Banner Student - Schedule a Section of a Course
Quick Reference Guide

Create a New Course Section

1. Access the Schedule page.
2. In the Key Block, enter the Term, then click Create CRN. Note: To review an already created section, you would enter the
CRN. To copy a section from one term to another or within the same term, click Copy CRN.

3. In the Course Section X @elluclan  Schadule SSASECT 5.3.15 (SMPL) ADD B RETREVE SR RELATED 4% TOOLS
Information section, enter the Term: 202020 CRIE ADD  Sublect:  MATH  Couse: 1104 Tile:  College Algebra [ surowr |
= Course Section Inform stion Section Enrollment Information Meeting Times and Instructor Section Preferences
SUbjeCt’ Course Number and * COURSE SECTIOH INFORMATION Dreet Eookte BaCopy [ Woreinfomation | ¥, Fiter
Section Number. Note: A subiect* [VETH o] MATHEMATICS campus+ (W Tiz) M oraemoce [ )
=_|
section number can be used only Gourse Number {TT2__1~ S L) Acthe A :
. ; ; Tle | Callege Alyehra 3 Sehedule Tme ™ L [s=] Lecture SpecialApproval | e
Once to Identlfy a SUbjeCt/COl'lrse Section * llnl Instruchonal Method Duration | =]
number Comb[natlon [n a term’ Crogs List | Inkagration Partier = || Owarride Duration

with the exception of O (zero) which can be shared by multiple sections.

Enter the Campus Code, Status, Schedule Type, and Instructional Method.

(optional) Enter an Integration Partner code to designate that the section can be used for integration with a third-party
partner system.

Enter the Grade Mode.

Enter a Session code to define the session type.

(optional) Enter a Special Approval code that the students must have in order to register for the section.

(optional) Enter Duration to indicate the time students have to complete the course. Note: Complete this field for Open
Learning sections only.

10.Click Next Section to access the Class Type section.

11.Enter a Part of Term code. The start and end dates are populated from the Term Control page.

ok

© N

@ el I UCIan © 2020 All Rights Reserved | Ellucian Confidential & Proprietary | UNAUTHORIZED DISTRIBUTION PROHIBITED 1



Banner Student - Schedule a Section of a Course

Quick Reference Guide

12.1f entering an Open Learning Class, enter open learning section information including the First and Last Registration
Dates, the First and Last Start Dates and the Maximum Extensions.

13.Access the Credit Hours section
to review the Credit Hour
information which defaulted from
the catalog record for the subject
and the course.

14.Access the Class Indicators
section. This section includes pre-
populated data from the catalog
level, which includes:

e Prerequisite Check Method —
Basic or None, CAPP, or
DegreeWorks.

e CEU Indicator to indicate that
the section is a Continuing
Education course.

¢ Link Identifier to link two
sections that must be taken
concurrently, such as a lecture
section and a related lab
section.
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Quick Reference Guide

o Attendance Method, which is a required field when Drop Roster processing is enabled.

e Weekly or Daily Contact Hours to display the number of hours the section meets per week or day.

¢ Print to indicate whether the class is to be printed on the Class Schedule report.

e Gradable to indicate whether the class section is gradable.

e Tuition and Fee Waiver to indicate whether a class section has the option of being offered for tuition and/or fee waiver
as defined in the Registration Fee Assessment Rules page.

e Voice Response and Self-Service to indicate whether the class section should be available for voice response, and in
Banner Self-Service.

e Long Title to indicate that a long title for this section exists and is part of the section syllabus Information.

e Comments to indicates whether comments exist for the section.

e Syllabus to indicate whether learning objectives, material requirements, and/or technical requirements have been
defined.

15.Click Save.
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Assign Enrollment Information

1. Access the Schedule page.
2. In the Key Block, enter the Term and CRN.
3. Click Go.
4- ACCGSS the SeCtion X @oelluclan  Schedule SSASECT 3315 (SMPL) A00 B FETREVE  JLRELATED  $§TOOLS
Enrollment Information Term: 201710 CRdk 19200 Subject: MATH  Courser 1104 Title:  College Algebra [ startover
t ab Coures Saetion Information  IETSS ST SRR ETIE  Meeting Times and Inetructor Section Preferences
Enrollment Details Reserved Seals
5- In the Enro"ment Details T EMEOLLMENT DETAILS Elirzert [ Deete  Bgcapy [ Mareinformstion W Filer
- Masimum 25 Wualtlist Mazimum 10 Frojscted © : i
tab’ enter the MaXImum Aciual o IaillistActual o Prior o
number of students that Reraining 25 WaltistRemairing 10 ¥ Resarved
can register for the course ¥ AUIOrZation Codes Active Tor Seclion Genarated Credil Hours 0.000
. Census One
6. Opt|0na“y o E.m?:uls. = ! Fraeze Dale* [1210/2019 -
o Enter Waitlist Entollant Counl 0 Freezs Date  [11/152016 [m
. . . Add Authorizadion Regisiration Dates
Maximum to indicate Calaulated Section  0AI2Z018 Add Autorization wiallllst Notcation
Star Date Stant Date Ending Date

the maximum number
of students allowed to waitlist.
e Enter Projected enrollment for the course.
e Select Reserved to indicate the availability of reserved seats for the course section.
7. Click Save.
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Reserve Seats

1. Access the Schedule page. ¥  @elugian  Scheduls SSASECT 9,315 (SMPL) B0 BREREE  SRAAED  fET00LS
2. Click the Reserved Seats Tertti: 200710 CRN: 13200 Subject:  MATH  Course: 1104 Tine:  College Algabra [ startower |
tab Course Section information !=I_-I:Iim Ensaliment Infor mation Meeting Times and Instructor Section Preferences
. i Enroliment Details Reserved Seals
3. Click Insert to add a new row. * RESERVED SEATS DETAILS poetng  Mireet Boowe Sacopy e

4- Enter a Level Code Field of Lewel Campus College Degres Program Field of Study Type Field of Sludy Code Department Curticuls Clags Aiiribuie Cohort Admigsion 1
Study Type, and Field of

Study Code. ue WAIOR ENGL

5. Enter the Reserved ——
Maximum SeatS fOF the verflow Reserved Magimum * Reserved Actual Resarved Remaining Veaitliet Mazimum * Waitlist Actual Vaitlist Remaining
details just entered. Note: 2 o 2 L j L
Total Reserved Maximum Record | of2
value increases by 5 if you ™ RESERVED SEAT TOTALS Breed B0 Salop | 70
enter Reserved Maximum as | |- Fevofeoneiins
5. This is because the sl Al Apmiing
addition of the 5 reserved THFAd, _:

seats causes the total
enrollment of the section to increase by 5 seats. To maintain the total enrollment maximum for this class at the allowed
value, the original total enrollment number needs to be reduced by ‘n’. So if the original total enrollment number was 25,
you would enter 20 as the Reserved Maximum on the first record.

6. Check that the Total Reserved Maximum is correct.

7. Click Save.
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Assign a Meeting Time and Location

X @ elucian  Schedule SSASECT 9.3.15 (SMPL)

Access the Schedule page.
In the Key Block, enter the
Term and CRN, then click
Go.

Click the Meeting Times and
Instructor tab to assign a
meeting time and a location
for this section.

Term: 201710 CRN: 13200  Subject: MATH  Course: 1104 Tite:  Colege Algebra

it Infermation Meedling Times and nstuctos Section Preferences

Course Section hnf Section Enroll
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Merting Dales Me=ting Location and Credits
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X @ellucian  Schedule SSASECT 9.3.15 (SMPL)

. . Term: 201710 CRM: 13200 Subject: MATH  Course: 1104 Tite:  Colege Algebra
4. Entere? Meeting Time code, oo — -
then click Save.
. N N UESCPIS S Meching Location and Credits
5. Click the Meeting Location S
and credits tab to associate Automalic Scheduler Building Room Schedule | Hours per  Overide
. . . Type * Week * Indicator
a location for this meeting e o i =
time.
6. Selecta Building code and "
Session Indicator * [] Name

Room number.
Click Save.
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Assign an Instructor

1. Access the Schedule page.
2. In the Key Block, enter the Term and CRN, then click Go.

@ ellucian  Schedule SSASECT 9.3.15 (SMPL) Ban BRETREVE S REATED  £§ ToOLS
Term: 201710 CRM: 13200  Subject: MATH  Course: 1104 Tite:  College Algebra | Start Crver |
Course Section Information Section Enrollment Infarmation Mexling Times and Insbuclos Section Preferences
Times and Instraciors Scheduler Preferences
uuT;g_i:;'._ Mesting Location and Credits
™ SCHEDULE © Setiings | N ins (-] L Y
Mieeling Time Meeting Type Start Daie * End Date * Monday Tuesday Wednesday Thursday Friday Saturday Sunday Start Tims
CLAaS 059/0712016 1282016 D E| |:| |:| |:| 1100
Record 1 of 1
b |H51’RL|‘CTO|; £ Selfings Binset @ Dol rl.l:n-:y | M:r:lnl’n‘:rtrahon T, Filler
Sesgion Indicator * 1] Hame Ingtructional Workload Percent of Responsibility Primeary Indicator Override Indicator Percant of Sed
[} FACULT... Balingham, Sarah 100.000 100
Record 1 of 1
3. Click the Meeting Times and Instructor tab to add an instructor to this section.
4. Click Next Section to access the Instructor section.
5. Enter the instructor’s ID.
6. Enter a percentage indicating the instructional workload for which the instructor is responsible in the Percent of

Responsibility field.

Indicate whether the instructor is the Primary instructor for the section.

Click the Override check box to indicate whether the system should override conflicts in the faculty member’s schedule.
9. Click Save.
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Quick Reference Guide

Add Section Preferences

1. Access the Schedule page.

2. In the Key Block, enter the Term
and CRN, then click Go.

3. Click the Section Preferences
tab. Note: There are two types of
section preferences that you can
add to a CRN:

e Partition Preferences
e Room Attribute Preferences

B REREVE R RELATED

& TooLs

Start Ower

X  @eluclan  Schedule SBASECT B 315 (SMPL) B o

Terme 2020280 CRME 20000 Subject:  HIST Course: 100 Titler  VWestem Chlization [

Couree Section Information  Section Enrollment Information  Meeting Times and Inetructor
™ PARTITION PREFERENCES ®oatng: | RRieent DiDokte Wwcopy Y File

Coude: Nescriptinn Preference Humber

INT Infemet connection Required om
Record 1 of 1
™ ROOM ATTRIBUTE PREFERENCES fcetinp  [Rneet [@0eete Falopy ¥ Fite

Code Description Praferance Number

LEC Tiered Lecture Roorm

Record 1 of 1

If the partition preference code in the section is blank, the catalog preferences are displayed, if there are any. If the catalog
preferences are blank, the preferences defined for the subject are displayed.

In the Partition Preferences section, enter a partition Code, and Preference Number.

Click Save.

Click Next Section to access the Room Attribute Preferences section.

Enter the building/room attribute Code.

Enter the Preference Number, then click Save.

Click Insert to add more than one preference.
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© 2020 All Rights Reserved | Ellucian Confidential & Proprietary | UNAUTHORIZED DISTRIBUTION PROHIBITED 8

@ ellucian.
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Quick Reference Guide

Add Text To a Course Section

1. Access the Section Comment page.
2. In the Key Block, enter the Term and CRN, then click Go.

X @elucian  Ssction Comment SSATEAT 9.3 |

B ALC B RETRIEVE

Terme 201710 CRME 13200 Sobject: MATH Cowrse: 1104 T College Algebra

| Start Qver |
T SECTION TEXT € Setings | [inzerd Q0= Fac ¥ Ft
Section Tozt *
Example Taxt
Record 1 of 3

T SECTIOM LOWG TEXT Einz=r [EDeete WgCopy V. Filler

Section Long Text | Example Toxt |

3. Enter comments (up to 60 characters) about the course section in the Section Text field.

4. (optional) Access the Section Long Text field to enter lengthier comments and information about the course section. Note:
Use the Banner Editor to make edits to existing text.

5. Click Save.
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Banner Student - Schedule a Section of a Course
Quick Reference Guide

Define Schedule Restrictions

1. Access the Schedule Restrictions page.

2. In the Key Block, enter the
Term and CRN, then click
Go.

X @elluclan  Schedule Rectrictions SSARRES 8.3 11 (SMPL) ADD B FETRIEVE  SLFELATED Y TOOLE

Term: 202020 CRM: 13200 Subject: MATH Cowrse: 1104 Tiler College Mgebra | startower |

Department and Field of Study Class and Level Dagree and Program Campus and College Student Attribute and Cohort

Note: You can use several [ “SmmEE —_—

types of restrictions to e -

restrict registration in a

course section, based on: Racord 1 of

e Department and Field I i : ame S T e
of Study e R

e Class and Level - ]

e Degree and Program s

e Campus and College

e Student Attribute and Cohort

3. Select the tab for which you want to enter restrictions.
4. Verify the Include/Exclude radio buttons are selected as appropriate. Note:

Exclude restricts students in a particular class and level or campus and college and so on from registering for this

section.
Include restricts registration for this section to include only students at in a particular class and level or campus and

college and so on.

5. Enter the required information for the restriction. You may enter as many restrictions as necessary for the class section.
6. Click Save.

@ el I UCIan © 2020 All Rights Reserved | Ellucian Confidential & Proprietary | UNAUTHORIZED DISTRIBUTION PROHIBITED 10



Banner Student - Schedule a Section of a Course
Quick Reference Guide

View Default Prerequisites

1. Access the Schedule Prerequisite and Test Score Restrictions page.
2. In the Key Block, enter the Term and CRN, then click Go.
3. Click the Section Test

Scores and Pre requisite _ X @elluclan  Scnedule Prerequisite and Test Score Restrictions SSAPREQ 9.3 14 (SMPL) B oD B RETRIEVE & RELATED £ 1005

Restrictions tab to view the ™™ #0260 tRik 2000
. - Section Information Section Test Score and Prerequisile Resirictions
section prerequisites.

Start Owar |

= SECTION TEST SCORE AND PREREQUISITE RESTRICTIONS & Settings insert @ Delete " Copy ¥, Filter
Note: If prerequ[s[tes exlst at AndiOr T Tast Code Test Score Subject Course Number Level Grade Concurrancy s
the course level, those A AT . — S

L. . And [ ANTH 100 us C (MNonej
prerequisites will Record 2 01 2
automaﬁca//y populate here * SECTION CAPP AREA PREREQUISITE RESTRICTIONS o -k TaCopy  ¥F
when you create a section il i
based on that course. Just Recoi 1661

because prerequisites are
auto populated does not mean that you cannot change them at the section level.
4. Click Insert to add another prerequisite.
Enter the Subject Code, Course Number, Level, and Grade.
6. Since you added another prerequisite, enter AND in the AND/OR field, then click Save.

o
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Create a Long Title for a Section

1. Access the Section Syllabus page.

2. In the Key Block, enter the Term and CRN, then click Go.

3. Enter the Section Long Title. Note: You can enter up to 100 characters in the long title.
4. Click Save.

X @ellucian  Section Syllaby

Term: 202020 CRAM: 20011 Subject: HIST Cowrse: 101 Course Tithe:  Wistem Ciilization

Long Title and Leanning Objectives Required Materiale and Technical Fequiremente
T SECTION LONG TITLE

# Copy

Section Lang Title [C:'Iea& Algebra especially for new, first time students = l_'

URL |

T LEARNING OBIECTIVES
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& Cony
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