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Introduction

This document is to be used for creating and editing course sections. Creating course sections for your
department involves combining existing data stored in the Banner information system with new data
that you enter. As you create course sections, you will navigate through several pages into which you
will either enter or retrieve data.

For additional documentation on the Banner Administrative Pages interface, visit the UITS
Documentation Center at http://uits.kennesaw.edu/cdoc.

Learning Objectives

After completing the instructions in this booklet, you will be able to:
e Access the Schedule Page in Banner Administrative Pages
e C(Create course sections
e Configure course section enrollment details, meeting times, and instructors
e View and manage student waitlists
e Make changes to instructors, enrollment data, and assign materials cost attributes to sections
in KSU Connect

Access to Banner Schedule Building Pages
Individuals who will be creating course sections must first be granted access to Banner by filling out the
Banner New User and Buckley Form.

In addition, the Add-Change Request for Schedule Building Class form should be submitted. This form is
used to gain access to the Banner Schedule Building Security Class.

Both forms are available under the Security Forms page on the UITS Banner website at
http://uits.kennesaw.edu/banner.
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Accessing the Application Navigator

The following demonstrates how to log in to Banner Application Navigator. You will use the Application
Navigator to access the Schedule Page.

Note: Use of Google Chrome or Safari is recommended to access Banner. This documentation was created
using Google Chrome version 69.0.3497.100.

1. Open your web browser and enter the following address in the address bar:
http://uits.kennesaw.edu/banner/.

2. The Banner Student Information System page loads. Click on the Administrative Pages
(Banner 9) — PROD link.

MyKSU A-Z Index Directories Campus Maps

K

"~ KENNESAW ; A
STATE UNIVERSITY Apply Visit Give

KSU Search

About KSU Academics Admissions Athletics Campus Life Research Global

The Banner Student Information System is supported by Enterprise Systems

and Services, a department under the Office of the Chief Information Officer
Security Forms (C10).

Resources

Production Systems

FAQs
I- Administrative Pages (Banner 9) PRODI
UITS Home NolijWeb
Owl Express

KSU Connect
Automic/AppWorx/UC4

Figure 1 — Banner Student Information System Page
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3. The Login screen will open. Enter your NetID and password (See Figure 2).

4. Click Login (See Figure 2).

Login

Please enter your MetlD and

password below.

Username

Password

scrappyl23

or:

Figure 2 — Login Page

5. The Banner Application Navigator loads. From here, you will access the pages used for creating course

sections.

= Q

e

»

Kennesaw State University

e
L _J

;‘...“ —

frome

Figure 3 - Banner Application Navigator

- & Sign Out

Release: 2.1.0.3

Keyboard Shortcuts
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Accessing the Schedule Page

The Schedule page (SSASECT) is the page used to create course sections. You will use SSASECT to create course
sections, configure enrollment data, assign instructors, and cancel course sections, as demonstrated in the
subsequent sections of this document.

The following explains how to access SSASECT:

1. Inthe Application Navigator, locate the search field. Type SSASECT.
Note: For instructions on accessing the Application Navigator, see Accessing the Application Navigator.

Welcome to Banner

SSASECT]

Schedule
(SSASECT)

Figure 4 - SSASECT

2. Press enter.
3. The Schedule page loads.

= Q % Kennesaw State University & Ssign out
X Schedule SSASECT 9.3.10-GA 9.2 B oo B remeve  S&rELATED B ToOLS
— |- cr: | ) ]
Subject: Course:
Title: |2 CopyCRN |

|2 Create GRN |

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.

Record: 1/1 KEY_BLOCK.SSASECT_TERM_CODE [1] ellucian

Figure 5 - The Schedule Page
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Creating a Course Section

The following explains how to create a course section:

1. Navigate to the Schedule (SSASECT) page.
Note: For instructions accessing SSASECT, see Accessing the Schedule Page.

2. Locate the term field to enter the term code. Term codes are created by combining a year with one of
the following codes. For example:
e 201801 = Spring 2018
e 201805 =Summer 2018
e 201808 = Fall 2018

3. Inthe term field, enter the term code.

X Schedule SSASECT 9.3.10 - GA 9.2 (PRODBAN)

Term: [201708 -

Figure 6 - Enter Term Code

4. If you do not know the term code, complete the following steps to search for it:

a. Toindicate the semester and year you want to schedule for, click the search button k) next to the
Term field.

Term: | L]

Figure 7 - Select Term

b. Select “List of Terms.”

Option List x

View Existing_Sections (SSASECQ)

Figure 8 - List of Terms
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c. The Term Code Validation dialogue box appears. Click on the term you wish to select

(See Figure 9).

d. Click OK (See Figure 9).

Term Code Validation (STVTERM) x

Criteria | |
Code Description m Start Date End Date FinAid Yr
201908 Fall Semester 2019 - 08/19/2019 12/16/2019 1920
201905 Summer Semester 2019 05/13/2019 07/24/2019 1819
201901 Spring Semester 2019 01/07/2019 05/06/2019 1819
201808 Fall Semester 2018 08/13/2018 12110/2018 1819
201805 Summer Semester 2018 05/14/2018 07/25/2018 1718
201801 Spring Semester 2018 01/08/2018 05/07/2018 1718
201708 Fall Semester 2017 081412017 1211172017 1718
201705 Summer Semester 2017 05/15/2017 07/26/2017 1617
201701 Spring Semester 2017 01/09/2017 05/08/2017 1617
nnnnnn R Anaranan amrannnan ¥
[(T)of27 M 20 v | Per Page Record 2 of 524
Cancel @ 0K

Figure 9 - Term Codes

5. Once you have entered or selected your term, click the Create CRN icon.

[E‘. Create CRN |

Figure 10 - Create CRN

6. The SSASECT Entry Page loads. By default, the cursor will be in the Subject field (See Figure 11).
7. Enter the subject code. In this example, we will use ENGL (See Figure 11).

Note: You may progress through the following fields by clicking the fields with your mouse or pressing the Tab

key on your keyboard. In this documentation, the Tab key is used.

8. Enter the Course Number. For example, 1101 (See Figure 11).
9. Skip the Course Title. Never update the course title.

10. Enter the section number in the section field (See Figure 11).

Note: To view previously created course sections, see Search for a Previously Created Section.

-
¥ COURSE SECTION INFORMATION

Subject* JENGL

Course Number * § 1101

! 7 !
--- T ENGL-ENGLISH

..E)

Title | Composition |

Section * | 08

{7 o\

10

Cross List |

h -

Figure 11 - Enter Subject, Course Number and Section
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Note: Sometimes a section number will contain letters This is called a section code. The section code indicates
whether the section is a regular section, an honors section, or online. A section code may contain up to three
characters. Consult the following table for a list of section codes:

Course Type Section Code

Face-to-Face or Hybrid Section 01, 02 — 100, 185, etc.
KSU Online Section wo1

Learning Community Cco1

Learning Support L52

Honors HO1

eCore 01G

Science Sections (approved by Registrar) MO01

Figure 12 - Course Section Codes

11. Select the Campus field. If you know the campus code for your course, enter it in the Campus field and

proceed to step 13.

12. If you do not know the campus code, click the search icon I-) next to the Campus field.

Figure 13 - Campus Field

a. The Campus Validation window appears. Click the appropriate campus from the list to select it. In
this example, we are using A — Kennesaw Campus (See Figure 14).

b. Click OK (See Figure 14).

0K

Criteria | |
Code Description Activity Date
1A Kennesaw Campus o 03/05/2015
C KSU Center @} 05/24/2011
D Dalton Center 10/18/2010
EAB Education Study Abroad 01/19/2017
EC eCampus 03102017
F Off Campus 07/30/1996
I Foreign Campus 07/30/1996 -
[{)of2 > M 20 v | Per Page Record 1 of 26

Figure 14 - Select Campus
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Note: Commonly used campus codes are as follows:

Campus Campus Code

Kennesaw Campus A
Including student teaching, internships,
hybrids, dissertations, and theses
Marietta Campus M
Including hybrids
KSU Center C
Online 0]
Paulding P
Galleria G
Reserved for Registrar Use X, F, EAB, GML, GFA

Figure 15 - Campus Codes

13. In the Status field, enter the appropriate campus code (See Figure 16).
14. If you know the schedule type of the course you wish to add, enter the Schedule Type in the Schedule
Type field and proceed to step 16 (See Figure 16).

Course Section Information Section Enrollment Information Meeting Times and Instructor Section Preferences Deliven

¥ COURSE SECTION INFORMATION

Subject ENGL E| ENGL-ENGLISH
Course Number 1101 El

Title | Compaosition | 1] Schedule Type * Lecture
Section* |07 | | Instructional Method | L @1
Cross List | | | Integration Partner [ |

Figure 16 - Enter Schedule Type

15. If you do not know the schedule type of the course you wish to add, you may query for it by using the
following steps:

a. Click the search icon ) next to the Schedule Type field.

b. The search results will open and display the correct schedule type for the current course section
(See Figure 17).
c. Click OK to select it (See Figure 17).

Schedule Description Instruct Method Workload Over Enrolir

IA Lecture — I

()

»
Record 1 of 1

Cancel 0K

Figure 17 - Search Schedule Type
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16. If you know the instructional method of the course you wish to add, enter it in the Instructional

Method field and proceed to step 17.

Course Section Information

Section Enrollment Information

T COURSE SECTION INFORMATION

Course Number 1101

Subject ENGL [...] ENGL-ENGLISH

-]

Campus* [A__[-..] Kennesaw Campus
Status * |:|:| Active

Title  |Compaosition |

[2=] Schedule Type * |A .| Lecture

Section* (07 |
Cross List | |

Instructional Method L
Integration Partner |:|:|

Meeting Times and Instructor Section Preferences Deliven

Figure 18 - Enter Instructional Method

a. If you do not know the instructional method of the course you wish to add, consult the following

table:

Instructional Method Code Usage

‘E’ Entirely at a Distance

e Delivered 100% through distance education
technology.

e No visits to campus or designated site are required.

‘F’ Fully Online

e More than 95% of class session is delivered via distance

education technology.

e May require that students travel to campus or other
designated site to attend an orientation, take exams, or

participate in other on-site experience.

‘H’ Hybrid

Taught 50% online and 50% on campus

‘H3’ Hybrid — Effective Fall 2018

33% online instruction

‘H6’ Hybrid — Effective Fall 2018

66% online instruction

‘L’ Traditional

Face-to-face courses (previously T code)

Figure 19 - Instructional Method Codes

b. Alternatively, you may query for the instructional method using the following steps:

i.  Click the search icon [-] next to the Instructional Method field.
ii.  The search results will open and display available codes. Select the appropriate code

(See Figure 20).

iii.  Click OK (See Figure 20).

Criteria  [Q ]
Code Deseription ‘ I I ' Activity Date
B Online - 100% Online T 10282014 |
F Online - 95% Online 10/28/2014
H Hybrid 09/16/2010
H3 Hybrid - 33% Online 0111172018
HE Hybrid - 66% Online 01/11/2018
L Traditional 02/20/2017
50 v | Per Page gecord 1of 24
‘Cancel OK

17. Navigate to the Session field.

Figure 20 - Click OK
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18. Enter the session code.

Session

Al

Figure 21 - Session Code

Note: Use the following table to determine the correct session code.

Session Code Usage

A — On campus, in assigned space

In an assigned room on campus

B — Unassigned space

For online courses. No room needed

Figure 22 - Session Code Usage

19. If you are creating a Spring and/or Fall classes, in the Part of Term field, enter “1” for Spring and Fall

classes, then proceed to step 20. If you are creating a Summer term course, proceed to step a belowb.i

below.

¥ CLASSTYPE

Traditional Class

Part of Term

Figure 23 - Enter Part of Term

a. Because Summer has multiple sessions, there are multiple part of term codes. If you do not know
the part of term code of the Summer course you wish to add, consult the following table:

1 - Full Term

Normal 15 Week Semester —Fall / Spring

TEN (10)-Week Session

10-Week Semester - Summer

8 - Summer 8-Week Session

8-Week Session - Summer

3 — Summer Four Week Session |

15t Four Weeks Session — Summer

4 — Summer Four Week Session Il

2" Four Weeks Session — Summer

5 — May Session

May Session —Summer

6A — Summer Six Week Session |

15t Six Week Session — Summer

10 — Learning Community

Learning Community — All Terms

7A — 7-Week Session |

7-Week Session | — Fall / Spring

7B — 7-Week Session Il

7-Week Session Il — Fall / Spring

Table 1 — Part of Term Codes
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b. Alternatively, you may query for it using the following steps:

i.  Click the search icon [-] next to the Part of Term field.
ii. Select the appropriate part of term (See Figure 24).
iii.  Click OK (See Figure 24).

Section Part of Term Query x

Criteria | Q |
Part of Term Description m Activity Date
K 10-Week Session ~—’ 0772172017 |
10 Learning Communities 0712172017
3 Summer | Four-Week Session 070712017
4 Summer |l Four-Week Session 072172017
5 May Session 070712017
6A Summer | Six-Week Session 0712172017
7 Study Abroad 07/07/2017
8 Eight-Week Session 0712172017
G4 eCore - Summer 0712172017
ING INGRESS Course 07/21/2017
(=

Figure 24 - Query Part of Term

20. The beginning and end dates of the term appear automatically once the part of term code is entered.

21. Click the Save button located at the bottom-right of the screen.

Note: Alternatively, you can use the function key F10 to save your changes.

Record: 1/1

Term: 201708 CRN: 81

Course Section Information

Subject:

ENGL

x Schedule SSASECT 9.3.10 - GA 9.2 (STAGEBAN)

Course:

Section Enrollment Information

1101 Title:  Compeosition |

E ADD

Meeting Times and Section

Campus * |A w.| Kennesaw Campus

Status * A | Active

Instructional Method |
Integration Partner | |

15| Schedule Type* |A e | Lecture

@] (12112017 =]

15]

~ COURSE SECTION INFORMATION
Subject ENGL [-] ENGLENGLISH
Course Number 1101 l:|
Title | Composition |
Section* [07 |
Cross List |:[|
4
~ CLASSTYPE
Traditional Class
Partof Term |1 [--] [(084i2017
a X

SSBSECT.SSBSECT._INSM_CODE [1]

Delivery Technology

B rETRIEVE S RELATED ¥ TOOLS

-

Bl insert @ Delete "lCupy V. Filter

Grade Mode | == |
Session  |A | Or
Special Approval | |

Duration

[] override Dure

ellucian

Figure 25 - Save

22. The Saved Successfully message appears.

B aoD

=

RETRIEVE ﬁ% RELATED

Q Saved successfully (1 rows saved)

¥ TooLs 1

Figure 26 - Course Saved
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23. The Course Reference Number (CRN) displays in the header.

X Schedule SSASECT 9.3.10 - GA 9.2 (PRODBAN)

Term: 201708 Subject: EMNGL Course: 1101

Figure 27 - Course Reference Number

24. The course section has been created and saved.

Configuring a Course Section

The following sections demonstrate how to configure a section’s enrollment, meeting times, and instructors.

Accessing the Couse Section Tabs

The course section tabs are located at the top of the page. You will use these tabs to input section settings. For
more information on navigating SSASECT, see Creating a Course Section.

The following demonstrates how to access the Section Enrollment Information tab:

Note: the process is the same for each tab.

1. Navigate to the course section within SSASECT. For more information on how to access a course
section, see Accessing a Previously Created Section.

2. Click Section Enrollment Information.

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

Enroliment Details Reserved Seats
Figure 28 - Access Section Enroliment Information

3. The Section Enrollment Information tab loads.

Course Section Information Section Enrollment Information Meeting Times and Instructor Section Preferences Delivery Technology

Enroliment Details Reserved Seats
¥ ENROLLMENT DETAILS ERinset @ Delete TmCopy Y. Filter
Maximum * 0 Waitlist Maximum * |jl Projected * |j|
Actual 0 Waitlist Actual o Prior 0
Remaining 0 Waitlist Remaining 0 Reserved
Authorization Codes Active for Section Generated Credit Hours 0.000
Census One

=]

Enroliment Count Freeze Date 100772017
Census Two

Enroliment Count ) Freeze Date 122002017
Add Authorization Registration Dates
Calculated Section 087142017 Add Authorization Waitlist Notification
Start Date Start Date Ending Date

Figure 29 - Section Enrollment Tab
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Configure Enrollment Details
The following explains how to configure enrollment details for a course section:

1. From the Section Enrollment Information tab, enter the maximum number of students allowed in the
class (See Figure 30).

Note: The maximum enrollment must be entered during schedule building in order for the system to find the
appropriate room to book. Once a course section is assigned a room, the maximum enrollment may be

reduced if needed.

2. Enter the projected number of students expected to enroll in the course in the Projected field
(See Figure 30).

Note: The waitlist maximum will be populated by the Office of the Registrat after schedule building ends.

. 4
T EMROLLMENT DETAILS
Maximum * 20 o Waitlist Maximum * 0] Projected * Jomy 20)
Actual (1] Waitlist Actual 1] Prior a 0

Figure 30 - Enter Enrollment Details

3. Click the Save button located at the bottom right of the screen.
Note: Alternatively, you can use the function key F10 to save your changes.

Figure 31 - Save

4. A message appears indicating your changes are saved.

ADD B rETREVE SR RELATED ¥ ToOLS 1

0 Saved successfully (1 rows saved)

Figure 32 - Enrollment Configuration Saved
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Configure Meeting Times and Instructor
The following explains how to add meeting times and how to add an instructor:

1. Click the Meeting Times and Instructor tab.

Course Section Information Section Enrollment Information Meeting Times and Instructor

Scheduler Preferences

2. Navigate to the Meeting Type field. There are four meeting types; the appropriate type will depend on
whether the course is lecture, online, hybrid, or has a breakout session. Consult the following table to
determine the correct meeting type for your course (See Figure 33).

Meeting Type Code Description

CLAS For lecture in a face-to-face setting

ONLN For online sections

CLAS For a hybrid course that requires both a face-to-face setting and online
ONLN component

CLAS For a face-to-face class setting that also requires a breakout session
BRKO

Figure 33 - Determine Meeting Type

3. Enter the meeting type code in the Meeting Type field (See Figure 34).
4. Press Tab on your keyboard. The Start and End Date fields will auto populate (See Figure 34).

¥ SCHEDULE

Meeting Time Meeting Type o Start Date * End Date * o

CLAS D8/14/2017 121172017

Figure 34 - Meeting Type and Dates

5. Click the checkboxes to select the days of the week the section will meet (See Figure 35).
Note: Online courses do not have meeting days.

6. Enter the start and end times of each session (See Figure 35).

Note: The start and end times must be entered in 24-hour format. For a conversion chart, see the Time
Conversion Chart at the end of this document.

Insert [ Delete Tm Copy T, Filter
Monday Tuesday Wednesday Thursday |Friday o Saturday Sunday Start Time End Time
| | ) | | 800 0850 |

Figure 35 — Select Meeting Days and Session Times

Note: If you are creating a hybrid course section, there are additional configurations to make. Proceed to
Creating Hybrid Course Section Meeting Times.
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7. Click the Meeting Location and Credits tab (See Figure 36).
a. Ifthe section is online, locate the Hours per Week field. Enter 0.00 in the field (See Figure 36).
Note: Only enter 0.00 for online courses. Other courses will automatically calculate using the start and end
times you entered previously.

b. If the section is to be crosslisted with another section, navigate to the Override Indicator field and
enter “O” (See Figure 36).

Meeting Dates Meeting Location and Credits
¥ SCHEDULE .
Automatic Scheduler Building Room Schedule Type * Hours per Week * Override Indicator
A (a i | l@

Figure 36 - Override for Crosslisted Sections

8. Click the Save button located at the bottom right of the screen.

Figure 37 - Save

Creating Hybrid Course Section Meeting Times

If you are creating a hybrid course section, it will have two meeting types: in-person (CLAS) and online (ONLN).
The following explains how to add the secondary ONLN meeting type once the CLAS meeting type has been
configured:

Note: For instructions on initially configuring meeting type, see Configure Meeting Times and Instructor.

1. Following steps 1-6 in Configure Meeting Times and Instructor above, create a row for the CLAS
meeting type. Select meeting dates and session start and end times that the hybrid class will meet in-
person.

2. Then, click the Insert icon located at the top right corner or the page (See Figure 38).
Enter the meeting type code ONLN in the Meeting Type field (See Figure 38).
4. Press Tab on your keyboard. The Start and End Date fields will auto populate (See Figure 38).

w

Meeting Location and Credits e
T SCHEDULE | ks Insert | & Delete " Copy | W, Filter
Meeting Time Meeting Type Start Date * End Date * Monday Tuesday Wednesday

We

08/14/2017 1211112017 []

CLAS []
ONLN I : ) ﬂl:ls.-'u.-'zm? B | 121172017 @ I I Il

Figure 38 - Add ONLN Meeting Type
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5. Click the Save button located at the bottom right of the screen.

Figure 39 - Save

6. You are taken to the Meeting Location and Credits tab. The Hours per Week field is automatically
selected. Enter the same number that appears in the row above.

Hours per Week * O
250

E—

Figure 40 - Hours per Week

7. Click the Save button.

Configuring In-Person Final Exams for Hybrid and Online Course Sections
If a face-to-face final exam is required for a hybrid or online course section, complete the following after
configuring the section meeting type:

1. Select the Section Preferences tab.

Term: 201708 CRN: 81030

Course Section Information

Subject: ENGL Course: 1101 Title: Composition |

Section Enrollment Information Meeting Times and Instructor Delivery Technology

w

Figure 41 - Section Preferences

Navigate to the Room Attribute Preferences section.
In the Code field, enter OCFE (See Figure 42).
Enter 1 in the Preference Number field (See Figure 42).

* ROOM ATTRIBUTE PREFERENCES =

Description Preference Number

On Campus Final Exam Required I

Record 1 of 1

Figure 42 - Configure Room Attributes Code

Click the Save button located at the bottom right of the screen.
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Add an Instructor to a Course Section
The following demonstrates how to assign an instructor to a course section:

From the course section schedule page, start at the Meeting Times and Instructor tab (See Figure 43).
Select Times and Instructors (See Figure 43).

Then, click the Meeting Dates tab (See Figure 43).

Locate the Instructor section at the bottom of the page (See Figure 43).

PN pE

Course Section Informatigg, Section Enrollment Information Meeting Times and Instructor Section Preferences Delivery Technology
e eduler Preferences
J Location and Credits

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

Times and Instructors |

¥ SCHEDULE B2 nsert @ Delete "mCopy V. Filter

Meeting Time

CLAS 08/14/2017 1211112017 ] ] Ol ] ]

[ [-]omn 081412017 1211172017 O O O O O O
»
n Record 2 of 2

4
INSTRUCTOR o/
Session Indicator * 1D Name Instructional Workload Percent of Responsibility Primary Indicator Override Ind
01 Ll

3
Record 1 of 1

Figure 43 - Access Instructor Block

5. Inthe ID field, enter the instructor’s KSU ID number.
Note: If the instructor is undecided, you can leave this field blank. The catalogue will list the class as taught by

Staff.

™ INSTRUCTOR

Session Indicator * 10 Name Instructional Workload Percent of Responsibility

01 -ESmith. 0.000 100

Figure 44 - Enter Instructor KSU ID

6. If you need to look up an instructor’s KSU ID, perform the following steps:

Click the search icon -] next to the Instructor field.
The Faculty/Advisor Query page loads.

Enter the Term (See Figure 45).

Click Go (See Figure 45).

Term: I2[J1'r'08 o I Faculty: Go
Advisor: | | Q:) Category: | || @

Staff Type: | | | Contract Type: | | |

oo oo

Figure 45 - Select Term
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e. Enter the Last Name of the instructor (See Figure 46).
Note: Names must be properly capitalized to return results.

f. Click Go (See Figure 46).

L

FACULTY/ADVISOR QUERY

Basic Filter  Advanced Filter

ID @ LastName = @  First Name @ Middle Name

| | Smith I | | |

College @
| | Add Another Field ... v

=

Figure 46 - Search by Last Name

g. The query results load.
h. Click within a row to select an instructor (See Figure 47).
i. Click select to return the information to the SSASECT Instructor field (See Figure 47).

-

FACULTY/ADVISOR QUERY Einset @ Delste "mcopy T Filter

Active filters:  LastName: Smith @ Clear All

Filter Again [ %]
I Last Name rh\ First Name Middle Name Faculty Advisor Coll... | Department
| | Smith e |
Smith

Smith
Smith

Smith 0
CANCEL  SELECT

Figure 47 - Select an Instructor

4!
|4

6. The instructor is added to the section.

Note: Only check the Override Indicator checkbox if Banner displays a warning message in the Status Bar that a
conflict has occurred, and you want to override the conflict.

™ INSTRUCTOR
Session Indicator * 1D Name Instructional Workload Percent of Responsibility Primary Indicator Owerride Indicator
01 (000 554 ] ] Smith, 0.000 100 @

Figure 48 - Override Indicator

7. Click the Save button or use function key F10.

Figure 49 — Save

8. Once an instructor has been assigned to the course section, the course section creation process is
complete. To add another section, click the Start Over button or use function key F5.

[ Start Over ]

Figure 50 - Create Another Course Section
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Add Multiple Instructors to a Course Section
The following demonstrates how to assign two or more instructors to a single course section:

1. Follow steps 1-7 from Add an Instructor to a Course Section above to add the first instructor to the
section.

2. Double-click the Percent of Responsibility field, then enter the percentage of the section the instructor
is responsible for (See Figure 51).

Note: The totals in the Percent of Responsibility column must be divided among instructors to add up to 100%.
In this example, the primary instructor has 34% of responsibility for the course.

3. Navigate to the Percent of Session column to the right and enter the same number as step 2 above
(See Figure 51).

¥ INSTRUCTOR

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

01 000 0.000 I ( :) 34' ] o

Figure 51 - Percent of Responsibility and Percent of Session

4. Click the Save button or use function key F10.

Figure 52 — Save

5. Click the Insert button or use function key F6.

B Delzte  Tm Copy

Figure 53 - Insert Button

6. Follow steps 1-7 from Add an Instructor to a Course Section above to add instructors.

7. Once the instructors are added, configure the Percent of Responsibility and Percent of Session
columns so that each instructor’s total contribution sums to 100%. In this example, the primary
instructor has 34% responsibility for the course, while the two secondary instructors have 33% each.

¥ INSTRUCTOR

Session Indicator * | ID Name Instructional Workload Percent of Responsibility Primary Indicator | Override Indicator | Percent of Session
01 5 0.000 34
01 0.000 33 L]

01 0.000 33

Figure 54 - Additional Instructors Added

8. Once instructors have been assigned to the course section, the course section creation process is
complete. To add another section, click the Start Over button or use function key F5.
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Adding a Section Comment

A section comment is text that will appear in the Schedule of Credit Courses under the course as it is listed. To
add a section comment you must either know the term and the CRN, or just have created the course section
using the SSASECT page.

1. Open the course Schedule Page.
Click on the Related tab located in the top right corner of the page (See Figure 55).
3. Select Course Section Comments (SSATEXT) (See Figure 55).

g

ADD

B rETRIEVE ﬁEh RELATED #‘ TOOL

|search
Elective Attribute Pool [SSAPOOL]
Specific Section Affribute [SSASATR]
Course Section Detail [SSADETL]
Schedule Restrictions [SSARRES]
Schedule Pre-requisites [SSAPREQ]

3

Course Section Comments [SSATEXT]

Cross List Definitions [SSAXLST]

Figure 55 - Access Course Section Comments

4. The Section Comment page loads. Verify the course CRN (See Figure 56).
5. Click Go (See Figure 56)

X Section Comment SSATEXT 9.3 (STAGEBAN)

Term: * |201708
CRN: [£7 i S

Subject: ENGL ( s ’

Course: 1101

Figure 56 - Click Go

6. The Section Text fields appear. Using these fields, you can create Course Highlights for the section. This
information can be about what students may expect from taking the course, or any other pertinent
information (See Figure 60).

a. Section Text: Enter a brief message regarding the course (See Figure 60).
b. Section Long Text: Enter a more robust message describing the course (See Figure 60).

Note: Do not enter course prerequisite information in the section fields. It is recommended that text be typed
in a word processor and spell checked prior to entry on this page.

™ SECTION TEXT ( 3 \

Section Text * e N

December minimester course. Additional fees may be applied
Record 1 of 1

SECTION LONG TEXT 8 % T

Section Long Text JENGL 1101 will meet on Saturday 12pm-8pm for 3 weekends. You must attend all three
weekends or you will be dropped from the course. For more information, contact Professor S

®

=

Figure 57 - Enter Course Highlights
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7. Click the Save button or use function key F10.

Figure 58 — Save

Cross-Listed Courses
Any two or more courses that are taught in the same room at the same time and have identical meeting
patterns should be cross-listed in Banner.

When cross-listed sections are identified, schedule builders shall notify the Registrar’s Office of the cross-listed
sections. The Registrar’s Office will then set up an identifier to cross-list the sections.

Once the cross listed sections are set up, the identifier will appear on the course section in the Schedule
(SSASECT) page in the Cross List field.

v
¥ COURSE SECTION INFORMATION

Subject  SOCI -] SOCI-SOCIOLOGY
Course Number 1101 |:|

Title | Introduction to Sociology |
Section* [15 )|
cross ust ot ||

Figure 59 - Cross-Listed Course Identifier

Note: When adjusting the maximum seat limits in a crosslisted grouping, it is important to notify the
Registrar’s Office to increase the cross-list seat maximum. If the seat maximum is not adjusted, students will
receive a “Closed Section —X” error when attempting to register.

Editing a Section

During the schedule building phase, you can make changes to a section after it has been created and saved.
The following demonstrates how to cancel a section, change the part of term, change the instructor, and
finally how to adjust the meeting pattern of a section:

Note: Once the schedule building phase ends, you will no longer be able to make changes to a section.

Accessing a Previously Created Section
If you know the course CRN and term, you can access the section as demonstrated below:

1. From the SSASECT page, enter the term in the Term field (See Figure 60).
2. Enter the course’s CRN in the CRN field (See Figure 60).
3. Click the Go button to retrieve the course section (See Figure 60).

Term: CRN:

oY
Subject: \-1} Course: \-2/

Figure 60 - Access Course Section

4. The section loads.
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Search for a Previously Created Section
If you do not know a course CRN, you may search for it using the following steps:

1. From SSASECT, enter the term code in the Term field (See Figure 61).
2. Click the search icon L] next to the CRN field (See Figure 61).

x Schedule SSASECT 9.3.10 - GA 9.2 (1 AN =) A B RETREEVE
Term: J201701 . CRN: | r
Subject: w Course: o
Title: [2 Copy CRN |

Figure 61 - Search for a Section from SSASECT

3. The Schedule Section Query page loads (See Figure 62).
a. Enter the Term in the term field (See Figure 62).

b. Click the Add Another Field button (See Figure 62).
c. Select the Subject to search for. In this example, we will search for ENGL (See Figure 62).
d. Click the Add Another Field button again (See Figure 62).
e. Select the course to search for. In this example, we will search for 1101(See Figure 62).
f. Click Go to execute the query (See Figure 62).

X Schedule Section Query SSASECQ 9.3 (STAGEBAN) a0 B retREvE  JARELATED ¥ ToOLS 1

T SCHEDULE SECTION QUERY
Basic Filter  Advanced Filter G\ o
U/
Term a @  Partof Term @  Registration From @  Registration To (-]
01701 B | [ [--] [ | [ |
CRN @  Subject @ Course (:) o (:)
| | I#I 1101| Add Another Field .. v

Figure 62 - Schedule Section Query Page

4. A list of sections for the term and course selected will be displayed (See Figure 63).

5. Use the navigation arrows to browse all sections (See Figure 63).

6. Navigate to the course you wish to select. Note the course’s corresponding Section number
(See Figure 63).

Note: The Select button at the bottom right corner of the screen does not auto-fill the Section field in
SSASECT. You will need to input this manually.

Active filtlers: ~ Term: 201708 @ = Subject: ENGL @& = Course: 1101 & ClearAll m w
Term Part of Term Registration From Registration To Cﬁ Block Stnedule Subject Course Section Section Status Campus
201708 \ 1 88387 ENGL 1101 179 A A
201708 1 31199 ENGL 1101 18 A A
201708 1 83421 ENGL 1101 180 A A
201708 1 28639 ENGL 1101 181 @)x A
201708 1 88835 ENGL 1101 182 A A
201708 1 81200 ENGL 1101 19 c A
201708 1 81201 ENGL 1101 20 A A
201708 1 81203 ENGL 1101 22 A A
201708 1 81204 ENGL 1101 23 A A
201702 1 1205 ENGL 1101 4
M« [11]0i22 p e 10 ¥ | PerPage Record 1

Figure 63 - View Sections
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12. Click the exit button at the top left corner of the screen to return to SSASECT.

x Schedule Section Query

¥ SCHEDULE SECTION QUERY

Basic Filter  Advanced Filter

Figure 64 - Exit Section Query

Cancelling a Section
Cancelling a section requires removing the instructor, meeting patterns and enrollment.

1. From the course section schedule page, navigate to the Meeting Times and Instructor tab.
2. Locate the Instructor section. Click a row to select it (See Figure 65).
3. Using the Delete button, remove the instructor line (See Figure 65).

™ INSTRUCTOR +H] e fa Copy Y. Filter
Session Indicater = | 1D Name ‘ 2 'nsu'uctional Workload Percent of Responsibility ary Indicator Override
—
01 000 I . 0.000 100

Figure 65 — Delete an Instructor

Note: The keyboard shortcut Shift+F6 can be substituted for clicking the Delete button in all of the following
steps. You must save your changes by pressing F10 after each step.

4. Go tothe Schedule section. Repeat the process in steps 2 through 3 above to remove all rows in this
section.

5. Go to the Section Enrollment Information tab (See Figure 66).
6. Click the Enrollment Details tab (See Figure 66).
7. Enter 0 in the Maximum, Waitlist Maximum, and Projected fields (See Figure 66).

Course Section Information Section Enroliment Information Meeting Times and Instructor Section Preferences Delivery Technology
SR S P Reserved Seats o
LMENT DETAILS n insert @ Delete TmcC

7
Nt Projected * | 0|

—
"

Maximum * 0 Waitlist Maximum * | 0|
E— —
Actual 26 Waitlist Actual Y

Priar

Figure 66 - Zero Out Enroliment

8. Navigate to the Course Section Information tab (See Figure 67).
9. Enter Cin the Status field. (See Figure 67).

Course Section Information gction Enrollment Information Meeting Times and Instructor Section Preferences Delivery|

¥ COURSE SECTION INFORMA

Subject ENGL E| ENGL-ENGLISH Campus * |A o Kennesaw Campus
Course Number 1101 El Status*JC |- Cancalled
Title  |Composition | 25] Schedule Type * |"%—|7| Lecture
Figure 67 - Cancel Course Section

10. Click the Save button to save your changes.
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Changing the Part of Term
Changing the part of term requires the Instructor and Meeting Patterns to be removed.

1. Navigate to the Meeting Times and Instructor tab.
2. Locate the Instructor section. Click a row to select it (See Figure 68).
3. Using the Delete button, remove the instructor line (See Figure 68).

™ INSTRUCTOR -e *a Copy Y. Filter
Session Indicator * a |ID Name @ Instructional Workload Percent of Responsibility Primary Indicator Owverr

foi [ 000 ] : 0.000 100 |
— 3

Figure 68 - Remove Instructor

4. Go tothe Schedule section. Repeat the process in steps 2 through 3 above to remove all rows in this
section.

5. Under the Course Section Information tab, change the Part of Term.

¥ CLASSTYPE

Traditional Class

Partof Term §1  |[...]

Figure 69 - Change Part of Term

6. Click the Save button to save your changes.
7. Return to the Meeting Times and Instructor tab (See Figure 70).
8. Reenter the Meeting Patterns and the Instructor Information (See Figure 70).

Course Section Information Section Enrollment Information | Meeting Times and Insfructor ection Preferences Delivery Technology
Scheduler Preferences o

Meeting Location and Credits ,8\

— E—

SCHEDULE ) - Insert [ Delste "m Copy | Y, Filter]
Meeting Time Meeting Type Start Date * End Date * Monday Tuesday Wednesday Thursday Friday Saturday
- | CLAS 01/09/2017 05/08/2017 | | [l

3
Record 1 of 1

INSTRUCTOR
Name Instructional Workload Percent of Responsibility Primary Indicator Overrid

100 [

Session Indicator * D

01 0000 i = 0.000

Figure 70 - Reenter Meeting Patterns and Instructor Information

9. Click the Save button to save your changes.
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Changing the Instructor of Record
The following explains how to replace the instructor of a course section:

1. Navigate to the Meeting Times and Instructor tab.
2. Locate the Instructor section. From here, you can replace an instructor or add a second instructor.

3. To replace the instructor, click a row to select it (See Figure 71).
a. Click the Delete button to remove the instructor line (See Figure 71).
b. Click Insert to enter a new row and add a new instructor to the section (See Figure 71).

™ INSTRUCTOR @lﬂm op-,- . Filter
Sassion Indicator * a |ID Name @ Instructional Workload Percent of Responsill Primary IndMmeSr Overr

foi [ 000 ] : 0.000 100 |
— 3

Figure 71 - Add a New Instructor

Note: For more information on assigning an instructor to a section, see Add an Instructor to a Course Section
above.

4. To add a second instructor, click the Insert button.
5. With the new row, enter the instructor’s KSU ID number.
6. Click the Save button to save your changes.

Changing the Meeting Pattern
1. Navigate to the Meeting Times and Instructor tab (See Figure 72).
2. Locate the Schedule block. Select the new meeting pattern (See Figure 72).

Note: For more information on configuring meeting patterns, see Configure Meeting Times and Instructor.

Course Section Information Section Enrollment Information | Meeting Times and Instructor ection Preferences
Scheduler Preferences o

Meeting Location and Credits e
SCHEDULE

Meeting Time Meeting Type Start Date * End Date * Monday Tuesday
|| cLAS 01/09/2017 05/08/2017 ]

Figure 72 - Configure New Meeting Pattern

3. Click the Save button to save your changes.

Note: If a room is not available for the new meeting pattern, an error message will display. If this occurs,
contact the Registrar’s Office for further assistance.
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Waitlisting

When a course is full, students can sign up for the course waitlist to automatically be notified if a seat opens.
This section reviews waitlist policies and procedures, as well as how to view waitlists in Banner.

The following guidelines apply to waitlists:

e Waitlisted sections are available during registration;
e When a seat is offered to a student on the waitlist, they have 18 hours to register;
e All waitlists expire at the end of registration.

Students can see waitlists when searching for courses in OwlExpress. When a waitlisted course appears open,
all open seats in the section are full. Students on the waitlist will be offered available seats as they become
available.

@ ENGL 1101/06 - Composition I

CRMN Credit Part/Term Capacity Enrolled Seats Waitlist Waitlist Waitlist
Hrs Available Capacity Count Availability

83 3.000 Full Term 25 25 0 5 0 0

Figure 73 - Waitlist Open

If the waitlist is closed, students are encouraged to keep checking the schedule of classes for the waitlist to
open or register for another section.

m ENGL 1101/04 - Composition I

CRN Credit Part/Term Capacity Enrolled Seats Waitlist Waitlist Waitlist
Hrs Available Capacity Count Availability
g3 3.000 Full Term 26 50 50 0

Figure 74 - Waitlist Closed

Waitlists and Registration
Students must meet all prerequisite, co-requisite, and registration requirements to be eligible to waitlist. Note
that time conflicts and repeat limits are not checked when waitlisting for a course.

Students can be waitlisted for multiple sections of the same course.

For courses with co-requisites, it is important the student register for both courses simultaneously to avoid
pre-requisite and co-requisite registration errors.

Do not process a closed course override for a waitlisted course. The override compromises the waitlist
integrity. For more information, see Waitlists and Closed Course Overrides.
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Removal from a Waitlist
A student will be dropped from a waitlist if any of the following conditions are met:

e The student removes themselves from the waitlist;

e The student does not register before their waitlist registration expiration (18 hours from the emailed
notification);

e The waitlist expires. All waitlists expire at the end of registration.

e The student’s registration is cancelled for nonpayment.

Waitlists and Closed Course Overrides
Closed course overrides should never be used on a waitlisted course because it compromises the waitlist
functionality.

Example: A seat is currently being offered to a student on the waitlist and another student receives a closed
course override. When the student with the override registers for the seat, the student being offered the seat
from the waitlist will not be able to register because that seat has been taken by the student receiving the
override.

Note: Waitlisted courses may be reset to zero if the department does not want to waitlist the course any
longer. The students already on the waitlist will remain in queue.

Viewing Waitlisted Students by Section
Academic departments may view the list of students and their priority on the waitlists, as well as view
students who are being offered a seat on the waitlist.

The Waitlist Priority Management Page
The Waitlist Priority Management page (SFAWLPR) in Banner will display the list of students who are in the
waitlist queue for a course section. The following demonstrates how to use SFAWLPR:

1. From the SFAWLPR page, enter the Term (See Figure 75).
2. Enter the CRN (See Figure 75).
3. Click Go (or use Alt-PGDN) to view the list of students on the waitlist (See Figure 75).

.4 Waitlist Priority Management SFAWLPR 9.3.7 B aop B RetrReve SAReLarep ¥¥ ToOLS
Term: § 201701 ™ CRN: f11 a Go
Spring Semester 2017 o 2
Subject: [ET Course: 4151
Class Title:

Figure 75 - Access Waitlist Priority Management
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4. The waitlist will display the student ID and name as well as the waitlist priority.

D Name
000!
000!
000
000

Term: 201808 Fall Semester 2018  CRN: 80

¥ WAITLIST PRIORITY MANAGEMENT

Subject: AADS Course: 1101  Class Title: Intro to Afr & Afr Diasp Studi

1

Sequence Status Regisfration Date-Time Waitlist Priority
36 WL 10/23/2018 08:43
37 WL 10/23/2018 08:44
38 WL 10/23/2018 08:44
39 WL 10/23/2018 08:44

2.000000
3.000000
4.000000

Figure 76 - Waitlist Priority

Viewing the Waitlist Notification Query
The Waitlist Notification Query page (SFIWLNT) will display the list of students who have been notified of an

available seat. Included on this list will be the date and expiration status of expired notifications. The following
demonstrates how to use SFIWLNT:

1. Enter the Term (See Figure 77).
2. Enter the CRN (See Figure 77).
3. Click Go or use Alt-PGDN to view the list of students on the waitlist (See Figure 77).

X Waitlist Notification Query SFIWLNT 9.3.7

Spring Semester 2017

Figure 77 - Access Waitlist Notification Query

4. The waitlist will display the student ID and name as well as the waitlist status. There are three types of
waitlist status (See Figure 78).
a. Registered: The student has registered for the seat (See Figure 78).
b. Dropped: The student was dropped from the waitlist because the notification expired

(See Figure 78).

c. Pending: The student has been notified of an available seat and has until the expired date and time
to register for the seat (See Figure 78).

[T WAITLIST NOTIFICATION QUERY

Name

Waitlist Priority

Waitlist Status Waitligg Motified Date

0000 1232018 08:46:38
4 000§ Dropped 018 08:51:00
0000 1250018 082650

B Delete  Tm Copy | V. Filter
MNotification Expires
10/24/2018 02:46:38
10/24/2018 02:51:00
10/26/2018 02:26:50

Record 1 of 3

Figure 78 - Waitlist Status Types
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KSU Connect

After the schedule building period ends, you can change instructors, adjust seats in course sections, and assign
cost attributes to sections using KSU Connect. The following demonstrates how to access KSU Connect:

1. Navigate your browser to http://uits.kennesaw.edu/banner/.

2. The Banner Student Information System page loads. Click KSU Connect.

« Nolij Web

Production Systems

* Administrative Pages (Banner 9) - PROD

s Owl Express

I- kKSU Connect I

s Automic/AppWorx/UC4

Figure 79 - Click KSU Connect

3. Enter your NetID and password (See Figure 80).

4. Then, click Login (See Figure 80).

Login

Password

Please enter your MetlD and

password below. n
3

Username | scrappyl123

or=

Figure 80 — Login Page

4. KSU Connect open. Click the Banner Related tab.

I }
KSUCOMNNECT
e
WELCOME I BANNER RELATED 1 PEOPLESOFT/ADP RELATED GENERAL
OUTPUT DIRECTORIES Welcome to KSU Connect, Kennesaw State Un
All applications and reports are organized into t
Banner ($DATA_HOME/student)
* Banner Related
Banner |prodban/reports) * PeopleSoft/ADP Related
* General Applications
Banner (gurjobs_spsu) The categories are tab-based. To access your a
In the upper right hand corner there is 2 stand
Figure 81 - KSU Connect Homepage
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5. The Banner Related tab will open. Click the Department Chairs menu item.

6. From here, you can make seat adjustments to sections and to assign instructors after schedule building

is closed.

f 1
KSUCONNECT
| S—

Department Chairs

Assign/Change Instructors on Banner Schedule

Use this link to assign/change instructors on the Banner Schedule

Change Majors/advisors

Please use the CHANGE DEGREE PROGRAM/ADVISOR from the Main Menu under the Banner Tab.
Assign Materials Cost Attributes to Sections

Use this link to assign the No-Cost and Low-Cost attributes to each section

Faculty Qualifications System

Use this link to access the FQS for changing instructor assignments as well as assigning instructors in Banner.
You MUST use your NetID and password to log into the FQS.

Major Update Report

For Reports please use SAS Web Reports Studio
Majors by Department Report

Use this link to view majors by department report.

Missing Grade Report
This report is designed to assist academic in the of final grades.

Section Enroliment Data

Use this link to update the maximum enroliment and available seats for the specified term code, subject code, and course number.

Figure 82 - Department Chairs Menu ltem

Assign or Change Instructors
1. Under the Department Chairs menu item, click Assign/Change Instructors on Banner Schedule.

Department Chairs

Assign/Change Instructors on Banner Schedule

Use this link to assign/change instructors on the Banner Schedule
Change Majors/Advisors

Please use the CHANGE DEGREE PROGRAM/ADVISOR from the Main Menu under the Banner Tab.

2. The Customize Banner Schedule Update page loads. Select the Academic Department
(See Figure 84).

Figure 83 - Assign/Change Instructors on Banner Schedule

3. Click Run Dynamic Page (See Figure 84).

Customize Banner Schedule Update

e Run Dynamic Page || Save | Reset || Resetto Defaults

Query Options
Department: | English (ENGL) (2 '

Figure 84 - Run Dynamic Page
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4. The Assign/Change Instructors on Banner Schedule page is displayed. Select one of the following

actions:

a. Unassigned Instructors — View instructors that have not been assigned to a section

(See Figure 85).

b. Change Instructors — Change the instructor for a section (See Figure 85).

NOTE:

l e Unassigned instructors in Banner for DSC

I . E“anqe IHSEUEEOFS in Ganner or Bge I b ’

Assign/Change Instructors on Banner Schedule

Be aware that new faculty will not be displayed on the list until the term of hire has begun.
If the faculty continue to not appear on the selection menu after the term has begun, please notify the Office of the Registrar for assistance.

Figure 85 - Select Instructor Assignment Action

5. Alist of sections will be displayed. Click the drop-down and select the appropriate instructor. Figure 86

below demonstrates assigning an instructor to a course without an assigned instructor:

NOTE:

This listing shows the current term (which is Fall Semester 2018) and future terms.

Assign/Change Instructors on Banner Schedule

Be aware that new faculty will not be displayed on the list until the term of hire has begun.
If the faculty continue to not appear on the selection menu after the term has begun, please notify the Office of the Registrar for assistance.

Unassigned Instructors

Term CRN |Subject|Course Number|Section Title Instructor
Fall Semester 2018 soure|(IEP 0010 01 IEF Grammar
Fall Semester 2018 80N |IEP 0010 0z IEP Grammar
Fall Semester 2018 80=1 ! |IEP 0010 03 IEP Grammar
Fall Semester 2018 80= [ |IEP 0010 04 IEP Grammar

Figure 86 — Assign Instructor

6. Once your selections have been made, click the Update Changes button located at the bottom of the

screen.

Update Changes Raset

Figure 87 - Click Save Changes Button
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Section Enroliment Data
1. From the Department Chairs menu item, click Section Enrolilment Data.

Department Chairs

Assign/Change Instructors on Banner Schedule

Use this link to assign/change instructors on the Banner Schedule
Change Majors/Advisors

Please use the CHANGE DEGREE PROGRAM/ADVISOR from the Main Menu under the Banner Tab.
Assign Materials Cost Attributes to Sections

Use this link to assign the No-Cost and Low-Cost attributes to each section
Faculty Qualifications System

Use this link to access the FQS for changing instructor assignments as well as assigning instructors in Banner.
You MUST use your NetID and password to log into the FQS.

I Section Enrollment Data I

Use this link to update the maximum enrollment and available seats for the specified term code, subject code, and course number.

Figure 88 - Section Enrollment Data

2. The Section Enrollment Data page opens. From the drop-down menu, select the term
(See Figure 89).

3. Click Select Term (See Figure 89).

Term: JFall Semester 2018 Fe

Select Term o

Figure 89 - Select Term

4. From the drop-down menu, select the Subject (See Figure 90).
5. Click Select Subject (See Figure 90).

Subject: § AADS-African Diaspora Studies (AADS)

Select Subject o

Section Enrollment Data Page

Figure 90 - Select Subject

6. Select the Course Number.
7. The list of sections displays.
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8. Under the Enrollment Data column, change the maximum enrollment for the desired sections

(See Figure 91).
9. Click Update Section Enrollment Data to save your changes (See Figure 91).

I Section Information I Enroliment Data | Seating
ICourse Ref. b ! bj blcrse b |Section3' Title an i Acluanllr inil | Capadty'
I L 5 | ACCT | 2100 | 01 |Intro Financial Accounting I ‘»77 0[ 77|Burruss Building 105 has 94 seats
i I ACCT I 2100 I 02 |Intro Financial Accounting | [,77, 0[ 77|Burruss Building 105 has 94 seats
I Ll I ACCT | 2100 I 03 (lntro Fxna;cial Accounting I ‘77 - 0[ 77 IBurruss Building 105 has 94 seats
1 | ACCT | 2100 | 04 |Intro Financial Accounting |— 7 8 of 77|Burruss Building 117 has 94 seats
‘ 9 ‘ Update Section Enroliment Data l Reset

Figure 91 - Configure Maximum Enroliment

10. The section enrollment data is updated.

Assign Materials Cost Attributes to Sections

1. Under the Department Chairs menu item, click Assign Materials Cost Attributes to Sections.

Please use the CHANGE DEGREE PROGRAM/ADVISOR from the Main Menu under the Banner Tab.
IAssiqn Materials Cost Attributes to Sections I

Use this link to assign the No-Cost and Low-Cost attributes to each section

Figure 92 - Assign Materials Cost Attributes to Sections

2. The Required Materials Cost Attributes page loads. Review the guidelines for No-Cost and Low-Cost

designations (See Figure 93).

3. Then, select the following criteria (See Figure 93):

a. Term — Enter the appropriate term (See Figure 93).

b. Department — Select the department the course belongs to (See Figure 93).
c. Subject — Select the course subject (for example, ENGL) (See Figure 93).
d

Show only sections that have not been evaluated — Click to view sections that do not have an

assigned No-Cost/Low-Cost designation (See Figure 93).

4. Click Next (See Figure 93).

Required Materials Cost Attributes

2
Note! u

« Please note, this process is used to add the appropriate No-Cost and Low-Cost Designators for
required materials to a course section.

« Ifthe required materials for a course section will cost more than $40, an option does not need to be
selected

« Ifrequired course maierials cost more than $40 for all courses in the chosen subject, you do
not need to use this process.

= For more informaticn, please visit the Faculty Resources page on the Regisirars Website.

Term I Choose a Term @

Department I Choose a Department @ (3)

Subject I Choose a subject @
—

L9

Figure 93 — Select Term, Department and Subject
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5. The search results load (See Figure 94).
a. Click the drop-down menu next to the appropriate course to select the cost attribute for the

section (See Figure 94).

Note: To remove a No-Cost or Low-Cost designation, select Cost Attribute Not Required from the drop-down

menu.

b. Optional: Click Next to show the next set of sections (See Figure 94).
c. Optional: Click Select New Criteria to select another set of course subjects, if needed

(See Figure 94).

Note: It is best to leave the cost attribute blank if you do not know for certain if a course is No-Cost or Low-
Cost. The designation cannot be changed once the schedule of classes is made public.

6. Once you changes are complete, scroll to the bottom of the list. Click Submit (See Figure 94).

Course Title

Required Materials Cost Attributes

Instructor

Current Cost Attribute

Eearch:|

Cost Attributes

The Legal and Ethical Envirenment of Business

The Legal and Ethical Envirenment of Business

Low-cost 540 or under req cost

Low-cost 540 or under req cost

Select an attribute |

Select an attribute |

(@ ==

Previous 1 @

Figure 94 - Set Course Materials Cost Attributes

7. Your changes to the section are applied.
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SSASECT Quick Reference Sheet

Use this quick reference sheet to create course sections.

Term Codes

08 - Fall Semester 01 — Spring Semester 05 — Summer Semester

Part of Term Codes

Fall and Spring Part of Term Summer Part of Term
e 1-—FullTerm e TEN —10-Week Session
e 10— Learning Communities e 5-—May Session
e 7A —Seven Week Session | e 8- Eight Week Session
e 7B —Seven Week Session Il e 10— Learning Communities

e 6A —Summer | Six Week Session
e 3 —Summer | Four Week Session
e 4 —Summer |l Four Week Session

Figure 95 - Term and Part of Term Codes

On-Campus Course Setup

Section Code: Enter 01. No additional code is required.

Campus Code: Enter A, M, P, G, C, or D.

Instructional Method: Enter L — Traditional Face to Face (added coding effective Spring 2017).
Schedule Type: Depends on the type of class. Click the search icon for options.

Session: Enter A— On Campus, in an assigned space, or B — Unassigned Space if no space is required.
Part of Term: Enter the part of term.

Meeting Pattern: Enter the section meeting type(s) and meeting time(s).

Online Course Setup

Section Code: Enter a W in the first character of this code: W01, WO02.
Campus Code:Enter O - Online Course.
Instructional Method: Enter one of the following:
o F—-95% Online
o E—Entirely Online 100%
Schedule Type: Depends on the type of class. Click the search icon for options.
Session: Enter B —in an unassigned space.
Part of Term: Enter the part of term.
Meeting Pattern: Enter ONLN as the meeting type. Leave the meeting times and location blank.
Room Attribute: Enter 01 if an on-campus final exam is required (OCFE).
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Hybrid Course Setup
e Section Code: Enter 01. No additional code is required.
e Campus Code:Enter A, M, P, G, C, or D.
e Instructional Method: Enter one of the following:
o H-—Hybrid 50%
o H3—Hybrid 33%
o H6 —Hybrid, 66%
e Schedule Type: Depends on the type of class. Click the search icon for options.
e Session: Enter A—on campus, in an assigned space.
e Part of Term: Enter the part of term.
e Meeting Pattern: Enter the following meeting types:
o Meeting Type Line 1 — Enter CLAS. Then, select the session’s on-campus meeting day(s) and
time.
o Meeting Type Line 2 — Enter ONLN. Do not select any meeting days or times.
e Room Attribute: Enter 01 if an on-campus final exam is required (OCFE).
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Banner Keyboard Shortcuts

Use the following shortcuts to quickly navigate around Banner Administrative Pages.

Banner Keyboard Shortcuts

The following table lists the keyboard shortcuts that you can use to navigate through
Banner versions 8 and 9. Actions with new or updated keyboard combinations in Banner 9

are indicated by bold entries.

Action Banner 8 Banner 9
Application Navigator
Access Help Banner 9 keyboard CTRL+M
Access Menu EZ%T::E ?:Ltro;rein CTRL+Y
Display recently opened items E;pq:zgtimi.g:ﬂr CTRL+SHIFT+L
Search and have applied the CTRL+SHIFT+Y
" keyboard shortcut
Sign out configuration settings. CTRL+SHIFT+F
Banner Document Management (BDM)
Add BDM Documents leon or Menu ALT+A
Retrieve BDM Documents lcon or Menu ALT+R
Cancel Page, Close Current Page, or CTRL+Q CTRL+Q
Cancel Search/Query (in Query mode)
Change MEP Context Mot applicable ALT+SHIFT+C
Choosel/Submit ENTER ENTER
Clear All in Section SHIFT+F5 SHIFT+F5
Clear One Record SHIFT+F4 SHIFT+F4
Clear Page or Start Over SHIFT+FT F&
Count Cuery SHIFT+F2 SHIFT+F2
Delete Record SHIFT+F& SHIFT+F6
Down/Next Record Down Arrow Down Arrow
Duplicate ltem F3 F3
Duplicate Selected Record F4 F4
Edit CTRL+E CTRL+E
Execute Filter Query Fa F8
Exit CTRL+Q CTRL+Q
Expand/Collapse Drop-down Field Click field ALT+Down Arrow
Export Extract Data with Key SHIFT+F1
or Extract Data no Key
First Page Not applicable CTRL+Home

©2017 Ellucian. Confidential & Proprietary
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Action Banner 8 Banner 9
Insert/Create Record F6 F6
Last Page Not applicable CTRL+End
List of Values F9 F9

More Information ALT+H CTRL+SHIFT+U
MNext Field or Item Tab Tab

Next Page Down Page Down Page Down
Next Section CTRL+Page Down ALT+Page Down
Open Menu Directly F5 CTRL+M

Open Related Menu Mot applicable ALT+SHIFT+R
Open Tools Menu Mot applicable ALT+SHIFT+T

Page Tab 1 Mot applicable CTRL+SHIFT+1
Page Tab 2 CTRL+SHIFT+2
and so on and soon
Previous Field or ltem SHIFT Tab SHIFT Tab
Previous Page Up Page Up Page Up
Previous Section CTRL+Page Up ALT+Page Up
Print SHIFT+F8 CTRL+P
Refresh or Rollback SHIFT+FT F5
Save F10 F10
Search or Open Filter Query FT F7
Select on a Called Page CHIFT+F3 ALT+3
Toggle Multi/Single Records View Mot applicable CTRL+G
Up/Previous record Up Ammow Up Arrow
Workflow

Release Workflow Icon or Menu ALT+Q

Submit Workflow Icon or Menu ALT+W

S2017 Ellucian. Confidential & Proprietary
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Fall and Spring Schedule Blocks

Block A Block B Block C
MIWF TR One Day a Week
Before 3:30 PM - 50 mins, 3 Days o Week
3:30 PM Forward - 75 mins, 2 Days a Week MWF Options TR Options
Time Start Time End Time Start Time End Time Start Time ; End Time Start Time End Time
8:00 AM E:00 AM 8:50 AM 2:00 AM 9:15 AM
9:00 AM 9:05 AM 9:55 AM 2:00 AM 1045 AM
0:30 AM 10:45 AM
10:00 AM . .
10:10AM 11:00AM 9:30AM 12:15 PM
11:00 AM 1:15AM | 12:05PM 11:00 AM 12:15PM
12:00 PM 11:00 AM 1:45PM
12:20 PM 110 PM
1:00 PM E 12:30 PM 1:45PM
- 1:25PM E 215 PM _—— 12:30PM 3:15 PM I ———|
2:00 PM ' .
2:30 PM 3:20 PM 2:00 PM 3:15PM
3:00 PM 2:00PM 4:45 PM
3:30PM 4:45 PM 3:30 PM 4:45PM
a00em 3:30PM 6:15 P
5:00 PM 5:00 PM 6:15 PM 5:00 PM 6:15PM
6:00 P 5:00 PM 7:A45PM
6:30 PM 7:45 PM 6:30 PM 7:45PM
F00PM 6:30 PM 9:15 PM
8:00 PM . . . )
800 PM 9:15 PM 8:00 PM 9:15PM 2:00 PM 10:45 PM
9:00 PM
* Beginning at 3:30pm in Block A, sections are offered on a seventy-five minute two day a week meeting schedule
ﬂend
M=Monday, T=Tuesday, W=Wednesday, R=Thursday, F=Friday, S5=5aturday, U=Sunday
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Summer Schedule Blocks

10-Week (TEN)

2-Week (5) 8-Week (8)
2-Week (5) 4-Week (3) 4-Week (4)
6-Week (6A)
Block 2A Block 2B Block 4
May Session May Session 4-Week Session

MTWRF MTWR MTWR
285 Minute Classes 315 Minute Classes 165 Minute Classes
Start Time End Time Start Time End Time Start Time End Time
8:00 AM 12:45 PM 8:00 AM 1:15 PM 8:00 AM 10:45 AM
9:00 AM 1:45 PM 9:00 AM 2:15PM 11:00AM 1:45 PM
9:30 AM 2:15 PM 10:00 AM 3:15 PM 2:00 PM 4:45 PM
10:00 AM 2:45 PM 1:00 PM 6:15 PM 5:00 PM 7:45 PM
12:00 PM 4:45 PM 5:00 PM 10:15 PM 6:00 PM 8:45 PM
1:00 PM 5:45 PM 8:00 PM 10:45 PM
2:00 PM 6:45 PM
5:00 PM 9:45 PM

*includes 30 minute break

*includes 30 minute break

*includes 15 minute break
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Block 6A Block 6B Block 8 Block 10
6-Week Session 6-Week Session 8-Week Session 10-Week Session
MW/TR MWF MW/TR MW/TR
235 Minute Classes 150 Minute Classes 165 Minute Classes 120 Minute Classes
Start Time End Time Start Time End Time Start Time End Time Start Time End Time
8:00 AM 11:55 AM 8:00 AM 10:30 AM 8:00 AM 10:45 AM 8:00 AM 10:00 AM
12:00 PM 3:55 PM 12:00 PM 2:30 PM 11:00AM 1:45 PM 10:30 AM 12:30 PM
4:00 PM 7:55PM 4:00 PM 6:30 PM 2:00 PM 4:45 PM 1:00 PM 3:00 PM
5:00 PM 8:55 PM 5:00 PM 7:30 PM 5:00 PM 7:45 PM 5:00 PM 7:00 PM
8:00 PM 10:45 PM 7:30 AM 9:30 PM

*includes 30 minute break

*includes 15 minute break

*includes 15 minute break

Legend: M=Monday, T=Tuesday, W=Wednesday, R=Thursday, F=Friday, S=Saturday, U=Sunday
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Time Conversion Chart

Reference the following chart when entering course start and end times.

A » 0

1:00 AM 0100
2:00 AM 0200
3:00 AM 0300
4:00 AM 0400
5:00 AM 0500
6:00 AM 0600
7:00 AM 0700
8:00 AM 0800
9:00 AM 0900
10:00 AM 1000
11:00 AM 1100
12:00 AM 1200
1:00 PM 1300
2:00 PM 1400
3:00 PM 1500
4:00 PM 1600
5:00 PM 1700
6:00 PM 1800
7:00 PM 1900
8:00 PM 2000
9:00 PM 2100
10:00 PM 2200
11:00 PM 2300
12:00 PM 2400
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Version Updates

January 2016
The 10-Week Session will use the part of term code ‘1’ as a full term.
See September 2018 edit notes.

January 2017
Instructional Method: The addition of T — Face to Face (some online enhancement)

January 2018

Instructional Methods — Added online instructional method codes:
H3 - Hybrid 33% Online

H6 — Hybrid 66% Online

September 2018

Converted to a new meeting pattern grid

Documentation updated to Banner 9 Application Navigator
The 10-Week Session will use the code “ TEN.”

Additional Help

For Banner access, security forms, resources, and FAQs, visit the UITS Banner website at
http://uits.kennesaw.edu/banner/.

For assistance accessing Banner and section building pages, email bannerforms@kennesaw.edu.

For training inquiries, please contact Danielle Herrington or David Rogerson:

Danielle Herrington

Email: dherrin8@kennesaw.edu
David Rogerson
Email: drogerso@kennesaw.edu

For additional support, please contact the KSU Service Desk:

KSU Service Desk for Faculty & Staff

Phone: 470-578-6999

Email: service@kennesaw.edu

Website: http://uits.kennesaw.edu

KSU Student Helpdesk

Phone: 470-578-3555

Email: studenthelpdesk@kennesaw.edu
Website: http://uits.kennesaw.edu
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