speciic Section Allribute [SSASATR]
Course Section Detail [SSADETL]
Schedule Restrictions [SSARRES)
Schedule Pre-requisites [SSAPREQ)

@iecrﬂn Comments [SSATEXT]

Cross List Definitions [SSAXLET)

Schedule Exclusion Rules [SSAEXCL]
Seclion Calendar [SSAACCL]

Course Section Overides [SSACVRR]
Basic Course Information [SCACRSE]

Block Secton Controls [SSABLCK]

Perform a Next Block/Section or click the Go button.
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X Section Comment SSATEXT 9.3 (BANTEST) ' i - ¢ To0is

) Start Over
Term: 7017TR0 CRM: 17837 Swbject POLS Cowrse: 3010 Tide: Topics in Amear Polor Pub Admn
= BECTION TEXT + = ry v | T
Section Text °
Record 1 of 1
* SECTIOM LONG TEXT ERinsert (@ Delete Wy Copy W Filtar
¥

Secton Long Text

7. Enter Course Section Comments into the Section Text or Section Long Text area, but not both.
Only Section Text will display on the web if you enter notes in both.

Comment Examples: “This course will meet on Tuesdays, in the third floor conference room.” or “This
is a Hybrid section. Exams throughout the term will be held online. The Final exam will take place on
main campus.” or “Majors only. Departmental approval required.”

Note: Each line of Section Text area only allows 60 characters. The broken word or line will
appear correctly on the web. The Section Long Text area allows for wrap-around text, and will
allow use of cut/copy and paste editing.

8. Click the Save button (or F10).
9. Click the Exit button (or Ctrl Q) to take you back to SSASECT.

If you are adding/updating several sections, click the Start Over button (or F5) to navigate to the Key Block.
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Adding a Section Long Title (Topics courses, LBST)
(If you have already accessed the section, start with Step # 5.)

Access the Schedule Form (SSASECT).

Enter the term code in the Term field in the key block.

Tab to the CRN field and enter the Course Reference Number you want to update.
Perform a Next Block/Section.

Select Section Syllabus Form (SSASYLB) from the Related menu.

B EATED

%  Schedule SSASECT 8.3 (BANTEST)

Schedule Exclusion Rules [SSAEXCL)
L oliment Infermation Mesting Tim vl InSTruct: Section Preferer Seclion Calendar [SSAACCL]

Course Seclion Ovemides [SSADVRER]

Basic Course Information [SCACHSE]

Block Section Controls [SSABLCK

lerm Control Rules | S0 TERRM|

Seclion Syllabus Farm [SSASYLB]

Cpen Leaming Section Defaull Rules
[SOADRUL)

Seclion Processing Rules [SSARLULE]

In the Section Long Title field for a topics course, enter the title of the course and the long title of the
section separated by a colon. (example: Topics in English: British Literature in the 1900’s). **All

topics courses should have a long title. LBST long title example: Arts & Soc: Dance (DANC). The Long

Title appears as the title of the section on Self-Service and on student’s transcripts.
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¥ Section Syllabus SSASYLE 9.3 (BANTEST) S RELATED  KF ToOLS

Start Over
Term: JO1780 CRM: 17832 Subject POLS Course: 3010 Course Title:  Topics in Amer Pol ar Pub Admn

Long Title and Learning Objectives Required Materials and Technical Requiremants ~

= SECTION LOMG TITLE Einsed (@ Dalete Wy Copy . Filter

= Copy

B

Sechon Long Tile |1-:||:ucs. n Amer Pol of Pub Admnd The Politics of Taxing, Spending and Deficits

L]

URL 1

= LEARNING GBJECTIVES ENinser [ Deleta  Wg Copy | W Filt

= Copy

7. Click the Save button (or F10).
8. Exit (or Ctrl Q) to take you back to SSASECT.

If you are adding/updating several sections, click the Start Over button (or F5) to navigate to the Key Block.

32



Viewing Section Degree Attributes
(If you have already accessed the section, start with Step # 5)

Access the Schedule Form (SSASECT).

Enter the term code in the Term field in the key block.

1
2
3. Tab to the CRN field and enter the Course Reference Number you want to update.
4. Perform a Next Block/Section (Alt Page Down).

5

Select Course Section Detail (SSADETL) from the Related menu.

M  Schedule SSASECT 9.3 (BANTEST) i = % RELATED m
el

Specific Section Atlribute [SSASATR]

Cowrse Section Detail [SEADETL]

Schedule Restrictions [SSARRES)

Schedule Pre-requisites |':_-.-5-|'1|.|'-"|'-€|-[]_|
Course Section Comments l':t"%.ﬁ TEX T:
Cross List Definitions [SSAXLST]

schedule Exclusion Rules |SSAEXCL|

6. Perform a Next Block/Section 4 times to take you to the Degree Program Attributes block or click
the Degree Program Attributes tab. The codes in the Attribute field have been brought from the
catalog. This field is view only. No changes should be made in the Degree Program Attributes block.

M Schedule Detall SSADETL 9.3 (BANTEST)

Term: J01TE0 CRAN: 12903 Subject POLS Course: 3010 Te: Topics in Amer Pol or Pub Admn

Suction Links and Corequisites  Section Faes Contract and Block Scheduls infarmation

= DEGREE PROGRAM ATTRIBUTES Insert @ Delote W Copy W Filter
Attribute - Description
_F-I'l'l'RI | Wiriting Inlngive Reduirsmen

Record 1 of 1

7. Click the Exit button (or Ctrl Q) to take you back to SSASECT.

If you are adding/updating several sections, click the Start Over button (or F5) to navigate to the Key Block.
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Viewing Section Restrictions (SSAPREQ)

(If you have already accessed the section, start with Step # 5)

Pre-requisite Courses
1. Access the Schedule Form (SSASECT).

Enter the term code in the Term field in the key block.

Perform a Next Block/Section (Alt Page Down).

2
3. Tab to the CRN field and enter the Course Reference Number you want to update.
4
5

Select Course Pre-requisites (SSAPREQ) from the Related menu.

M  Schedule SSASECT 9.3 (BANTEST)

Q

RELATED TOOLS
=

Ay

Elective Atiribute Pool [SSAPDOL)

Specific Section Attribute [SSASATR)

Course Section Detail [SSADETL]

Schedule Restrictions [S5ARRES]

@E‘ Pre-requisites [SSAPREC)

Course Section Comments [SSATEXT]

Cross List Definitions [SSAXLEST)

6. Perform 2 Next Block/Sections to take you to the Section Test Score & Pre-requisite Restriction
block. The information in these fields has been brought from the catalog. These fields are view only.
No changes should be made to the Section Test Score & Pre-requisite Restriction block.

¥ Schedule Prerequisite and Test Score Restrictions SSAPREQ 9.3 (BANER

Term: 201780 CRM: 12803
Zaction Information Section Test Scors and Prerequisite Resirictions
= SECTION TEST SCORE AND PREREQUISITE RESTRICTIONS

AndiOr T Test Code Test Score Subject Course Num... Level
UWRT 1101 UG

= SECTION CAPP AREA PREREQUNHTE RESTRICTIONS

Brea © Description

7. Click the Exit button (or Ctrl Q) to take you back to SSASECT.

R insert @@ Delete WgCopy ¥, Filter

Grade

Concurrency

O (Mona)

i o

Mans

Record 1 041

If you are adding/updating several sections, click the Start Over button (or F5) to navigate to the Key Block.
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Viewing Section Restrictions (SSADETL)
(If you have already accessed the section, start with Step # 5.)

Co-Requisites
Access the Schedule Form (SSASECT).

Enter the term code in the Term field in the key block.
Tab to the CRN field and enter the Course Reference Number you want to update.

Perform a Next Block/Section.

a > w0 nNoRE

Select Course Section Detail (SSADETL) from the Related menu.

M  Schedule SSASECT 9.3 (BANTEST) i ] S RELATED m
el

Specilic Section Atlribute [SSASATR]

Course Section Detail [SEADETL]

Schedule Restrictions [SSARRES)

Schedule Pre-nequisites |SS£\PI’-€I—(]]
Course Saction Comments l':t"%.ﬁ TEX T:
Cross List Definitions [SSAXLST]

Schedule Exclusion Rules [SSAEXCL)

6. Perform a Next Block/Section 2 times to take you to the Co-Requisites block. The information
entered in the Course Reference Number, Subject, Course, and Section fields are for section specific
co-requisites.

x Schedule Detail SSADETL 8.2 (BANTEST)

Teem: 201780 CRAN: 12003 Subject: POLS Cowrse: 3010 Tige: Topics inAmer Fol or Pulr Admn

Section Links and Corequisites Section Fees Degree Program Attributes Contract and Block Schedule Infermation
= SHCTIOM LINKS Insert Bl Delate g Copy T, Filter

Link Connéctor *

Record 1 of 1

CRMN ~ Subject * Course - Section *

Riscord 106 1 |

|
7. Click the Exit button (or Ctrl Q) to take you back to SSASECT.

If you are adding/updating several sections, click the Start Over button (or F5) to navigate to the Key Block.
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Viewing Section Restrictions (SSARRES)
(If you have already accessed the section, start with Step # 5.)

College Restrictions
Access the Schedule Form (SSASECT).

Enter the term code in the Term field in the key block.
Tab to the CRN field and enter the Course Reference Number you want to update.

Perform a Next Block/Section.

a > w0 nNoRE

Select Course Section Restrictions (SSARRES) from the Related menu.

%  Schedule SSASECT 9.3 (BANTEST) d ; a FELATED

Q ~
Eleciive Aftribaute Pool [SSAP0O0L)

Spedific Section Aftribute [SSASATR)

Course Seclion Detail [SSADETL]

Schedule Restrictions [SSARRES]

Schedule Presrequisiles [SSAPREQ])

Course Seclion Comments [SSATEXT]

6. Perform a Next Block/Section to take you to the Department Restrictions block. The information
in the Include/Exclude and Department fields has been brought from the catalog. No changes
should be made to the Department Restrictions.

M  Schedule Restrictions SSARRES 9.3 (BANTEST) 4] =

Start Over

Tem: 201TB0 CRN: 12000  Subjeet: POLS Cowrss: 3010 Tite Topics in Amer Pod of Pub Admn

WNICHINEY EXCIB0R (Ins) © ) INCIKE (B CXOU0e

=

Racord 1 of 1

= FIELD OF STUDY RESTRICTIONS ER Insert [ Dalate ¥gCopy T, Filter
inchudeExchude (E)* (@) Incude () Exchade [ ]An Type  MAJOR Major
Fi=id
o
Study
Types
L >
Code Description
_F'OL5| | Podifical Science
Hecord 1 of 1

7. Click the Exit button (or Ctrl Q) to take you back to SSASECT or continue.
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8. Perform a Next Block/Section to take you to the Field of Study Restrictions block. The information in
the Include/Exclude, Type and Code fields have been brought from the catalog. No changes should be
made to the Field of Study Restrictions.

M Schedule Restrictions SSARRES 9.3 (BANTEST) 4] =

Start Over

Term: 201TB0 CRN: 12803  Subject: POLS Cowrss: 3010 Tide lapics in Amer Pol of Pub Admn

INCHIDE EXCIOR (i)~ |_) INCAIE (B EX0U0E

P
Departrment Description
Racord 1 of 1
Inchide Exclude () * (®) Inchade () Exchude []an Type  MAJOR [ | Maor
Fimid
of
Study
Types
£ 3
Code Description
[POLS| Political Science
Fecord 1 of 1

9. Click the Exit button (or Ctrl Q) to take you back to SSASECT or continue.

10. Perform a Next Block/Section to take you to the Class Restriction block. The information in the
Include/Exclude and Class fields have been brought from the catalog. No changes should be made to
the Class Restriction block.

) 4 Scheduls Restrictions SSARRES 9.3 (BANTEST)

Term: 201780 CRN: 13803 Subject: POLS Course: 3010 Tigle: Topics in Amar Polor Pub Admn

Departmant and Field of Study Dagres and Program Campus and College Student Attribute and Cohart

IncludeExciude (1E}* () Include (o) Exclude

Class Description

Resciord 1 of 1 [

= LEVEL RESTRICTIONS Cirsel = i ra T

InclisdeExcisde (E} " () Include () Exchude

Level Description

Record 1 06 1
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11. Click the Exit button (or Ctrl Q) to take you back to SSASECT or continue.

12. Perform a Next Block/Section to take you to the Level Restrictions block. The information in the
Include/Exclude and Level fields have been brought from the catalog. These fields are view only. No
changes should be made to the Level Restrictions block.

b4 Schedule Restrictions S5ARRES 9.3 (BANTEST)

Term: 201780 CRN: 13803 Subject: POLS Course: 3010  Tigde: Topics in Amar Polor Pub Admn

Department and Fisid of Study m Dagree and Program  Campus and Collegs  Student Attribute and Cohert
= CLASE RESTRICTIONS Binsert @ Delote ¥y Copy T, Filter

InchsdeExclude (1E}* () Include (o) Exclude

Class Description

Recond 1011 |

IncisdeExcisde (E) " () inclde (@) Excude

Level Description

Record 10§ 1

13. Click the Exit button (or Ctrl Q) to take you back to SSASECT.

If you are adding/updating several sections, click the Start Over button (or F5) to navigate to the Key Block.
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Cross-listing Courses

*Cross-listed & double-booked/multiple use of a room situations are handled the same way in Banner.
However, cross-listed courses should have the same section number where as double-bookings do not
require same section number.

*Courses should only be cross-listed if they meet at the same time, in the same location and in most cases,
with the same instructor. Courses should not be cross-listed to accommodate Canvas. Use the Center for
Teaching and Learning (CTL) website https://canvas.uncc.edu/ to join courses for Canvas purposes.

*The “override” function (O) is used to set up cross-listings. It allows for multiple use of a room. This field is
listed on the Meeting Times and Instructor > Meeting Location tab, under the heading “Override Indicator”.
Entering an alpha O into this field overrides the existing room conflict recognized in Banner. The override
function should only be used when connecting courses. Misuse will cause room-scheduling errors. To
override the instructor’s time conflict, check the box under the heading “Override Indicator”.

1. Each of the courses to be cross-listed (connected) must be built first in SSASECT. (See
“Adding a Section of a Course” information on page 6.)

2. The information related to building, room and instructor should be entered for the primary
course in the series (checking to make sure there are no room or instructor conflicts). Then
you use the “override” (O) function when entering building/room and instructor information for
the other additional courses you are connecting.

3. To perform this connection between courses you need to know the CRN for each course and
their maximum enrollment size.

4. On SSASECT for any course in the cross-listing series, use the Related button, at the top of
the form, and select Cross-List Definitions [SSAXLST].

M Schedule 5SASECT 9.3 (BANTEST) ADI 2 RETRIEV _-ﬁ-. RELATED

y
Elesctive Altribule Poo |-'_-5.:|,P|":|";_|
Specific Section Attribute [SSASATH)]
Course Section Detall [SSADETL)
Schedule Restrictions [SSARRES]

Schedule Pre-requisites [SSAFREQ]

Course Seclion Comments [SSATEXT
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5. The term field will auto-populate. However, if it has not, enter the five digit term code.

6. Click on the search button to the left of the Cross-List Group Identifier field. This will bring
you to SSAXLSQ.

x Schedule Cross List Definthon SSAXLET 9.3 (BANTEST)

Gat Staned: Fill out the fields abowve and press Go

7. Click the drop down arrow next to the search criteria and select term.
8. Enter the five-digit term code in the blank field.
9. Click Go or Execute Query (F8). This will bring up a list all of the cross-list identifier codes

already in use for the term. The bottom portion displays the courses connected by the cross-
list identifier highlighted.

X Schedule Cross List Query SSAXLSQ 9.3 (BANTEST) ] s : ﬁ RELATED ﬁ- TO0OLS
201780 08 36 23 13 |
201780 10 a0 45 45
201780 11 70 f 4
201780 12 45 7 38
201740 13 40 B a2
201780 14 14 7 7
201780 15 a5 17 18
201780 16 75 ., 73
[201780 |17 75 75 o
201780 18 a6 18 18
201780 19 115 105 B
201780 1A 30 16 14

Mo [Toraoke M [20 | Per Page Racord 17 of 585
* CROGE LIST SECTION =+ L= - | la Wg T
CRM Subject Course Section Part of Term Credit Low Credit Indicator Credit High
12360 BIOL 4243 | 1 3.000
12381 BIOL 5243 o 1 3.000

Record 106 2 § o

10. Scroll down to see last two digit code used (*cross-list identifier codes and sequence are
noted below) It is extremely important to be consistent and use the codes in the sequence
stated so that the next user will know what code to use. Randomly selecting codes becomes
labor intensive at the end of the scheduling process.

11. Click the Cancel button or (CTRL Q) to exit SSAXLSQ and re-enter the SSAXLST form.
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12.

13.

14.

15.

16.

17.

18.

19.

Enter the new identifier code in the Cross List Group Identifier field.
Click Go or Next Block/Section (Alt Page Down)

You should be in the Cross List Enrollment block. In the Maximum Enrollment field enter the
collective total maximum enrollment for the cross-listed courses to be connected. *If you enter
a collective max of zero, it will block students from registering for courses and block Schedule

25 from assigning a room if one is needed.

Perform a Next Block/Section.

In the CRN field, enter the primary course in the series that also holds the initial building, room,
and instructor information.

Do a Next Record (down arrow) to enter a CRN number for each additional course being
connected in the group.

Click the Save button (F10).
Click the Exit button or (Ctrl Q) to return to the SSASECT form. Each of your courses will now

have the Cross List Group Identifier code stated in the “Cross List:” field. This code is what
connects the courses.

Removing a Single or Multiple Cross-listed Section:

1.

2.

3.

10.

11.

12.

Access the SSASECT form.

Enter the term in the Term field.

Enter the CRN of the course section you want to remove from the cross-listing in the CRN field.
Perform a Next Block/Section (Alt Page Down).

Access SSAXLST via the Related Menu.

The Term and Cross List Group Identifier should be populated in their respective fields. If not,
enter them now.

Perform two Next Block/Sections so that you are in the Cross List Section block.

Highlight the sections you wish to remove, navigating with the up and down arrow keys (Next
Record/Previous Record).

Perform a Remove Record (Shift F6) to remove a section or repeat steps 8 and 9 to remove
multiple sections.

Perform a Previous Block/Section (Alt Page Up) to navigate to the Cross List Enroliment
block.

Adjust the maximum enrollment to reflect the difference in the section that was removed or
adjust to zero if all sections were removed.

Click the Save button or (F10).
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Viewing Cross-listed Sections:

1. If you have not already accessed the cross listed section, start with steps 1-4 above.

2. Tab (4 times) to the Cross List field.

3. Double-clicking in the cross-list identifier code box or Click the Search arrow next to the box.
This will take you to an inquiry form SSAXLSQ.

4. Perform and Execute Query (F8). The courses connected by code will be displayed at the
bottom of the form.

* You can also do a search on the Schedule Section Query Form SSASECQ to see what courses
are connected by a cross-list identifier code. You can get to this inquiry form by double-clicking in
the CRN field or click the search arrow by the field on SSASECT form. Enter a code into the Cross

List box and Execute Query (F8). This will produce the courses linked in Banner by this cross-list
identifier.

**Note: Simply using the over-ride function in Banner and not connecting courses via the cross-list identifier
code, works in Banner but not in R25. Only the first course would be acknowledged and assigned a room
in R25 and room allocation would be based solely on the maximum enroliment set for this course. You
must use the cross-list identifier to connect courses. Failure to correctly set up cross-listed courses will
affect room scheduling and final exams.

Banner Cross-List Identifier Codes:

The cross-list identifier code is only two digits, therefore, to maximize the use of this field (we had over 400
connected for Fall 2006) and to locate the next code in line to be used easily, a scheme is needed and must
be observed. If you start choosing codes randomly, no one will know what has been used and what is
available without a great deal of difficulty. Therefore, please adhere to the scheme noted below. The
scheme is based on how Banner orders the codes on the SSAXLST form.

First use: 01-99

Then: Al1-A9
Then: AA-AZ
Etc.: B1-B9
BA-BZ
C1-C9
CA-CZ
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Helpful Hints!

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

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

» Continually 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.

» Do not use the override function unless setting up cross-listed courses.
» The only override code that should ever be used is “O” (alpha). Other
codes are available in Banner but are not recognized by the room

scheduling software and will cause problems.

> Double check courses to make sure a maximum enrollment has been set
for the course. Courses set to zero will not be assigned a room.

» When setting up cross-listed courses, make sure all of the courses being
connected have the same meeting time pattern and instructor.

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

» Always enter building and room information when pre-assigning rooms.
Entering a building and no room information interferes with the room
scheduling process. It is interpreted by the room scheduling system as an
error and no room assignment at all is made for the course.

> Review! Review! Review!
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Term Roll Process

The following is a chart reflecting the Term Roll Criteria:

Roll Criteria Does Information Roll? Catalog or Section Level?
Meeting time No Section Level
Instructors No Section Level
CRNs (Course Ref. No Section Level
Numbers)

Co-Requisites Yes Catalog Level
Fees Yes Catalog Level
Degree Attributes Yes Catalog Level
Text No Section Level
Class Restrictions Yes Catalog Level
College Restrictions Yes Catalog Level
Field of Study Restrictions | Yes Catalog Level
Level Restrictions Yes Catalog Level
Cross-List Data No Section Level
Campus Restrictions Yes Catalog Level
Test Restrictions & Yes Catalog Level
Pre-Requisites

CAPP Area Pre-requisites | Yes Catalog Level
Degree Restrictions Yes Catalog Level
Program Restrictions Yes Catalog Level
Section Syllabus (Long title) | Yes Catalog Level
Department Restrictions Yes Catalog Level
Student Attribute Yes Catalog Level
Restrictions

Cohort Restrictions Yes Catalog Level

Points to keep in mind:
e Like terms roll semester to semester. (Example: Spring- 200910 rolls to 201010 and Fall-

200980 rolls 201080.)
e Summer term schedules will.
e Cancelled sections will not roll.
e Courses created using a one-time special approval will not roll.

New subjects/course prefixes approved and implemented for the previous semester will not roll.
Please make note of these courses; they will have to be built for the current semester.

Catalog updates to credit hours for the previous term will not reflect in the current term. Please
make a note to revisit and update these sections. (Example: MATH 1100 was approved to be
changed from a 3 credit hour to a 4 credit hour course during Fall 2020. Sections of MATH 1100
will not reflect the updated credit hour information in Spring 2021)

Campus code, course status, schedule type, instructional method, integration partner, special
approvals, part of term, and course credit (including set variable credit hours) will roll.
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Suggested areas to visit when reviewing rolled sections:

ANRNERAN

<

Make note of the new CRN.

Update variable credit hours, if necessary. This information does roll.

Review Enrollment data and update if necessary.

Enter new meeting times. If the section has no meeting times, you must still tab through
the Start and End dates and enter hours per week. (Do Not populate building/room fields
with NONE TBA for classes that don’t require days/times)

Enter priority room assignment (Building/Room).

Cross-list sections that were previously cross-listed, if necessary. Cross-listed
information does not roll.

Enter Instructor Information.

Re-enter Section Long Title (Section Syllabus Form SSASYLB), if necessary. This
information does not roll.

Re-enter Section Footnotes (Course Section Comments SSATEXT), if necessary. This
information does not roll.
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