The goal of this workbook is to provide you with the
knowledge and practice to setup and maintain a
schedule of classes at the University of Georgia.

06.2016
V2.1.2




TABLE OF CONTENTS

Table Of CONTENTS.....uuuuuueieeiiiiiiiieii s s s s s s s sssssssssssnes 2
INEFOTUCTION .o s s s 5
LCTo T | T PP TS O TP TR PP POTOVORRTOPRTRURO 5
U o Lo F] TP PPPPPPPPPPPPPPRS 5
PrEIEQUISITES .. ettt ettt ettt e ettt e e e e e s e ettt e e e e e s e aaab et e e e e e e s e ass b et aeeeeeeaaaa bbb aaaeeeeee s nbebaeaeeeeeaaansbtaaaeeeeeeaaannn 5
User Access Responsibility and ACCOUNTADIlITY .......uiiieiiiiieece e e e e e e e ab e e e e e eanr e e e eares 5
Chapter 1 Getting Started With BanNEer .........cccciiiieiiiiiiiiiiiiiiiiiiiniireieinsesssiisssssitssssstesssssssesssssssssnssssns 6
(oY =f={1 0 T= 281 o OO TP U PO PPTPPPPPTRRNt 7
BaANNEI MAIN MIENUL.iiiiiiiiiiiiiiii ittt s e e e e s bt e e s e b bt e e s b e e e s e b b e e e s s b e e e s s nbaeessnbaeessnraes 8
Y AV S =T o T 1= PP PP PP P PP PPPPPPPPPPPPPPPPPRY 9
PrEFEIENCES ...ttt et b e bt e s bt e s bt e sat e e a e e et e e eb e e eh e e she e sab e et e e bt e bt e bt e eh et e ateeateebeeebeenheesheesareeane 9
2 (ol N 1V =2 L o o PSP P PP PPPTPPPPP 10
A== A o] W =T=0<T o Vo FON PSR 10
PartS OF @ FOIMM ..ottt ettt ettt e s e e s bt e e s ab e e s bt e e bt e e s abee e bbeesabeesabeeesabeesabeesasbeesabaeenabeesabeesanbeesabeesnres 11
CommON Banner FOMM LAYOUL ......ccooiiiiiiiieiee ettt e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e eeaeeeaeaaaaaeasaaaeens 11
DrOP DOWN LISTS 1evvttvvuiitiiirieteteteeeeeeeeeeeeereseseseseeeeeeeeeeeaeeeeeeeeee.ee..erere...er............................................................... 12
ACTIVE ROWS ..ttt ettt ettt e s et e s e s bt e e e e b et e e e s b et e e s ns et e e e a b st e e s nnb e e e s n s s ee e e nn b e e e e nnseeesannbeeesansreeesannreeesennes 12
LTy = - T o 1T T PP PO P PPPPOP 12
REMOVE @ ROW ..ttt e e s b e e e s b e e e s s b e e e s s bbb e e s s bbb e e s s bbb e e s snba s 12
Chapter 2 Forms Used for SChedUliNG .......ccceeuiiieieiiiiecciireiecerreceeesreceeesrenenesssennsesssenesesssennsesssennsssssennnes 13
YN =L O OO T OO OO TP UUTUPROPRRRPR 14
SSASECQL .. ettt ettt ettt sttt ettt sttt b Rt h et R et R et e Rt e Rt e h e e Re e sa et e Rt e Rt e Rt e R e e e R et eae e e et e are e b e e nneenanesanenane 14
SLABIQRY ..ttt ettt ettt e et e e e b e e et e e e e e e e a——ete e et e e e e e aabeeteeeeeeeaanabeeeeeeee e e nareeeeeeeeeeannrreeeeeeeeeeanrrreees 14
Y1y ] OO PP PR PRTOPR PR 15
) VAN 0 1 U PSP UPPUTTOPPPP 15
SSARRES .ttt sttt b R bt s h et e et e Rt e Rt e R e e e R et ea et e Rt e Rt e R e e R e e e R et she e eae e e re e reenneenanesanenane 15
Y Y =5 OO P TP PPTOPRR PR 15
S A LS ettt et ettt et e e ettt e e e e e e bt et et e e e e e e e abeaeeeeeeeeaaaabeeteeeeeeeaaanbee et eeeeeeaaaanbeteeeeeeeeanareeeeeeeeeeanrreeeeeeeeeeanrrreees 15
Chapter 3 Scheduling @ SECHION....... ittt e e rene s s rene s s renesssseenessssrenesssseenssssseenenas 16
RN =L o OO OO OO U PR USUPRUPRRRPR 16
NSV =1 Lo Yol RSP USR 16
Course Section INFOrMAtiION TAb .......uiiiie ettt ettt et b e e b e s bt e s at e eabeeabeesbeesbeesaeesateeane 18
(00 TU T = U [ TR PP 19
(611 0] o 18 [T P P P P P PP PP PP PP PP PP PPPPPPPPPPP 19

- Table of Contents | University Of Georgia



Yol o [T LU ] LT 1Yo TIPSR 20
SPECIAI APPIOVAI (POD) ...eiiiiieeiee ettt te ettt e ettt e et e et e e s at e e e baeesateeesseeesteeassaeeasseesnseeanseeasnseeesseesnseeansseesnseseseenn 20
ParT OF TOIM ettt ettt e b e bt e s bt e s at e st e e bt e bt e bt e sbe e s ae e eateea b e e bt e sbeesanesanesabeeabeenbe e beennees 20
Fields to Leave Blank/ Print/ Publish or NON-PUBIISH ........cooiiiiiiiiiiiiiceee ettt ettt e s e 21
Credit Hours (Changing from Variable tO FIXEd) .....ccuiieciiieiee ettt sttt e e stee e te e e tae e sate e eteeenaeesnsaeesnneeens 22
Section Enrollment Information Tab........o oottt s s s 23
MaXiMUM ENFOIMENT ..ottt ettt e e st e e be e e s a b e e s bt e e sa bt e sabeeebeeesabeeebbeesabeesneeesareesanes 23
WaAIEHST ENFOIIMENT ...ttt ettt b e s b e s bt s st e et e e bt e sheesaeesabeeab e e b e e abeesmeesmeeenseenseens 23
Meeting TiImes and INSTFUCLOIS TAD ..iiuiiiiiiiiie st e e e st e e e s et e e e s st e e e e ssabeeeessabeeeeesabeeesesnseeessnnsens 24
PV o [T g Y=V 1Yo T o = T o= 24
PV Lo [T aY -l 2 TUT o FTa YA T Yo l 2¥e Yo 10 0Ly 25
PV o [T oY= A o I { (U Tor o] f o} Y=Yl o] o PRI 26
RUNNING QUETIES FrOM SSASECT ...oiiiiiiiieeeecieee e eetee e e eette e e e etee e e e ebee e e e ateeeeeeabeeeeeasbesaeeansasaeeaabaseeaanseeeeeansaeesaansenesennsenesennsens 27
O TUTT oV T Y= {o T 1 1y 1 U o1 o PSP P 27
Querying for EXiStiNG COUISE SECLIONS ....uvviiieiiiieeieiiee e ettt e e e ette e e eete e e e e ete e e e e beeeeeebeeeeeeabeaeeeanteseesanseseeeansenesssnseneesnnsens 28
Querying for BUildings @nd ROOMS.......cciiiiiiiiiiiie sttt e et e e e e tee e e e s be e e e ssabeee e eabaeeessnbeeesesabeeesssaseeeesnnsens 29
COPYING @ SECLION TN SSASECT ....uiiiiiiitiieiiiiie ettt s e e ettt e et e e e ssabtreeeeessessatbeaaeeeessaasssrataeeeesssasssssasaeeessssanssseaneesssnsasssseeees 32
MOdifyiNg @ SECHION IN SSASECT .....eiiiiiiiie e et e ettt e e eette e e eetee e e e etee e e eeteeeeeebaaeeeasbasaeaassasaeaasbeseeaanseeeeeansaeesaansenesennsenesannsens 33
Modifying Course Section INformation FIEldS........cuuiiiiiiiii i e e s e s sre e e e sree e e e sarees 33
Modifying SEction ENrolIMENT FIEIAS .......uviieeiieeeeeee ettt e e e e et e e e et e e e e e tte e e e enbaeeeeenbaeeeennseeeeennsees 34
Modifying Meeting TiImes and INStIUCTOIS.......uuiiiiiiiie ettt e e et e e e s be e e e s bbe e e e sabeeesesabeaeeesareeeeennsens 34
[V FoYo [1AVATa Y 10T  Fo [TgY=d=TaTo I 2o o] o - F PSR 34
Modifying Course Status (Students NOt-REZISTEIEA) ......ccccueiiiiieiiiieeiie ettt et e e rtre e s te e e sar e e s re e s baeesareeennes 35
Modifying Course Status (StUAENtS REGISTEIEA) ...cccuuiiciee ettt e e rtee e s e s e e e sbbe e e beeestseesareesbaeesareeennes 36
Chapter 4 Schedule RESIICLIONS ........ccceuiiieiiiiiiiciiireieeireceeesreeeneesreneseseennsesssenssesssenssssssennsesssenssssssennnns 37
B o JoE e f =] 1 o Tord o o LSRR 38
SSARRES KEY BIOCK ....vveieiitieie ettt ettt e ettt e e ettt e e ettt e e e et e e e e etaeeeeeasaeeaenssasee s ssasaeassaseeessaeeeesssssesanssssesansseeesanssnnann 39
SSARRES TS ..ttt sttt ettt s he e sttt b e Rt e ae e s et e E e e Rt e Rt R e e e R et s he e e ae e er e e reenneeereesanenane 40
Field of Study RESTFICHIONS BIOCK ......ccociiiei ettt et e e e et e e e e et e e e e et e e e e e abeee e e abaeeeennbaeeeenareeaeennsens 41
Student Attribute and Cohort ReSTriCtion BIOCKS .......ccoiuiiiiiiiiiieiie et 40
[ 0 T T 3PP PPPTI 40
Learning CoOMMUNITIES (LCOM) ......uuiiie ettt e ettt e e et e e e e et e e e ettt eeeeeaabeeeeessbaeaeanssesaeanssesesanssesasasseaeeanreeasannsens 40
Chapter 5 Section TeXt ....ciive it trrneesrreneee s rene e s renessseenessssrensssssrenssssssenssssssenssssssensssssnennnns 41
SSATEXT KEY BIOCK ...ttt e e e e e e ettt e e e e e e s e et e beeeeeaeeeesaasstaeaeeaeseaannsaseeaeaaesesannsssaneeeaeeesannrernnnes 42
(S oL [ a¥ =Y =Toru o] a W Oo] 4 10 0 1=] o L KT O PP P P PP PP PP PPPPPPPPPPPPPPPR: 43
Chapter 6 Cross LiSt....ccuiiiiieiiiiiieeiiiiieeeiiieneesirenessetrenesessrenesssrensssssrensssssrenssssssenssssssenssssssenssssssenssnsssennnns 44

- Table of Contents | University Of Georgia



Meeting Dates / INStructor OVErrides (SSASECT)...uciiiiiiieeireereeireeeteeeteeeteeereesteesteesteesteesaseesseenseesseesseessseenseenseenssesssesnns 45
S A LS T e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aeaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaeaeeeens 46
CroSS liSt ENFOIMENT COUNES ..coutiiiiiiiieieeiee ettt sttt et e b e b e she e sat e st e bt e b e e b e e sbeesseesaeeeateebeenbeesaeesanenane 47
YA = Gl I U PP TP PSP UPPPPPPPPPPPPP 48
REMOVING Cross List IAENTIIEIS .. .uviiiiiiiee et s e e st e e e st e e e st e e e e ssabeeesssnbeeesennseeesenasens 49
Chapter 7 Argos/SOC/Helpful INfOrmation.......cceviiiiiiiiiiiiiiiiii e e e se s e s e sesesesesssesesesens 51

LY=o L PP P PP P PP PPPPPPPPPPPPPPPRS 52

Viewing Course Schedule of Classes Proof in ArZOS ........ueiiiciiie et ecte e et ee e eetre e e s saae e s esaaaeeessnraeeesensaeeesnnnanees 52

Other VieWwable ARGOS REPOITS ..iiiivieiiiiiiieeiiiiee e esitee e sstteesssteeeessbeeeessateeeessbeeessabeeessssseeesssssenesssnsenesssssseessssseeessssens 55

ARGOS HeIP ettt ettt h e st s et st et e bt e bt e e bt e she e sh et e aE e e Rt e bt e b e e ehe e sa et ea bt e bt e b e e beeabeeeaeeenee et e ereen 55
SChedule Of ClassSES (SOC) PDF ... iciiiee ettt e e ettt e e ettt e e ettt e e e e tteeeesaataeeaessasee s ssasaeessaseeeassasesaassseeessssssesanssneesannsnnenn 56
Yol o 1=Te FUT LIS ¥o 1112V PSP 56
SSAMATX / SIAASGQ.....eeuteeteeeeiteeiterte et eteste et e steeateteete et e s bt eat e beshe e teabeestenbeeaeaneeabeeatesbeeatembeeheemeenseestensesaeensesbeentebesaeeneenne 57

SR Y AN 1Y VAN I G PP PP PP PPPPPPPPPPPPPPPRE 57

STAASGQL ..ttt ettt ettt ettt ettt ettt b e s bt sh et et e e bt e bt e ehe e eae e ea bt et e e b e e bt e eh et ehe e e Rt e b e e beeeheeeheeea bt e bt e be e beeabeeeneeeaeeeteens 57

GlOSSANY .. ceueiieeiiieeeitinietteiereeeteaserenseerasserenserensessasssensesensserensssensessnssssnssssnssesansssensessnssssnssessnsesansesensesanssenen 58

(00117 =T 0o o L TP 58
CRN (Course RefErenCE NUMDET) . ..uiiii ettt ettt e et e e ettt e e e et e e e e tta e e e e ataeeeessaeeeessaeeeessseeeeassseeeesssneesnsannenn 58
DEfaUIL (DF) IMBETING TIME..cutiiiiiiieeiie ettt e et e ettt e et e e st e e steeebaeesateestee e steesasaeeasseaassaeansasesssaeansesansseesnsesesseeasseesnsseesnseeanses 58
=] (o T O TS T O O TSP TP PRSPPI 58
S T=] o Ko 28] U o 1Y PP 58
oL 2 o O OO PRSP P PP OTPRTOT 58
INB (INtEINET NGTIVE BANNEI) 1eiiiiiiieeiicriee ettt ettt et e eetee e e eetee e e e e teee e eeabaeeeeebeeeeeenbaeeeeeabeeeseentaeeeenstaeeeeanteeeeesntreeeennsees 59
NSV =] o Yol RSP URR 59
1T =TV T o =TSP RRR 59
o T o =T 4o TP TP S TR PR PRSP 59
POIEINENT DAES .. it e s e s e s e e e e r e s s r e s s rer e s e naree 59
[ CoT=4 21 2 o FERE PP PP PP PP P PP P P PP PP PPPPPPPPPPPPPPPPPR: 59
QU BT e 59
SCREAUIE OF CLASSES ...ttt ettt ettt et b e s bt e s at e e at e e bt e be e bt e eae e sabeeabe e bt e bt e beeabeesabeeabeebeenbeesheesaeesasenane 59
Yol o =Te LU 1[I Y/ o 1T SR 59
Y o TTo = I AV o] o1 o 1V | USSR 59
SSB (S@If SEIVICE BANNEI) wevvviiiieieiiiieieiee ettt ettt ettt e e ettt e e eeetaeeeesebaeeeeseabaeseeasaaesesastaesesasaaesesassaesesasssesesassessesansreeesansrnnens 60
B IE=T0 0 0T oo T2 - | O RO PPRR O 60

-I Table of Contents | University Of Georgia



INTRODUCTION

Goal

The goal of this workbook is to provide you with the knowledge and practice to set up and maintain a schedule of classes
at the University of Georgia. The workbook is divided into three sections:

e Introduction

o SetUp

e Additional Resources

Purpose
Personnel from offices responsible for maintaining course schedule information will be able to build and change course
sections as part of current and future term schedules of classes.

Prerequisites

To complete this course, you should have:

e Completed General Banner navigation training.

e Completed or currently attending New Banner System Training.
e Access to update Banner Scheduling forms.

o Use of an ArchPass.

User Access Responsibility and Accountability

The following issues impact student registration and they may allow students to register for sections they would have
otherwise not been able to register for.

e Banner does not restrict access by Prefixes; all Schedulers have access to create sections for any subject and
number in Banner, so please only create/modify sections that belong to your department.

e Anyone with access to create sections can provide an Override to students for ANY course subject and number
or CRN, so please only give students overrides to sections that belong to your department.

- Introduction | University Of Georgia
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CHAPTER 1 GETTING STARTED WITH BANNER

Banner provides Schedulers with a variety of ways to accomplish scheduling tasks. This chapter will explain how to
move through the forms and queries that are used for scheduling, how to save your work, how to display help
menus, and many other features designed to make scheduling a stress free experience. Return to Table of
Contents.
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Logging in
Steps
1. Loginto your ArchPass.

— =
: Cisco AnyConnect Secure Mobility Client = P > €3 Cisca AnyConnect | remote.uga.edu
MyID
Group: 02 Archpass -]
Lems =S < ARCHPASS Number
Password: [P —-%
MyID Password
[ o J[ cocel

2. Open an internet browser and enter the following address into the URL bar:
https://sis-inb-prod.uga.edu/.

3. Click the Banner [PROD] link.

4. The UGA Central Authentication Service (CAS) page will be displayed.

5. Enter your MYID and MYID password and click to access the Banner Main
Menu.

m THE \\I\!R\Il\nl

Banner Environments

—— > Enter your UGA MyID and Password

Your UGA MylD

liohndoe |
E Password
[&; Banner Admin (PRc0] ] [_,’.-."—.'9'.' l

Forgot your password?
I' ” Banner Documentation Bookshelt m. Production Argos
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COURSE SCHEDULING MANUAL
Banner main menu

At the Banner main menu, forms can be selected from the My Banner or Banner folders or the form name can be entered into the
Go To field.

File Edit Options Block ltem Record Guery Tools Help

BOE EEEE 5P 2BK G & QE BhI ¢S 200X

"78 General Menu GUAGMNU 8.4.2 (PROD) -
Go To... [*] welcome, i s Products: [v| Menu | Site Map | Help Center

_1My Banner My Links
‘_IBanner
[ Student [*STUDENT]
(IFinancial Aid ["RESOURCE] Check Banner Messages
(1 General [*"GENERAL]
] Georgia Best mods [*GEORGIA]

CannectlGA Documentation

Persanal Link 2

Personal Link 2

Personal Link 4

Personal Link &

Persanal Link &

Wy Institution

Banner Broadcast Messages
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My
Steps

Banner

1. Click on the “My Banner” folder and select “Empty; Select to build” option.
Type the names of the forms in the “Object” fields, and strike the TAB Key; once you
hit the TAB Key, you will see the description field populate.

3. Log out of Banner, and log back in.

4. You will now be able to view the forms you added in the My Banner folder.

Go To...| (*] Welcome, s
e

Empty; Select to build. [SUAPMNU] | L i Personal Menu

[ Descri
TYPE: | Ornce Forma maduls =2 Dblact - e
SSASECT Soheduie
. - SSARRES Scneduie Restrictons
- é .ST‘.'SDFF .H.F.'I Fund Seurce Vabkdabon -SSATEKT r c -
=] Schedule [SSASECT] {STVGSTA AT/ Status Valdaton ssaasT Scneaus Cross Lst Defriton
STVTASK |AFA Task Vakdation oFas
=] Schedule Restrictions [SSARRES] STVGTYP |AF/ Typs Valdation I’

2] Section Comment [SSATEXT] forivman e e
=] Schedule Cross List Definition [SSAXLST]
= Student Registration Permit-Override [SFASRPO]

|2 Organize My Banner [GUAPMNU]

Preferences

Form Names and Color Settings

Steps

Points to consider:

1. Onthe Banner General Main Menu, select File > Preferences.
2. Inthe Display Options tab, check the box marked as Display Form Name on Menu by clicking it.

3. Inthe User Interface Color Settings menu within the Display Options tab, click on the appropriate search
tabs in order to view the color pallet; select a color; once a color has been selected, the screen will
return to the User Interface Color Settings menu.

4. Click the Save icon, click File > Save, or press F10.

e Sl GUAGMNU = @

QuickFlow D —— ¥ Display Form Name on Title Bar
Dispiay fon Name on Mor

Refresh ["STUDENT] v Display Release Number on Title Bar

Brint | Aid ["RESOURCE] )

Exit ["GENERAL] v Display Database Instance on Title Bar

Description: {Enter the RGB color code for non iconic buttons.
Default Value:  r204g204b153

User Value: [r204g204b153 |

e Form Names will not appear until the user logs out of Banner and logs back in.
e Color settings will be applied immediately from Banner Main Menu.

- Chapter 1 Getting Started with Banner | University Of Georgia
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Basic Navigation

Navigation in Banner is performed by clicking an icon, selecting an option from the Menu Bar, or using a keyboard

shortcut.
ICON BAR

]
l Help

P

NAVIGATION LEGEND

Reference Icon Menu Bar | Shortcut | Reference Icon Menu Bar | Shortcut
Number Key Number Key
o Save File > F10 @ Previous | Record > | PageUp
Save Record Previous
9 Rollback | File > Shift + F7 0 Next Record > | PageDown
Rollback Record Next
9 Select File > Shift + F3 @ Previous Block > Ctrl +
Select Block Previous | PageUp
e Insert Record > | F6 @ Next Block > Ctrl +
Record Insert Block Next PageDown
6 Remove Record > | Shift + F6 @ Exit File > Exit | Ctrl + Q
Record Remove

-l:I Chapter 1 Getting Started with Banner | University Of Georgia
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Parts of a Form

Banner consists of a series of forms where information is entered and/or viewed. The form types used for scheduling are
application forms (used to enter, update, and query information) and query forms (used to search for information).
These forms may contain tabs and/or be sub-divided into individual blocks. They all have a Message Bar at the bottom.
Check the Message Bar for information such as field descriptions, error messages, and processing messages.

COMMON BANNER FORM LAYOUT

| #] Oracle Fusion Middleware Forms Services: Open > SSASECT

Eile Edit QOptions Block Item Record Query Tools Help

| LIRS

"sh Schedule SSASECT MMM (PROD) (7w e e e e «

P tem:|  [SJoRN:  [3] Create CRN:S] for : r KEY BLOCK
; : :

. =
Subject: v CEU Indicator:
Course Number: [ Title: Credit Hours: “None To Or
Section: [+
Cross List: [+ Billing Hours: *None To Or
Campus: =
Status: [+ Contact Hours: “None To Or
Schedule Type: [+ |
Instructional Method: [* Lecture: sNone ~ To Or
Integration Partner: v
= - - e
Session: v
Special Approval: = Other- [ sNone To Or
Duration: [+
Part of Term: [~ <1 i Link Identifier:
First Last Altendance Method: [=
Registration Dates: i | 2 B Weekly Contact Hours:
Start Dates: 121 | a5 | Daily Contact Hours:
Maximum Extensions: v Print Voice Response and Self-Service Available
Check

Qe ommen

| Term code; press LIST for valid codes
Record: 111 |

—r

\] ListofValu.. |

| <0sC>

MESSAGE BAR
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Drop Down Lists

Many fields have drop down buttons that
display the valid List of Values (LOV) for the field.

Find|CHEM%
Subject Course Start Term End Term Activity Date -
999999
CHEM 1060L 201402 999999 24-SEP-13
CHEM 1110 201402 9990990 24-SEP-13
CHEM 1110L 201402 999999 24-SEP-13
CHEM 1210 201408 999999 08-MAY-14 =
4
To select a value from the list, highlight the value and either Cancel |
double click the value or click the OK button. The value will
automatically be populated into the field.
Active Rows
The active rows of a form are highlighted.
Time Type Start Date End Date Monday Tuesday Wednesday Thursday Friday Saturday Sunday Time Time Indicator
1 [=] = =
||_ CLAS 183-AUG-2014 17-DEC-2014 [ [ ] " [] [ [ [ 1010|1100 IF
N . | I N T S N | N
INSERT A ROW

To insert another row of data to the form, do one of the following:
Click the Insert Record icon
Click Record > Insert
o PressF6
e Press the down arrow key
The new row will be highlighted.

REMOVE A ROW

To remove a row of data on a form, complete the following steps:
1. Click the Remove Record icon, or Click Record > Remove, or Press Shift + F6
2. Click the Save icon, click File > Save, or press F10.

-H Chapter 1 Getting Started with Banner | University Of Georgia
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CHAPTER 2 FORMS USED FOR SCHEDULING

This chapter outlines the primary forms and queries that are used for creating a schedule of classes. Form and
query titles are included as well as a description of each. Return to Table of Contents.
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Scheduling a course in Banner can be a simple process involving just one form, but it can also be more complex and
require a scheduler to refer to and/or update several forms and queries. The following is a list of the core forms and
queries associated with scheduling.

SSASECT

The Schedule Form (SSASECT) is used to build and maintain the schedule of classes according to the

definitions and restrictions created in the Course Catalog. A course must be approved in the Course Approval
Process Automation system (CAPA) and exist in the Banner catalog prior to the creation of sections for the
course.

SSASECT has four tabs:
e Course Section Information tab
This is where course scheduling begins. You will use this tab to create CRNs and some of the basic
information of the section.

e Sections Enrollment Information tab
This tab is used to build and maintain the enrollment, waitlist, and reserved seat information associated
with this class section. It has two sub-tabs:
o Enrollment Details
Use this tab to add regular and waitlist seat counts to a section.
o Reserved Seats
You will not use this tab.

e Meeting Times and Instructor tab
This tab is used to enter the place, time, and instructor data to a section. It has two sub-tabs:
o Meeting Dates
Use this tab to add meeting times, days, and instructors to a section.
o Meeting Location and Credits
Use this tab to enter building and room data to a section.

e Section Preferences tab
***You will not use this tab***

SSASECQ

The Schedule Section Query Form (SSASECQ) is used to query course sections.

SLABQRY

The Building Query Form (SLABQRY) is used to perform building searches.
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SIAASGN

The Faculty Assignment Form (SIAASGN) is an alternative to SSASECT for assigning an instructor to one
or more CRNs after course sections have been created.

SIAIQRY

The Faculty/Advisory Query Form (SIAIQRY) is used to search for faculty members.

SSARRES

The Schedule Restrictions Form (SSARRES) is used to create rules at the section level to restrict
registration.

SSARRES has four tabs:
° and Field of Study
This tab is used to restrict an entire section by department (department that houses a major)
and/or field of study (major). Department restrictions should not be used.

e (Class and Level
This tab is used to restrict an entire section by class code (1* year, etc.) and/or student level
(undergraduate, etc.).

° and Program
This tab is used to restrict an entire section by degree and\or program (programs are a
combination of major and degree). Degree restrictions should not be used.

e Campus and College
This tab is used to restrict an entire section on campus and/or college.

e Student Attribute and Cohort
This tab is used to restrict an entire section by specific student attributes and/or cohorts.

SSATEXT

The Section Comment Form (SSATEXT) is used to enter or view short and long comments associated with a
section. Comments entered here appear on the Class Schedule Report (SSRSECT) and in Self
Service Banner.

SSAXLST

The Cross List Definition Form (SSAXLST) is used to enter or display the cross list information pertaining to a group of
course sections.
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CHAPTER 3 SCHEDULING A SECTION

SSASECT

Most of the scheduling functions in Banner are done on the SSASECT form. This chapter provides an in-depth
explanation of the steps to follow when scheduling a section using the SSASECT form. It also includes field descriptions
and their uses. Any fields not mentioned in this chapter are either optional or fields that are not used for scheduling at
UGA. Return to Table of Contents.
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Key Block

Steps
1. Enter SSASECT into the Go To field on the Banner Main Menu and press Enter.
2. Enter aterm into the Term field (for help see Term Format).

3. Click the Create CRN button.
i. Alternate option — Type “ADD” into the CRN field the click the Next Block icon or press
Ctrl+PageDown.

erm: 201208 |~ [ICRN: | [l create CRN:[& |l Copy CRN{[§| Subject AAEC  Course: 2580 Title: App Microecn Prin
J

Points to consider:

e In Banner, the Course Reference Numbers (CRN) are created sequentially which increases the margin of
error when entering them. If you are one number off, you are accessing a different section. Please review
the Term, CRN, Subject and Number before you modify any sections; this will help prevent you from
modifying the wrong section.

e  Your cursor will automatically be positioned in the Subject field of the Course Section Information Tab.

e Always be sure you have not duplicated sections prior to registration periods due to the rolling of the
schedule by reviewing the schedule of classes report in ARGOS (p.52.)
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Course Section Information Tab

Steps

1. Enter datainto the fields as indicated below:

Course Section Information Section Enrolimentinformation IMeeting Times and Instructor; Section Preferences
U Indicator: |
edit Hours:
—
illing Hours:
—
ontactHours: |  ®None (To ‘or [
—
®None ‘ To © Or
——
®None  To @ Or
—
®None ' To ' Or
—
ink Identifier [ ]
L ’ e Method: [ =
Registration Dates: | E | E & Weekly Contact Hours:
Start Dates: | == E Daily Contact Hours:
Maximum Extensions: I+ Print [ Voice Response and Self-Service Available
Prerequisite Check Method:  BEasicor None O CAPP O DegreeWorks
[long Title [ lEomments [ Syllabus
Required | Optional | Leave Alone Notes
Subject ®
Course Number ()
Section (]
Cross List {
Campus ®
Status (]
Schedule Type ®
Instructional Method o Field Autofills
Integration Partner o
Grade Mode o
Session (]
Special Approval (DP, AKA POD) [ ) See Glossary p.58
Duration (]
Part of Term o See Glossary p.58
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COURSE STATUS
Section Section
Status Code Status
(SSASECT) Description Section Status Definition When to Use Actions Required

A Active Section will be taught during Section is expected to have Review sections for accuracy
the referenced term. students registered. Maximum  and for meeting minimum
Registration into the section enrollment is always greater enrollment.
opens on the first day of than or equal to 1.
registration for the referenced
term.

P Pending Section is expected to be Section is expected to have Change any section to ‘P’ if you
taught during the referenced registered students later in the  expect the section to be opened
term. Registration into the same term. Maximum for registration later in the same
section may open at some enrollment is always greater term.
point after the first day of than or equal to 1.
registration for the referenced
term.

| Inactive — Obsolete Historically used for sections Review and change applicable

DO NOT that were not currently taught  onesto ‘P’ or ‘C’ (summer and
USE or for sections that were fall 2016 only).
opened later in a term.

C Cancelled Section will not be taught Section will not be offered and =~ Remove all instructors, meeting

during the referenced term. actual enrollment must equal times, and building/room
zero (0). assignments before changing to
cancelled ‘C".

Points to consider:

e Approximately three business days before drop/add begins for a given part of term, held rooms will be released
for any ‘A’s and ‘P’s with zero (0) maximum enrollment and zero enrollment.
e One business day after last day of drop/add per applicable part of term, the Office of the Registrar will convert
all sections with a pending status to cancelled.

Refer to pages 35 and 36 in order to view how to modify the course status field.

CAMPUS

Prior to the registration period for each term, it is crucial for all campus codes to be entered correctly because the
campus field can impact student tuition, fees, and financial aid disbursement.

ONLINE

When loading online E-suffix courses in Banner, please remember the following information for future terms:

e University of Georgia Online courses are the only courses noted with an E-suffix.

e On SSASECT, within the course section information tab, the ONLINE option should be selected for both Campus
and Schedule Type.
e Courses without an E-suffix should never be assigned an online campus.

OFF CAMPUS SITE

The off-campus code should only be assigned to courses that do not physically meet at any of the UGA campuses
(Athens, Buckhead, Griffin, Gwinnett or Tifton), and are not Field Study, Study Abroad, or Online sections.
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SCHEDULE TYPE

The schedule type is a code used to indicate the primary instructional method employed in a course. Although some
courses may combine instructional methods, the primary or dominant method must be reported in this field. For
further information regarding in-depth definitions of individual schedule types, the Office of Curriculum Systems may be
contacted via email at currsys@uga.edu.

SPECIAL APPROVAL (POD)

See Special Approval (p.59) within the Glossary for more information.

PART OF TERM

Part of Term indicates the beginning and end dates of either a full semester or a part of a semester. To add a Part of
Term, type the appropriate term code into the Term field. The Part of Term dates may be viewed at the Office of the
Registrar’s website (http://reg.uga.edu/schedule-of-classes/parts of term).

The part of term field cannot be modified when instructors, meeting times, and enrollments exist. If the incorrect part
of term is entered on a section that has enrollment, the department must create a new section with the correct part of
term code and notify all students registered to drop the old CRN and register for the new CRN.
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FIELDS TO LEAVE BLANK/ PRINT/ PUBLISH OR NON-PUBLISH

The highlighted fields are not used and should be left blank.

Section Preferences

Course Section nformation Section Enrollment Information Meeting Times and Instructor
CEU Indicator:

Course Numbe El Title: | Credit Hours: * None To or

Weekly Contact Hours:

Daily Contact Hours:

+ Print v \oice Response and Self-Service Available

In the highlighted area, the following boxes will automatically be checked when the CRN is generated. The print box
should remain checked. All other fields are to remain blank:

PRINT

This field controls whether or not the course displays on a student’s schedule printed from INB (Internet Native
Banner).

(PUBLISH/NON-PUBLISH) VOICE RESPONSE AND SELF-SERVICE AVAILABLE

When checked, this option will allow the section to be viewable/published in Athena; uncheck this box in order to have
the section non-published in Athena. The section will still appear on Degree Works and the Schedule of Classes pdf
document posted on the website of the Office of the Registrar.
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CREDIT HOURS (CHANGING FROM VARIABLE TO FIXED)

Credit hours will default from the Banner course catalog immediately after the course subject and number have been
filled. Rules for changing credit hours are:
CEU Indicator:
e CAPA approved “Fixed credit hours” courses Credit Hours: 1.000 None ®To | Or 4.000
may not be changed to variable or a | 3.000
different credit hour amount.

!

Billing Hours: 1.000 None * To Oor 4000
3.000
Contact Hours: 3.000 - None ™® To Or 12.000

!

e Variable credit hour courses may be changed to
fixed by entering the desired number of fixed

hours into the fields shown to the right (Note: 9-'3"3"3'

Contact, lecture, lab, and other hours only Lecture: None ' To ' Or

require an amount to be entered when the [

amount is listed.) Lab: . 2000 None ®To ( Or 12,000

9.000
e Credit hours should not be adjusted after

students have registered; please contact the
Office of the Registrar if any credit hour
adjustments occur post-registration.

None To Oor

11001

il

Once all the required data has been entered, generate a CRN by clicking the Save icon, clicking File > Save, or pressing
F10.

Points to consider:

e To generate a new section:
o Roll back to the Key Block by clicking the Roll Back icon, clicking File > Roll Back, or pressing Shift +F7.
e Changes to sections should be made before registration begins for the term of the section.
e Only sections with zero actual enrollments should be canceled.
e Fixed hours sections
o After registration has begun for a term, the only change that should be made to the
o Course Section Information tab is a change of status to Canceled.
e Variable hours sections
o After registration has begun for a term, variable hours can be adjusted.
o Variable hour adjustments are not reflected on the schedules of students who were registered
before the adjustments were made.
e Meeting time, place, and instructor can be added immediately after generating a CRN or at a later time.
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Section Enrollment Information Tab

MAXIMUM ENROLLMENT

Steps
1. Click on the Section Enrollment Information tab.

2. Enter the enrollment maximum for the section in the Maximum field.

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

lwiwl:a HB Reserved Seats

Enroliment Details

Madmum: | 25' ‘Waitlist Maximum: I 999|| Projected: 0
Actual: 14 Waitlist Actual: ] Prior: ]
Remaining: 11 Waitlist Remaining: 0

Generated Credit Hours: 56.000

3. The Projected and Prior fields are not required but can be used for reporting purposes. Populate the Projected
field, if desired. The Prior field will be populated if the section was rolled from a prior term.

4. Click the Save icon, click File > Save, or press F10.

WAITLIST ENROLLMENT

If waitlisting is required for the section, enter the waitlist maximum enrollment number of 999 into the Waitlist
Maximum field.

o  Waitlisting is mandatory for the following schedule types effective spring 2016: Lecture, Lab, Seminar,
Discussion, and Service Learning.

e Do NOT waitlist sections that have a cross-list identifier on SSASECT.

e Do NOT waitlist the lecture portion of lecture/lab courses. Do waitlist the lab portion.

e Do NOT waitlist the lecture portion of lecture/discussion course ids (e.g., FANR 3300-3300D) if they are co-
requisites. Do waitlist the discussion portion.

Points to consider:

e Enrollment counts on sections must be modified from the Section Enroliment Information tab within

SSASECT; individual section enrollment counts cannot be modified within the Cross list section block of
SSAXLST

e Adding waitlist enrollment counts to unauthorized sections will cause students to have registration errors.
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Meeting Times and Instructors Tab

ADDING MEETING TIMES

1. Inthe Meeting Times block, click into the Meeting Time field. At this point, meeting times can be added by:
a. Entering a meeting time code into the field and tabbing to the Meeting Type field. The meeting
day and time will be automatically populated. To populate the start and end dates, tab to the Start
Date field.

b. Clicking the Meeting Time dropdown box and selecting a time code. Once selected, all meeting
times fields will be populated.

2. If the section will not have a meeting time, enter “DF” into the meeting time field, and press the TAB key
twice; Or highlight an empty row, tab to the Start Time field and enter 0001, and enter 2359 in the End Time field.

3. If the section will have a non-standard meeting time, highlight an empty row, tab to the days of

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

Meeting Times

Meeting Location and Credits

ing Start End Session
Type Start Date End Date Monday Tuesday Wednesday Thursday Friday Saturday Sunday Time Time Indicator

5 = =)

cs  [eAlcons  [rDEC20W @ v v oo o |-
| | I B
[ [ I B
| | I B
[ [ R B c

the week and click the desired days, and enter the desired start and end times into the respective fields,
using military time format.

4. Click the Save icon, click File > Save, or press F10.

Refer to page 34 in order to view how to modify Meeting Times.
Points to consider:
e Meeting times are displayed in military time format.
e Tabbing across a row will automatically fill in the start and end date.
e  When manually entering meeting times, the tab key must be used to populate the Start and End dates before
the days and times are entered; if this is not done, errors will occur when saving

e During the room assignment time periods, all Banner course scheduling access is changed to Query Mode (View
Only) for all terms.
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ADDING BUILDINGS AND ROOMS

1. Click the Meeting Location and Credits tab.
2. Click into the Building field. At this point, a building and room can be added by:
a. Enter a building and room into their respective fields.
b. Click the Building dropdown box, run a query, and select a building. Once the building number
has been selected selected, tab to the Room dropdown box, run a query, and select a room (for
help see Querying for Building and Rooms p.29.)
3. If Astra is to assign the building and room, leave the building and room fields blank. During the room
assignment time periods, all Banner course scheduling access is changed to Query Mode (View Only) for all terms.
4. If no building or room is necessary, enter “NCRR” (No Classroom Required) into both building and room
fields.
5. Click the Save icon, click File > Save, or press F10.

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

Scheduler Preferences

Meeting Times
Meeting Dates Meeting Location and Credits
Hours Session Room
Automatic Schedule per Override Credit Partition Altribute
Scheduler Building Room Type Week Indicator Hours Details Details
M M ] M|
| [1011 o104 lLec [ z2s0 [ [ 3000 -
[ P  u = | [ [
| | | | [
| | | |
| | | | -
\ \

Refer to page 34 in order to view how to modify Buildings and Rooms.
Points to consider:

e The Hours per Week field will be populated based on the meeting days and times.
e The Session Credit Hours field is populated from the number shown in the Credit Hours field on the Course
Section Information tab.

MISSING BUILDING AND ROOMS

If the room is considered to be a conference room, please send an emailed request* to regsched@uga.edu
explaining that you have permission to load sections in that room, and requesting that it be added to the database.
Include the building and room number.

If the room is considered to be a normal classroom, please send an emailed request™ to regsched@uga.edu
informing that the room is missing from banner and it needs to be added to the database. Include the building and

room number.
*During peak times throughout each term, it may take several business days for the request to be processed.
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ADDING INSTRUCTORS OF RECORD

1. Inthe Instructor block, click into the ID field. At this point, an instructor can be added by:
a. Entering an instructor’s ID number into the ID field.
b. Clicking the ID dropdown box, running a query, and selecting an instructor (for help see Querying
for Instructors p.27.)

2. When the first instructor is entered, the Percent of Responsibility field will automatically prefill with 100
and the Primary Indicator box will be checked. When additional instructors are added, data must be
manually entered into these fields and the Percent of Responsibility must be manually adjusted for the
first instructor.

3. Click the Save icon, click File > Save, or press F10.

Instructor
Session Instructional Percent of Primary Override Percent of
Indicator [I% Workload Responsibility Indicator Indicator Session
o | | | [ __| e
[ | 1 | [ [
[ | | | [ [
[ | | | [ [

INSTRUCTORS NOT APPEARING IN SIAIQRY

In order to have individuals listed in the Instructor of Record database in Banner (SIAIQRY), or to update pre-

existing instructors’ information, e.g., Name changes, or Incorrect/missing information, you must contact Faculty
Affairs by e-mail at ofainst@uga.edu. Email request only; please do not call the main office.

GTA or GLA

New graduate teaching assistants and graduate lab assistants for a specific term must be in the UGA Budget System for
that FY (Applicable Term), specifically in a GTA and/or GLA position before they can be added as an instructor of record
in Banner. If you need to load a new GTA or GLA as an instructor of record for the specific term and the graduate
assistant is not available, you must follow these steps:

1. Unit’s business office must process a FY (Applicable Term) personnel document to place the graduate assistant
in a GTA and/or GLA budgetary position.

2. When the personnel document for the GTA/GLA position has been processed and is marked “PAYROLL
COMPLETE” at the bottom, send a pdf copy as an attachment to ofainst@uga.edu and request for OFA to
manually add the GTA/GLA into Banner.

GTAs and GLAs cannot be added to Banner under any other process. You will receive an email confirmation when the
GTA/GLA has been added to the system. Please email ofainst@uga.edu if you have any questions about this process.
Refer to page 34 in order to view how to modify Instructors of Record.

Points to consider:

e The percent of responsibility should total 100% combined between all instructors teaching the section.

o The percent of responsibility assigned should always be greater than or equal to one percent.
The percent of session should equal 100% combined between all instructors teaching the same sessions.
o The percent of responsibility assigned should always be greater than or equal to one percent.

e Banner checks instructors for scheduling conflicts with other sections.

e Instructors can be entered only after data has been added to the Meeting Times block.

e Only one instructor can be primary; any instructor on this form can assign grades.

e When an instructor of record has not been assigned (blank field) to a section, the informational text displayed on

Athena and the SOC pdf document will appear as TBA (To be Announced).
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Running Queries from SSASECT

QUERYING FOR INSTRUCTORS

Steps

1. Inthe Instructor block of SSASECT, click the drop down arrow of the ID field.

Instructor
Session Instructional Percent of Primary Override Percent of
Indicator [I% Workload Responsibility Indicator Indicator Session
o | | | [ __| e
[ | 1 | [ [
[ | | | [ [
[ | | | [ [

2. SIAIQRY will be displayed. If desired, select to search by status (the only viable field in the Key Block for
Schedulers) before preceding to the next block by clicking the Next Block icon, Block > Next, or pressing
Ctrl + PageDown.

Term: hotes [7] + Faculty Advisor Category: | [7]
StaffType: |  [7] Contract Type: | 7] Tenure Status: | [7] Status: | [¥]

1D Last Name First Name Middle Name Faculty Advisor College Depariment

E _
| R— ] -
| o B H
| | [ [

3. Enter desired search parameter(s) into one or more fields, and then run the query by clicking the Execute
Query icon, clicking Query > Execute, or pressing Shift F8.
e If necessary, use the scroll bar to view all of the instructors.

4. To perform another search, cancel the current query by clicking the Cancel Query icon, clicking Query >
Cancel, or pressing Ctrl + Q. Next, click the Enter Query icon, click Query > Enter, or press F7. Repeat step

3.

5. Click on the desired instructor to highlight your selection. Select the instructor by clicking the
Select icon, clicking File > Select, or pressing Shift + F3.

Points to consider:
e SIAIQRY can be accessed from the Banner Main Menu by using the Go To field.
e Searches can be performed with partial information by using the % wildcard.

o Example: Enter A% into the Last Name field for find all instructors whose last name begins
with the letter
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QUERYING FOR EXISTING COURSE SECTIONS

Access the SSASECQ query form to search for existing sections.

Steps
1. Inthe Key Block of SSASECT, click the drop down arrow of the CRN field.

'/ Schedule SSASECT 8531 (PROD)

Term: [*] cRN: | [*] fcreate CRN:[§| Copy CRN:§| Subject: AAEC  Course: 2580 Title:

2. SSASECQ will be displayed. Enter desired search parameter(s) into one or more fields.
"s8 Schedule Section Query SSASECQ 8.2 [MC:4.0] (PROD)

Part Registration Registration Block Section
Term of Term From To CRN Schedule Subject Course Section Status Campus
i 5 = = 5 =1 [
—y -2 /3 —3J - 0o = = = b = =a
Schedule Instructional
Course/Section Title Type Method Duration Unit
= = =
| [ |
T Sremlr “e‘;:;m Long Syllabus Comments ENONment Maximum | - Actual| =
] B O n [ Waitlist: Maxdimum | - Acwat| =

3. Run the query by clicking the Execute Query icon, clicking Query > Execute, or pressing Shift F8.
a. If the query finds more than two sections, use the scroll bar to view all of the sections.

4. To perform another search, cancel the current query by clicking the Cancel Query icon, clicking Query >
Cancel, or pressing Ctrl + Q. Next, click the Enter Query icon, click Query > Enter, or press F7. Repeat steps
2-3.

5. Once the desired section is found, click the Select icon, click File > Select, or press Shift + F3. You will be
returned to SSASECT and the selected CRN will be populated in the CRN field of the Key Block.

Points to consider:
e SSASECQ can be accessed from the Banner Main Menu by using the Go To field.

e Searches can be performed with partial information by using the % wildcard.
o Example: Enter 2013% into the Term field to search for all sections created in the year
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QUERYING FOR BUILDINGS AND ROOMS

SSASECT offers two methods to search for building and rooms
SLABQRY AND SLQROOM

Steps
1. Inthe Meeting Times block of SSASECT, click the drop down arrow of the Building or Room field
Course Section Information Section Enrollment Information Meeting Times and Instructor Section Preferences
Scheduler Preferences
Meeting Times
Meeting Dates Meeting Location and Credits
Hours Session Room
per Override Credit Partition Adtribute
Details Details

Schedule
Scheduler Bmldlng Week Indicator Hours
EI
|LEC 250 [ 3.000 [ n -
| . 1 - - |j

2. SLABQRY (buildings) or SLQROOM (rooms) will be displayed. Enter desired search parameter(s)

into one or more fields.

Buildings

'8 Building Query SLABGRY 8.0 (PROD)

"v8Room Query SLAQROOM 855 (PROD)
Term: 201408 Start Date: 18-AUG-2014 End Date: [17-DEC-2014
Building Room Description Type  Capacity Max m College Depariment Category Gender
Ad - = Ad
[ | = ] ) J 9 ] 1 []8
| - e ma m m s mm ml

3. Run the query and view the results by clicking the Execute Query icon, clicking Query > Execute, or

pressing Shift F8.
o If necessary, use the scroll bar to view all of the sections
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4. To perform another search, cancel the current query by clicking the Cancel Query icon, clicking Query >
Cancel, or pressing Ctrl + Q. Next, click the Enter Query icon, click Query > Enter, or press F7. Repeat steps
2-3.

5. Once the desired building or room is found, click the Select icon, click File > Select, or press
Shift + F3.

Points to consider:

e SLABQRY (buildings), but not SLQROOM (rooms), can be accessed from the Banner Main Menu by using
the Go To field.

e This method displays all building and rooms, regardless of availability.
e Searches can be performed with partial information by using the % wildcard.

o Example: Use SLQROOM to perform a search for first floor rooms by entering 1% into the Room
field.
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SLQMEET

Steps

1. Access the Meeting Times and Instructor tab in SSASECT. Click Options > Query Available
Classroom [SLQMEET].

2. Meeting times information from the course on SSASECT will be populated into Key Block. Click the Next
Block icon, click Block > Next Block, or press Ctrl + PageDown.

’78 Available Class Room Query SLQMEET 85.1.3 (PROD)

Meet | |7 VMon | Tue k“Wed | Thu KFri | Sat [ Sun From Time: |1010 To Time: [1100

Building: 1011 |7J Campus: [aH [T site: [ [ Capacity: [100

Desired Room Attributes
Building Room Description

!
E
&
E

Ld

|»

Aiftribute

]| B

%%%%
ANRRNARRRRRRNRR
ANRRNARRRRRRNAR
INAm

3. Your cursor will be positioned in the Attribute field. If desired, enter room attribute search
parameter(s).

4. Next Block again to populate the table to the right of the screen with the buildings and rooms that meet
the search parameter(s).
a. If necessary, use the scroll bar to view all of the sections.
5. Once the desired building and room is found, highlight your selection then click the Select icon, click File >
Select, or press Shift + F3. The system will roll back to the Meeting Location and Credits tab in the Meeting
Times block in SSASECT and will automatically insert the room number that you selected into the Room

Field.

6. Click the Save icon, File > Save, or press F10.
Points to consider:

e This method displays available building and rooms according to search parameter(s).
e SQLMEET is only available through SSASECT.
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Copying a Section in SSASECT

Additional sections of the same course id can be quickly scheduled by using Banner’s copy feature.
Note: the section to be copied must have a Section code of 0 (zero).

Steps

1. In SSASECT, display the course section to be copied, noting the CRN.
2. Click the Copy CRN button located in the Key Block.

"v8 Schedule SSASECT 85.3.1 (PROD)

Term: 201408 | ¥| CRN: [s083g [¥] CreahCRH:@ubied: AAEC  Course: 2580

Section Enrelimentinformation Meeting Times and Instructor Section Preferences

Course Section Information

3. The Default Section Details window will be displayed. Add the CRN of the course to be copied into the
CRN field and press enter or tab to activate the Process Default button.

"s3 Default Section Details SSASECT 85.3.1 (PROD)
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Modifying a Section in SSASECT

Sections may be adjusted or modified in Banner, i.e., clerical errors, however the steps to modify a section may vary
depending on the field that is being changed and whether or not students have registered for the section. Schedulers
should always exercise caution when modifying sections with active enrollment, because the fields listed below may
impact student schedules, tuition, fees, and/or financial aid.

Fields that can be modified after a CRN has been generated

Pre-Registration Students Registered
Subject [x]
Course Number
Cross-List |
Campus (pg. 19) ¥ [x]
Status ¥
1*Schedule Type M
Special Approval (POD) ¥ M
4*Part of Term ™
Credit Hours ¥
Voice Response and Self-Service Available ™ M
Enrollment (Maximum and Waitlist Maximum) ¥ M
2*Meeting Dates ™ M
2*Meeting Locations ¥ M
Instructors ¥ ¥

1* Cannot change when meeting times exist

2*  Cannot change when instructors exist

3* Cannot change when instructors and meeting times exist

4*  Cannot change when instructors, meeting times, and maximum enrollment exist

MODIFYING COURSE SECTION INFORMATION FIELDS

Steps
1. Inthe SSASECT key block, enter the term and CRN of the section to be modified, and click Block> Next, or press
CTRL+PageDown until the cursor has reached the Course Section Information tab.
2. Hit the TAB key until the cursor has reached the field being modified.
3. Click the Search Button for that particular field and select the correct code, or, if you know the code, it can be
typed into the field directly.
4. Click the Save icon, Click File > Save, or press F10.

NEVER use Remove Record + Save for any field listed on the Course Section Information tab
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MODIFYING SECTION ENROLLMENT FIELDS

Steps
1. Inthe SSASECT key block, enter the term and CRN of the section to be modified, and click Block> Next, or press
CTRL+PageDown until the cursor has reached the Section Enrollment Information block.
2. Modify the Maximum enrollment and/or the Waitlist Maximum.
3. Click the Save icon, Click File> Save, or press F10.

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

lmIMI@EE Reserved Seats

Enrollment Details

Maximum: I 25' Waitlist Maximum: I 999|I Projected: 0
Actual: 14 Waitlist Actual: 0 Prior: 0
Remaining: 11 Waitlist Remaining: 0

Generated Credit Hours: 56.000

MODIFYING MEETING TIMES AND INSTRUCTORS

Steps
1. Inthe SSASECT key block, enter the term and CRN of the section to be modified, and click Block> Next, or press
CTRL+PageDown until the cursor has reached the Meeting Times or Instructor block.
a. Meeting Times

e If an instructor of record does not exist, click the Remove Record icon, click Record> Remove, or
press Shift+F6 until the desired Meeting Time(s) is/are Removed; add the desired meeting
time(s), and Click the Save icon, Click File> Save, or press F10.

e If an instructor of record does exist, click the Insert Record icon, click Record> Insert, or press
the down arrow key, and add the desired meeting time; highlight the undesired meeting time
row and click the Remove Record icon, click Record> Remove, or press Shift+F6 and Click the
Save icon, Click File> Save, or press F10.

b. Instructor(s) of Record

e Highlight the instructor of record to be removed using the down arrow key.

e Click Record> Remove, or press Shift+F6 on the desired instructor of record to be removed, and
Click the Save icon, Click File> Save, or press F10.

MODIFYING BUILDINGS AND ROOMS

Steps
1. Inthe SSASECT key block, enter the term and CRN of the section to be modified, and click Block> Next, or press
CTRL+PageDown until the cursor has reached the Meeting Times or Instructor block.
2. Hit the TAB key until the Meeting Dates block has been reached.
a. Building
e Prior to modifying the building code, the room code must be removed using the backspace key.
b. Room
¢ |In order to modify the room code, remove it using the backspace key. The room should be a
valid room within the building code listed.
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MODIFYING COURSE STATUS (STUDENTS NOT-REGISTERED)

In the SSASECT key block, enter the term and the CRN of the section needing to be cancelled into the key block, and click
the Next block icon, click Block > Next, or press CTRL+PageDown.

Set Max Enrollment to Zero (0)

1. Click the Next Block icon, click Block> Next, or press CTRL+PageDown until the cursor has reached the Section
Enrollment Information block.

2. Change the Maximum enrollment to zero (0), and Click the Save icon, Click File> Save, or press F10.

Enroliment Details

Maximuimn: I 30 l Waitlist Maxdmuimn: i) Projected: 0
Actual: 0 Waitlist Actual: 0 Prior: 67
Remaining: 30 Waitlist Remaining: 999

Generated Credit Hours: 000

Remove Instructors
1. Click the Meeting Times and Instructor tab, and click the Next block icon, click Block > Next, or press
CTRL+PageDown until the cursor has reached the Instructor block.
2. Click the Remove Record icon, Click Record> Remove, or press Shift+F6 until all Instructors have been removed,
and Click the Save icon, Click File> Save, or press F10.

Instructor
Session Instructional Percent of Primary Override Percent of
Indicator 1D Workload Resp ibility  Indi Indi i
-]
lc-1 810026705 |Ames, Glenn C 000 100 I | 100| o
e

] 1 |

[ | | | N [

[ | | | -

Remove Meeting Times
1. Click the Previous Block icon, click Block> Previous, or press CTRL+PageUp until the cursor has reached
the Meeting Dates block.
2. Click the Remove Record icon, Click Record> Remove, or press Shift+F6 until all Meeting Times have been

Removed.
Meeting Times
Meeting Location and Credits
Meeting Meeting Start End Session
Time Type Start Date End Date Monday Tuesday Wednesday Thursday Friday Saiturday Sunday Time Time Indicator
Cl = =
CLAS 18-AUG-2014 17-DEC-2014 4 4 4 1010 (1100 ﬂ a)
[ | - - - - - - - \
[ [ [ Il B
[ [ [ Il
[ [ | [ 0 B =
Change Course STATUS

1. Click the Previous Block icon, click Block> Previous, or press CTRL+PageUp until the cursor has reached the Course
Section Information Tab.
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2. Change the “A” in the Status Field to either a “C” (Cancel) or “P” (Pending), and Click the Save icon, Click File> Save,
or press F10.
3. (Optional) Uncheck the Voice Response and Self-Service available box in order to hide the course from ATHENA.

MODIFYING COURSE STATUS (STUDENTS REGISTERED)

The course status field should never be modified in SSASECT while students are actively registered.
Steps
1. Immediately set Max Enrollment to zero (0) in order to prevent further enroliment.
e C(Click the Next Block icon, click Block> Next, or press CTRL+PageDown until the cursor has reached the
Section Enrollment Information block.
e Change the Maximum enrollment to zero (0), and Click the Save icon, Click File> Save, or press F10.

Enrollment Details

Maximurm: I SE-I Waitlist Maxinum: 999 Projected: 1]

Actual: ] Waitlist Actual: ] Prior: 67
Remaining: 30 Waitlist Remaining: 899
Generated Credit Hours: 000

2. Remove all instructors and meeting times (p.35).

3. Notify all students registered via email to drop the section via Athena as soon as possible.

4. Monitor the section(s) until the Actual Enroliment field displays zero (0),

5. Modify the course status from Active (A) to Cancelled (C) only after step 4 has been completed.

Student email addresses can be obtained through the class roll report via Argos (p.52); the BCC email option should be
used in order to comply with FERPA.

Cancellations due to Minimum Enrollment/Unforeseen Circumstances

A Section Cancellation Request form may be submitted only in the following circumstances: the section must be
cancelled due to minimum enrollment or unforeseen circumstances (instructor issues), all students have been contacted
via email and provided sufficient time to remove themselves from the section through Athena, and the submission is
made prior to the drop/add deadline for any given term.

Steps
1. The form can be obtained from the Office of the Registrar website at reg.uga.edu / Contact the Office of the
Registrar at regsupp@uga.edu in order to receive the Section Cancellation Request form via email or if you have
any further concerns or questions.
2. Complete the Section Cancellation Request form for the desired section to be cancelled.
a. Complete one form per section to be cancelled.
3. Submit the section cancellation request form to the Office of the Registrar via fax, mail, or email (see form).

Once the drop/add deadline has passed, in lieu of this form, the department should submit a cancellation and drop
request on the department’s letterhead with all instructor and student signatures; the original document should be
submitted and addressed to Rosemary Segreti, Interim University Registrar.
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CHAPTER 4 SCHEDULE RESTRICTIONS

SSARRES

Registration restrictions are used to restrict course sections to specific populations of students. The restrictions that
are in CAPA, such as Permission of Major, will automatically be placed on course sections that are scheduled.
However, restrictions can also be manually placed on sections via the SSARRES form. This chapter provides an in-
depth explanation of the steps to follow in order to add section level restrictions. It also includes field descriptions
and their uses. Any fields not mentioned in this chapter are either optional or they are fields that are not used for
scheduling at UGA. Return to Table of Contents.

Contents at a Glance
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Types of Restrictions

. — DO NOT USE — This restriction is based on the department of the student. It is not the
same as a POD permission of department. PODs are considered Special Approvals p.59 and are added to a
section via SSASECT.

e Field of Study Type — Restrictions are based on one or more of the following:
o Major, Minor, Concentration (Area of Emphasis)

e Class — Restrictions are based on the classification of the student:
o First-Year Undergraduate, Second-Year Veterinary Medicine, Graduate Masters, etc.

e Level — Restrictions are based on the level of the program a student is pursuing:
o Undergraduate, Pharmacy, Doctoral, etc.

. — DO NOT USE — Restrictions are based on the degree the student is pursuing:
o AB, BBA, MED, etc.

e Program — Restrictions are based on the program of study the student is pursuing:
o ABJin Advertising, African American Studies Certificate, MA in German, etc.

e Campus — Restrictions are based on the campus of the student:
o Athens, Buckhead, Tifton, etc.

e College — Restrictions are based on the school/college of a student:
o College of Arts and Sciences, School of Ecology, Graduate School, etc.

e Student Attribute
o Restrictions are based on an attribute that has been assigned to a student.

e Cohort
o Restrictions are based on a cohort that has been assigned to a student.

Points to consider:
o Alist of values for each Restriction field can be displayed by clicking the field’s drop down arrow.
e When multiple restrictions are placed on a course, all of the restrictions must be met.

o Example: If a section has a College and a Degree restriction, students must be in the indicated
college and degree in order to register for the section.

e When multiple restrictions are placed on a type of restriction, any of the restrictions can be met.
o Example: If a section is restricted by major and three majors are listed, students can be in any of
the three majors in order to register for the section.

e An alternate method for accessing the SSARRES form is as follows:
o While on SSASECT, click Options > Schedule Restrictions (SSARRES).
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SSARRES Key Block

Steps
1. Enter SSARRES into the Go To field on the Banner Main Menu and press Enter.
2. Enter aterm in the Term field (see Term Format).

3. Enter a CRN into the CRN field.

'7Schedule Restrictions SSARRES 8.0 (PROD)

- -

4. Click the Next Block icon, click Block > Next Block, or press Ctrl + PageDown.
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SSARRES Tabs

Each tab has two detail blocks. The process for adding restrictions is the same for all blocks that appear on all tabs.
The restriction fields, on the other hand, vary by tab. All detail blocks, except for the Field of Study Restrictions block,
have all the same field. Because of its uniqueness, the Field of Study Restriction block is discussed on the following
page.

Steps

1. Inthe desired tab and detail block, select to restrict the section by including or excluding a population
(default is Exclude).
2. Click into the restriction field of the block and add the population to restrict:
a. Click the dropdown arrow of the restriction field, run a query, and select a restriction.
b. Enter a restriction code into the restriction field.

Term: | [*] CcRN: =] Subject: Course: Title:

Remember, this block is not used for adding
a POD restriction to a section. It is used to

Description
restrict a section to students in a specific
department. H
Restriction - .
. Type Description -
Field All Field of Study Types | I 2 Igl
Description

3. Click the Save icon, click File > Save, or press F10.
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Field of Study Restrictions Block

Steps

1. Select to restrict the section by including or excluding a population (default is Exclude).

2. Select to restrict a section by individual fields of study type (major, minor, concentration) or all of the
fields of study.

Field of Study Restrictions Type Description
" Include  * Exclude INI Field of Study Types | | (] E

Description

| [

a. Individual fields of study

i. Click the dropdown arrow of the Type field and double click the desired field of study
type.

ii. Enter a field of study code into the Type field.

b. Allfields of study
i. Click the All Field of Study Types box.
3. Click into the restriction field of the block and add the population to restrict:

a. Click the dropdown arrow of the restriction field, run a query, and select a restriction.

b. Enter a restriction code into the restriction field.
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Student Attribute and Cohort Restriction Blocks

HONORS

Steps
1. Inthe Student Attribute and Cohort tab, within the Student Attribute Restrictions block, select to include the

population (default is Exclude).
2. Click the Attribute field, type the code HNRS, and Click the Save icon, click File > Save, or press F10.
3. The section will only be available to honors students.

HMRS Honors Program Student

LEARNING COMMUNITIES (LCOM)

Steps
1. Inthe Student Attribute and Cohort tab, within the Student Attribute Restrictions block, select to include the
population (default is Exclude).
2. Select the Cohort field, type the appropriate Learning Community restriction code (see below), and Click the
Save icon, click File > Save, or press F10.
3. The section will only be available to the specific LCOM restriction placed.

LCAE_ 1415 |L&arning Comm- The Art Exp

LCBU_1415 |Ln.=.arning Comm- Climate Sports
LCCS_ 1415 |L&arning Comm- Climate Sports
LCED_1415 |Ln.=.arning Comm- Explorations Ed
LCFC_1415 |L&arning Comm- Family Cons Sci
LCFS_1415 |Ln.=.arning Comm- Film and Stage
LCGE_1415 |Ln.=.arning Comm- Global Engagmint
LCGE_A |L&arning Comm-Global Engagemnt
LCLSA 1415 |Ln.=.arning Comm- Life Science
LCLS_A |Learning Comm-Life Science
LCLS B |Learning Comm-Life Science
LCMC_A |L&arning Comm-Mass Communicatn
LCMU_A |Learning Comm-Music

LCPL_A |Learning Comm-Pre-Law

LTSS A |Ln.=.arning Comm-Social Science
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CHAPTER 5 SECTION TEXT

SSATEXT

Comments about course sections can be added to a section via the SSATEXT form. Text added to this form will
display on Banner Self Service and on the printed Class Schedule. Return to Table of Contents.

Contents at a Glance
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SSATEXT Key Block

Steps
1. Enter SSATEXT into the Go To field on the Banner Main Menu and press Enter.
2. Enter aterm in the Term field (See Term Format).

3. Enter a CRN into the CRN field.

"73 Section Comment SSATEXT 8.2 (PROD)

-

4. Click the Next Block icon, click Block > Next Block, or press Ctrl + PageDown.
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Entering Section Comments

Steps
1. Addacomment to the desired detail block.

2. Click the Save icon, click File > Save, or press F10.

Section Text

4

Section Long Text

v |l

~  Activity Date:

Points to consider:

e Section Text only applies to the specific CRN (Course Reference Number) that it has been added to.
o Section Text can be copied using Banner’s Copy feature.

e Only Text added to the Section Long Text will be viewable to students in ATHENA.
o Text added to the Section Text detail block will not show in ATHENA.

e The maximum number of characters (including spaces) that can be added as Section Long Text is
32,767.

e An alternate method for accessing the SSATEXT form is as follows:
o While on SSASECT, click Options > Course Section Comments (SSATEXT).
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CHAPTER 6 CROSS LIST

SSAXLST

Course sections that share a common meeting time, place, and instructor are to be cross listed in Banner using the
SSAXLST form. The individual sections that make up a cross-listed group retain their unique seat counts, class rolls, and
restrictions. Return to Table of Contents.

Contents at a Glance
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Meeting Dates / Instructor Overrides (SSASECT)

Before sections can be cross listed, a couple of overrides must be added to each section to enable them to be saved with
the same meeting place, time, and instructor.

Steps

1. Inthe Meeting Times block, select the Meeting Location and Credits tab and enter the letter “O” into the
location field. Click the Save icon, click File> Save, or press F10.
a. The Override Indicator is not necessary if the Building code is NCRR.

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

Scheduler Preferences

Meeting Times

IMeeting Dates Meeting Location and Credits
Hours Session Room
Automatic Schedule per Override Credit Partition  Aftribute
Scheduler Building Room Type Week Indicator Hours Details Details

=

1011 04 [Lec

HE e e E
HE e e E

i
W

1]

2. Inthe Instructor block, click in Override Indicator box.

3. Click the Save icon, click File > Save, or press F10.
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SSAXLST

Cross listing sections using the SSAXLST form.

Cross listed sections should NEVER have wait listed seats (see Waitlist Enrollment for further information).

Steps

1. Enter SSAXLST into the Go To field on the Banner Main Menu and press Enter.

2. Enter aterm inthe Term field (Term Format).

3. Enter a group code into the Cross List Group Identifier based on the following naming convention: 2 character
college code (for a list of college codes see page 58), underscore, course id. If a course id will have multiple
groups, end the identifier with an underscore, followed by a letter or number (A, B, Cetc., or 1, 2, 3 etc.) .

a. Example: The cross list identifier for one CLAS(ANTH) 2000 group would be:

i. AS_CLAS2000

b. Example: The cross list identifiers for two GENE(BIOL) 3200 groups would be:
i. AS_GENE3200_A
ii. AS_GENE3200_B

’7a'Schedule Cross List Definition SSAXLST 8.5.0.3 [MC:4.0] (PROD)

S E—

4. Next Block into the Cross list Enrollment block by clicking the Next Block icon, clicking Block > Next, or
pressing Ctrl + PageDown.

5. Enter the maximum number of students who will be allowed to register for all sections of the group into
the Maximum Enrollment field. Next Block.

Cross List Enroliment

|— pokiat Emomment | N

Cross List Section Course P:"'t :
c[%ﬂ Block  Subject Number Section Termm  Campus —Credit Hours— Indicator mmum&mﬁmmamm
I I BN - - EE . [ L | | 2
B N B B B I e | | ||

6. One by one, enter the CRNs of the sections to be cross-listed into a CRN field.

7. Click the Save icon, click File > Save, or press F10.
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Cross list Enrollment Counts

Variable Enrollment

Cross-list Maximum Enrollment: 30
Section 1 Seat Count: 30
Section 2 Seat Count: 30

Combined enrollment between section 1 and section 2 cannot be more than 30 students due to the cross list maximum
enrollment restriction of 30; the section enrollment can now be various amounts.

Cross List Enrollment
Maximum Enroliment: Actual Enroliment: 30 Seats Available:
Cross List Section Part :
Course of Reserved Enfellment
C[EN Block Subject Number Section Term Campus —~Credit Hours— Indicator paximum Remaining
hd
= o CE O T T W 1 = = m
_ [ o b [ e | o0 | | [ of [ o 21 H

Exact Enrollment

Cross-list Maximum Enrollment: 16
Section 1 Seat Count: 11
Section 2 Seat Count: 5

Combined enrollment between section 1 and section 2 cannot be more than 16 students, however
Section 1 has been limited to 11 students and Section 2 has been limited to 5 students for a total max enrollment of 16
students.

Cross List Enrollment
Maximum Enroliment: Actual Enroliment: 16 Seats Available:
Cross List Section Part :
Course of Reserved Enroliment
CEIN Block  Subject Number Section Termn Campus —~Credit Hours— Indicator Maximum Actual Remaining
v
[ = 1050 b h s so00 [ [ 1 [ 1 0 =
= r 1050 lc_ |1_ ATH 3.000 l_ r 5 | s g H
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SSASECT

Entering cross list identifiers directly to the cross list identifier field on SSASECT.

Steps

1. Complete steps 1-5 on page 46 (SSAXLST), and click the Save icon, click File > Save, or press
F10.

2. Go to SSASECT, enter the term, CRN, and click the Next Block icon, click Block > Next, or press
Ctrl+Page Down.

3. On the course section information tab, in the cross list identifier field, enter the cross list identifier
that was created during step one.

4. Click the Save icon, click File > Save, or press F10.

5. Steps 2-5 must be completed for all sections being cross listed.

"ra Schedule S
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Removing Cross List Identifiers

Cross list identifiers are unable to be edited once created; when errors occur or less than two sections exist, please
follow the steps outlined below in order to remove them from the SSAXLST database. Once removed, a new cross list
identifier can be properly created in the correct format. The Office of the Registrar will remove any and all cross list
identifiers that have one or no section(s) listed.

Steps
1. Enter SSAXLST into the Go To field on the Banner Main Menu and press Enter.
2. Enter aterm in the Term field (see Term Format).
3. Enter the Cross list identifier code that needs to be removed into the cross list group identifier field.

4. Click the Next Block icon, click Block > Next, or press CTRL+PageDown to the cross list section.

Term: | [=] ICrosm List Group Identifier: =

Cross List Enrollment

Record>Remove Seats Available:
o |

SAVE (F10) _
0 ) Reserved Enroliment
—Credit Hours— Indicator Maximum Actual Remaining
m| 5 mm = W ¢
N | B H
[ 5 Bm B .

5. Click the Record Remove icon, click Record > Remove, or press SHIFT+F6 until all CRN numbers have been
removed.

6. Click the Save icon, click File >Save, or Press F10.

7. After removing all CRN numbers, click the Previous Block icon, click Block > Previous, or press
CTRL+PageUp until you have entered the Cross List Enrollment block.

8. Click the Record Remove icon, click Record > Remove, or press SHIFT+F6 until the Maximum
Enrollment has been remove.

9. Click the Save icon, click File > Save, or Press F10. Immediately upon saving the cross list identifier will
be removed from the cross list identifier field of the Key block; at this point, the cross list identifier has
been deleted.
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Points to consider:

e Maximum enrollment on SSAXLST for your group ultimately controls the total number of registration for
the entire group regardless of the individual sections enrollment numbers.

e After a Cross List Group Identifier has been created on SSAXLST, course sections can be cross listed on
SSASECT by adding the identifier to the Cross List field on the Course Section Information tab.

e Enrollment counts on sections must be modified from the Section Enrollment Information tab within SSASECT;
individual section enrollment counts, located within the Cross list section block of SSAXXLST, cannot be modified.

e Once the cross-list enrollment maximum has been reached between the sections, the cross-list will become full,
and banner will not allow students to register for any sections even though seats appear to be available on the

individual section in SSASECT.

e Cross listed sections should NEVER have wait listed seats (see Waitlist Enrollment, p.23) for further information).
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CHAPTER 7 ARGOS/SOC/HELPFUL INFORMATION

At times, course related information is needed for planning a schedule of classes. This supplemental information is
not critical for setting up course sections, but it can be used for trouble shooting issues that may arise when
creating sections. Return to Table of Contents.
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Argos

If you have additional staff or faculty who need access to these reports, please submit a request through the
registrar's User Access System. These additional users must have completed and passed the FERPA quiz and will need to
have an ArchPass to access the reports.

VIEWING COURSE SCHEDULE OF CLASSES PROOF IN ARGOS

e Goto the following web address after you sign in to the VPN with your ArchPass. https://sis-inb-prod.uga.edu/

e Once you are on the page click the Argos link.

THE UNIVERSITY OF

GEORG

0 :
Banner Environments m PrOd UCtlon Arqos

PROD

=
8 Banner Admin [PRODI

&b Athens seif-service rrsony

f ] Banner Documentation Bookshelf m’ Production Argos
az

e The browser screen will refresh and then you must sign into Argos with your
MyID and password.

Remember This User

e After signing-in select the Argos web viewer.

& Argos Web Viewer

The report can also be viewed in Argos. The interface is very similar, but the web viewer is a little more user friendly
and demonstrated here. The first time you enter the Web Viewer the tutorial launches. It is recommended that you
click thru the tutorial your first time. The tutorial can be viewed again at any time by clicking on Help in the upper
right.
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@ English = @ Help

a

B Explorer * Shortcuts O Re

_ This folder contains no DataBlocks.
W REGISTRAR

W REGISTRAR STAFF REPORTS

& Settings O Log Out

Name A

W STUDENT - Course Scheduling

Upon logging into Argos, no reports are visible and the ‘This folder contains no DataBlocks’ message is displayed.
For additional information on setting up a “home” folder or shortcuts to your favorite reports, click Help and Open
Help in the top right of the screen. The web based help offers lots of picture-based instructions and tips.

e Toview the Course Schedule of Classes Proof report, click on the Student folder on the left. The reports that are
available under that folder will display on the right in the main viewing window.

CEIETD -

B Explorer % Shoricuts O Recent

=& REGISTRAR

= REGISTRAR STAFF REPORTS

& STUDENT - Course Scheduling

The main viewing window adjusts to display the contents of the folder and the path is adjusted in the
breadcrumb trail at the top of the screen.

@ English © Help @ Seitings O LogOut

& Browse Enrollment 2 (G Details
+ Parent Folder o% Class Roll (3 & Details
o% Class Schedule ) C | Details
& Course Schedule of Classes Proof 5 ®= Details
& CRN 100 Percent Responsibility 2 &= Details
‘ Pre-Registration Seats in High Demand Courses 2 (G Details
&% Student Registration Permit Overrides > Details
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e C(Clicking on the title of the report will cause the dashboard to appear.

x @ Convert v [ Select

a & Root ) & STUDENT ) B Course Schedule of Classes Proof - Dashboard @ Help  © Settings O Log Out

™ o = | B Reports v © @ share C Refresh % Close

T'he University of Georgia

3 i Course Offerings
Office of the Registrar
0 items. °
o
RN Prefix Course Num_ | Short Title Min Credit Max Credit Campus Instructor L Farst Name % Responsi Max Envollm. . | Seats Availa Status Begin Time End Time Building Name | Room Buliding Ca L

e Aterm and a prefix/subject must be selected to view the results. Once both are selected the
quickview results will populate in the window.

@ Root ) @ STUDENT ) W Course Schedule of Classes Proof - Dashboard Olielp O Settings O Log Out

- | B Repes - O G Shars  Refresn % Close

v of (

A\ The Universi
: Course Offerings
Office of the Registrar
Prefoc Subject
selactsublect(s: 1o bl Heakh
PBIO Mt tvclogy
ol ot
PrEM Pharmacy
o cal Soencs
o1 Poauguese
POUL Peultry Science
I Puychokgy
hier Rerreation and el Studes
ROML Romance Langusges
Rots Fusson
121 fens - 1 selected o
Quickyiew Results .
() Prefix Courve Num._. ~ Shert Title Min Credt Max Cedit Carpus. Instructor L Frst Name % Responsi Max Envolm...  Seals Avala. Buidi; Name  Room Buiding Ca. L
rous Amctan Qe |3 s o e w7 » 2 p
POLS 1101 Amesan Go. 3 3 Athens Rothur Danel 75 28 28
OLf Sy I====13 g | Pwls | 10
Athe 2 Damel 75 28 28 »
3 Mthes Wilson Oans 100 b b 14
Athens Wlson Dons 00 b 2
H pri m et 3 H
hew  fonos s % by 2 W
o [ S % s s
- | Athens Salsam Bolanle 00 10 10
3 A 15 15
Achens Arthar Canel 00 45 45 ~
3 st s H ¥
Athens Green Czsbeth 00 45 &
oot u ®
Mthens e o »
Athens o Rebec s 5
Athens Mai Rebecea 00 v 2
3 hen Wedh Adrienne. 1 1
3 Achess Bn 2 2 E
: - ot o % H

The width of the columns in the quickview can be adjusted to display more or less -- simply drag
the right side of the column heading to expand (similar to Excel.)
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e Sorting the column can be done by simply clicking on the column heading.

Descending: Ascending :
Instructor Last Mame w* | Firs Instructor Last Mame #  Fir
Wilson Dar
Wilson Dar
Welch Adr
Still Chr
sill Chr Arthur Da
Smith Briz Arthur Da
Salazm Bal: Arthur Da
Maki Ret Bredac A

To run the CSV version (a format that can be put in Excel) of the report, click
‘Reports’ under the breadcrumb trail. Select the needed version (i.e., CSV report), then click ‘Run’.
The report can be saved to the desktop or opened immediately.

E W Root ) — B ) E Course Schedule of Classes Proof - Dashboard _
E Saved Settings - | E ReporISv(G) Run )

RN - Al Honors Courses - Schedule of Classes
Offi i All Lab Courses - Schedule of Classes urse Offerings
v All S Suffix Courses

v Course Schedule of Classes Proof ALL

» Proof for Prefix Selected
Select Suhiecﬂ?]"——.

Select T

OTHER VIEWABLE ARGOS REPORTS

e Browse Enrollment

e C(Class Roll

e Student Registration Permit Overrides
e CRN 100 Percent Responsibility

ARGOS HELP

If you have general questions on the use of Argos please review the Argos Help Page.
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Schedule of Classes (SOC) PDF

The schedule of classes document provided by the Office of the Registrar is posted for students, so they may obtain
or view a potential schedule of classes to be offered for the specific term they are viewing, however all SOC
information is subject to change.

e The schedule of classes document can be a great tool for potential students to utilize for brainstorming their
future course schedules; current students should always be advised to utilize the class search via ATHENA
for real-time information.

e The SOC document updates daily, however it will cease to update after the drop/add deadline for each
term.

o Sections without meeting times assigned will never be displayed on the SOC document.
o Red text that is crossed out indicates a course section that is not available for registration.
= |n SSASECT or SSAXLST, the registration unavailability is the result of the actual enrollment
being greater than or equal to the maximum enrollment or the maximum enrollment being
set at zero (0); section status (A,C, or P) does not determine registration unavailability on
the SOC pdf.

e For Course Schedulers, the ARGOS schedule of classes proof should always be used as the preferred report
of choice over the SOC pdf for maintaining sections due to accuracy.

e Online sections will appear within the “Schedule of online classes” document found on the Office of the
Registrar’s website.

o The sections will not appear on this specific document if the campus has not been properly assigned
the ONL campus code.

Information regarding the schedule of classes can always be found on the Office of the Registrar’s website,
http://reg.uga.edu/schedule-of-classes.

Schedule Rolling

More information coming soon.
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SSAMATX / SIAASGQ

Below is a list of forms that can be used to view information related to course scheduling.

SSAMATX

The Building/Room Schedule Form (SSAMATX) is used to display section information for all sections
scheduled into each building and room.
e SSAMATX can be accessed from the Banner Main Menu by entering the form name directly into the Go To
field, or SSAMATX can be accessed through the Options menu when viewing the Meeting Locations and
Credits tab within SSASECT by selecting Options > Building Room Schedules.

File Edit Block Item Record Query Tools Help
A Query Available Class Room [SLQMEET] H
w;;g Sched Building/Room Schedules [SSAMATX] rrrrerrrve.. N R S R N N o

Course Section Information
- Cross List Definition Query [SSAXMTI]
Scheduled Meeting Times

Assigned Instructors : = -
Course 4 . Jtion Meeting Times and Instructor Section Preferences
——— Course Section Detail [SSADETL]
Section Partition Preferences

. Section Room Aftribute Preferences
Meetil s
Schedule Restrictions [SSARRES]

. CopyCRN:[i Subject AMEC  Course: 2580 T

SIAASGQ

The Faculty Schedule Query Form (SIAASGQ) can be used to query a faculty member’s schedule by term.
e SIAASGQ can be accessed from the Banner Main Menu by entering the form name directly into the Go To
field, or SIAASGQ can be accessed through the Options menu when viewing the Instructor block within
SSASECT by selecting Options > Query Faculty Schedule.

File Edit [SNSRY Block ftem Record Query Tools Help
“@ ¥ _Queny Available Faculty [SIAFAVL] @S B RE Sk E L@@
Query Faculty Schedule [5'/\?5(3(3] G S e )

Query Faculty and Ad AIGRY]

Course Section Information
Scheduled Meeting Times

Assigned Instructors : 5 : :
Course . ) Jtion Meeting Times and Instructor Section Preferences
———— Course Section Detail [SSADETL]
Section Partition Preferences:

i Section Room Attribute Preferences
s  SChedule Restrictions [SSARRES]

Term: > CopyCRN:) Subject AAEC  Course: 2580 T
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GLOSSARY

Return to Table of Contents.

College Codes

Code Name Code Name

AC Academic Enhancement FR School of Forestry and Nat Res

AE College of Agricultural and GR Graduate School
Environmental Sciences

AF Air Force ROTC-Aerospace Studies JO College of Jour and Mass Comm

AR Army ROTC-Military Science LW School of Law

AS College of Arts and Sciences PB College of Public Health

BH Biomed and Health Science Institute PH College of Pharmacy

BI Institute of Bioinformatics PI School of Pub and Intl Affairs

BU College of Business SW School of Social Work

EC School of Ecology VA VP Academic Affairs

ED College of Education VI VP Instruction

EN College of Engineering VM College of Veterinary Medicine

EV College of Environment and Design VR VP Research

FC College of Family and Consumer WA Washington Semester Program
Sciences

CRN (Course Reference Number)

A CRN is a section identifier that is generated when a course section is created. The Course Reference Numbers (CRN)
are created sequentially which increases the margin of error when entering them. If you are one number off, you
are accessing a different section. Please double check the Term, CRN, Subject and Number before you modify any
sections; this will help prevent you from modifying the wrong section.

Default (DF) Meeting Time

The default meeting time code, DF, is the code used for sections that do not have standard meeting times, i.e., directed
study, internship, etc.,(Start Time —0001; End Time —2359).

Fields

Fields are areas on a form where data can be entered, queried, changed, and displayed.

Fields of study

Fields of study are majors, minors, and concentrations (areas of emphasis).

Form

An online document used to enter and look up information. Information entered into Banner forms is used by other
forms, reports, and jobs. Forms are made up of one or more blocks of related fields, tabbed block areas, dialog boxes,
and alert boxes.
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INB (Internet Native Banner)

INB is the Banner screens which are assessable via a web browser. INB typically refers to the main interface with the
Banner system which is used by office staff and requires special training, as opposed to Banner Self Service which
provides access to Banner data to a wider population.

Key Block

The first framed block on most forms contains key information. The key block determines what is entered or displayed
on the rest of the form. All information on the form refers back to the key block. The key block has at least one field and
sometimes more

Military Time
Time data used for scheduling is measured in hours that run from midnight to midnight. Commonly referred to as
military time, this 24-hour time scale begins with 0000 and ends with 2359.

Part of Term

Part of Term indicates the beginning and end dates of either a full semester or a part of a semester. To add a Part of
Term, type the appropriate term code into the Term field. The Part of Term dates may be viewed at the Office of the
Registrar’s website (http://reg.uga.edu/schedule-of-classes/parts of term).

Pertinent Dates

Important deadlines/dates pertaining to course scheduling that may be viewed at the Office of the Registrar’s website —
http://reg.uga.edu/facultyStaffServices/pertinentDatesForScheduling.

Program

A student’s program is the degree and major that the student is pursuing and includes the student’s degree level (such
as undergraduate or graduate), course level, campus, and college.

Query

A type of form used to search for information.

Schedule of Classes

The schedule of classes may be viewed in Athena or at the Office of the Registrar’s website —
http://reg.uga.edu/schedule-of-classes.

Schedule Type

Schedule type identifies how a class is taught, such as lecture, seminar, and practicum.

Special Approval

A special approval is added to a course section requiring any/all students to be granted the “POD” override in order to
enroll for the section. As with all other overrides, the POD override only serves one function; it overrides the “DP” code
entered into the special approval field on the course section information tab of SSASECT which allow(s) the student(s) to
register for the section.
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SSB (Self Service Banner)
SSB is a web-based product that allows an individual access to portions of their information stored in the Banner system.
These pages are accessed via a web browser.

Term Format

The term format in Banner is a six-digit number consisting of a four-digit year followed by a two-digit term code.
e.g. 2014 (Year) 08 (Fall Term) “201408”

e Term codes are:

o 02=spring
o 05=summer
o 08=fall
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