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REGISTRARCHECKLIST

PREPARING FOR REGISTRATION

Set Up Registration Pop Up Windows
Set Up Tim&tatus Form (SFATMST) Summer & Fall Only
Set Up Registration Permit Overrides Control (SFAROVR)
Set Up Registration Minimum Maximum Hours (SFAMHRS)
Set up Release Dates for Grades and Set Up/Update dates for Hold for Degrees for pT{8RERTIETC)
Build Part of Term(STVPTRM & SOATERM)
Set Up Enrolliment Status Control (SFAESTS)
Set Up Course Registration Status Codes (SFARSTS)
Activate New Instructors, if applicable
10. Creating Sections (SSASECT)
11. ConfirmSections built correctly for reporting
12. Set up SOATBRK (Financial Aid Officer must provide you with the dates)
13. _ Reinstate Suspended Students

©oNoGOkr~wONPE

Prior to 15t day of class
1. Communicate with population that is still missing HSDP(under 17), IMMEE S
2. Delete Registration for population missing required checklist items

14" day count

1. Print Rosters (SFRSLST) for auditing purposes.
2. Deactivate Instructoiig applicable
3. Purge Waitlist, if applicable
WEEKLY
1. Show/No She (Manual COGNOS, SFAREGS, possibly SFAWDRBatch SZPWDR)
2. Withdraw Students from CollegdgnualSFAREGS & SFAWDRL Batch SZPWDR)
3. Processing Official Transcripts (GLBDATA, GLAEXTR, SHATERM, SHATCKN, SOAHOLD)
4, Processing Transfer Artiatibn outside the LCTCS System (TRANS or BUILD & ARTIC)
5. Processing Transfer Articulation within the LCTCS System (SZPTRAN)
6. Reinstate Suspended Studgmti®r to preregistration and regularly after that until registration is over

INCOMPLETE GR ADE DEADLINE

1. Incomplete Grade Process (SHRCINC)
2. Calculate Academic Standing (SHRASTD)

END OF TERM

Dummy CoursésPrevent from Rolling to Transcript (SFRASTS & SFAREGS)
Print Class Rosters for Grade Submission, if Applicable (SFRSLS

Identify Courses with Missing Grades (COGNOS Report)

Enter Grades Manually, If Applicable (SFAALST)

Roll Grades to Academic History (SHRROLL)

Repeat/Equivalent Course Check Report Process (SHRRPTS)

Calculate GPA Proceis4st Process (SHRCGPA)

Nooh~wNE
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8. Calculate GPA Proceis@™ Process (SHRCGPA)

9. Updatécademic Standing D e a n 6 s rulesios SHAAGST, if applicable

10. Calculate Academic Standing (SHRASTD)

11. Let Transcript Procemknow they can scheduleanscript request that were hold for grades and hold for degrees
(baseline Banner Request oiilNot applicable for colleges using eTranscript)

12. Update Max Hours on SFAREGS for Student 6sidwhnodste |
need to run in summer if you max hours are less than 12

3. Unofficially Wi thdraw Student with all) AFéds, 0 or

14. Add Term to SFACPLT, if applicable

15. Apply COHORT Attribute (Fall Only)

16. Student Typepdlate Process (SHRTYPR)e me mber you need to contact me to
all withdraw codes prior to running this process.

17. Locate and Correct S-Req(SERRGAMVho Di dndt Pass Pre

18. Correct Readmit Errors

19. RequestSpsect ed Compl eter 6s Report

20. Disabling SSB Options (SOATERM)

21, Purge SAAEAPS (I f you dondét do this at your col |

CLEARINGHOUSE REPORT (after 14" day count, once a month each month during the terprafter end of term processing)
1. __ Time Status CalculatiorBFRTMST)
2. Clearinghouse Error Rep(@LBDATA & SFRNSLC)
3. ___ Correct Errors
4. _ Runand Submit Clearinghouse Ref@GttBDATA & SFRNSLC)
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NAVIGATING BANNER

PARTS OF A BANNER F&M

|/ Oracle Fusion Middleware Forms Services: Open > SPAIDEN u@m
File Edit Opfions Block Mern Becord Query Tools Help ORACLE
B S E okl
e
ID:  [ooso343s [+ [Ponson, Roxanne C. Generate ID: & Generate —
Tl P Rannar IN
’g’-\V]
Current Identification  Alternate ldentification Address Telephone  WEEEINEL E-mail Emergency Contact  Additional ldentification _—
GeEder: “hale 1 Birth Date: S0-MavAST1 ) [ colmeremal Check
® Female Age: 40 [ Deceased .
. © Mot Available SSNISINITIN: [ Deceased Date: =
Raflin f o
Citizenship: v Elcmzen Veteran File Number:
Marital Status: U [TJunknowniiot Reported Einlde Veteran Category: [Mone - 5
Religion: (| Active Duty Separation Date: | = -J
Legacy: E‘ [ Armed Forces Sewice Medal Indicator =
Ethnicity: 2 FAfrlcan-Amerlcan [T Special Disabled Veteran .
Mew Ethnicity: |Not Hizpanic or Lating - |nf0rmat|0n
|« Ethnicity and Race Confirmed User: GWENEQUTTE BIOCk
Confirmed Date:  |30-JaN-2012 @ Activity Date: S0-JAMN-2012
Race User Activity Date
-
BL  Elack, Non-Hispani GWENBOUTTE 30-JaN-2012 4]
ac on-Hispanic DrOD'DOWn I I ’
Part Description
Title Bar May display t he f or md-shardcesfam namd, thesseftwareaversign numbee |

the college data base name (DCC):DCC

Generate Banner ID | Brings you to GOAMTCH so you can look up ajgptions current Banner ID or crear|D if the
applicant isnbdt in the system.

Key Block Contains parameter used to decide what you w

Information Block Displays data about the information entenethie Key Block. Area where you enter information prior to
updating a record.

Field Area on a form where you can enter, query, change, and display specific information.

Drop-Down Arrow Used to open a pop up box that contains values for the specific Tilel drop down arrow can be locate
at the top or right of the field.

Tabs Tabs are used to arrange information in a meaningful way and allow you to navigate easily betweer|
or blocks of information.

Radio Button Used to select one of severgtions. Only one radio button can be selected at a time.

Checkbox Used to enable or disable features or options.
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TOOLBAR FUNCTIONS AND KEYBOARD COMMANDS

TheToolbar is located under the Menu Bar and contains a set of icons (buttons) that representsstoomperforming common
functions. As you place the cursor over the icon, the name of the icon appears.

Fila Bt Ceers Black hen Reserd Quess Tools Hap

ORACLE

| @ &

B@BE57 008 R/E BE 33 ¢I21p

@l.X

Commonly Used Icons & Key Shortcuts

Icons Functions KeyboardCommands
|EI Savei this allows you to save your work just as in other applications F10
" Rollbacki clears information in the output area (block) of a form and returny Shift+F7
i you to the first enterable field in the input information area (ID field).
Selecti when an item is highlighted, this icon maybe used to populate a for| Shift+F3
with the desired information.
:'El Insert Record used to add another record to the form. F6
qﬂ Remove Record (Deleté)used to remove a record from the form Shift+F6
@ Previous Record allows the user to navigate between records in the databa PgUp or 4
@ | Next Record allows the user to navigate between records in the database. | PgDn or v
Previous Block moves the cursor to the previous information area (block). | Ctrl+PgUp

the previous block is another window area (tab) will open.

NextBlock i moves the cursor to the next information area (block). If the ne
block is another window area (tab) will open.

Ctrl+PgDn

‘@111 =P

@

Enter Queryi puts the form in query mode and lets you enter search criteria
see what information may already be ie thata base.

F7

F8

i) Execute Query searches the database and displays any record that matche

— search criteria.

LE‘I Cancel Query takes the form out of query mode and cancels the query. Ctrl+Q
Printi prints an image of the menu or form that ispliayed. Follow directions | Shift+F8

lim

displayed on screen.

Exit i is the method to leave the current screen or close the application (for

Ctrl+Q
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KEYBOARD COMMANDS

Not all keyboard commands are available from every.form
When in the Main Menu usegfarrow keys to navigate to previous form.

Function Keys
Clear Block Shift+F5
Fieldi clear Ctrl+U
Fieldi duplicate (will duplicate the field above) F3

Fieldi next Tab

Fieldi previous Shift + Tab
Go Toé another form F5
Record clear Shift +F4
Record duplicate F4

Show Keys (list of key functions) Ctrl + F1

A.  Queryi How to perform a search

a. I f you know the information: studentds | ast name, stude

i. Enter Information
i. Hit F8 or Click Execute Quey function.
b. Dondt know information
i. Enter Search:

a |I'f you know how the begi nienitenvghatgol knavadoulfilent 6 s
enter Gaza% the query will find all last names that begin with Gaza

b) Ifyou know howtheendaf st udent 8s -éngerddandreadofeame.sif | entpréozavee d
the query will find all last names that end with zave.

c) If you know the middle of the nanamter %middle of name%. If | enter %zav% the query will
field all last names thatlae zav in them.

ii. Hit F8or Click Execute Queryfunction.

B. Validation Code List
a. Scroll List
b. Search
i.  Type what the code may begin with followed by %.
ii. HitEnter

11|Feb.2
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PREPARING FOR ONLINEAPPLICATION

BEGIN SOATERM

You must start SOATERM by doirtige following to ensure all applicants received their LoLA credentials via email

o o o &g

0 Save

Access SOATERM

Enter Term in which the application is about to be opened
Perform Next Block

Enter CRN Starting Sequence Number:

[1 Fall: 10000

Fall Full Year Term70000
Winter Intersession: 40000
Spring 20000

May Intersession50000
Summer: 30000

Summer Intersession: 60000

OO0o0ogo

0 Perform Next Block Twice
0 Enter the following in Base Part of Term Block

o PartofTerm=1
o Start Date = will be provided by ERP Student Services Specialis
o End Date = will be provided by ERP Student Services Specialist
0 Number of Weeks = number of weeks in your full term
0 Census One Datesnter the 18day count for your college
0 Save
UPDATE SOACURR

If your colleges has added any new programs that wilyapghe application term that is being open you must get these programs
build on SOACURR and provide the list of new programs to the Lead Admissions person so they can activate them for the online
application. The information on how to build new progranfecated in the LCTCS Program and Catalog Creation Workbook.
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PREPARING FOR REGISRATION

SETTING UP REQUIREDFORMS FOR REGISTRATDON

REGISTRATION PERMITOVERRIDES CONTROL

[1  AccessSFAROVR'i allows people who have access to INB to perform overrides
A Capaity
A Coreg
A Prereq
0 Permit codé used drop down arroithis drop down arrow will show you all areas
0 Then check off check list

REGISTRATION MINIMUM MAXIMUM HOURS

[J  AccessSFAMHRS

A Enter Leveli UG

Enter Minimum Hours

Enter Maximum Hours

Ways to Use: an instition can set min & max hours for field of study, student type, etc.

> D >

TIME STATUS RULES
[l AccessSFATMST

0 Enter time status rules in the time status rule bl ock
[J Enter UG in Time Status Levels Field
Dy £ [ Dinch Baw Emoved Quers [ooh Hels ORACLE
gl AAER D EEE G E QDR 25
LR R et
PR R P e e s o
Feeb F——F /== —
v puma fa o | ame |
P |
| I
| I
-:El-n-
= [LESEIe
REGISTRATION POP UP
1. Access LaA
2. Select your College in SSB Block
3. Sel ect Registration PopUp Link (if |ink doesndét appear

13|Feb.2
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Select the message you want to enter in the Mesg field (i.e. normal, early, late)
Select a term from the dropdown

Leave the Statias Active

Enter the date you want the message to start in the start date field

Enter the date you want the message to end in the end date field

Enter your message (Limit 4000 charaters)

10 Select Save (lower right hand corner)

te mm/dd/yyyy
e mm/dd/yyyy

To learn more about thisgeess look in the Appendix for Registration PopUp.

RELEASE DATES FOR ERANSCRIPT REQUEST (LD FOR

GRADES/DEGREEYS)
1 Access SHRTETC
1T Select the fAHold for Degree or Gradeso tab
1 Hold for Grades
0 Add the Registration Term
o Enter Release date that is prior to tlag you plan to roll grades. Note it is better to put a date earlier than later. For
example if you plan to roll grades on 05/10 you release date should be 5/9 or earlier. The Hold for Grades request
will NOT process until the release date is in thstgad all grades have been rolled for the requestor.
1 Hold for Degree

o Update the release date on all terms build for AHoOoI
you plan to enter all degrees/exists. The Hold for Degree regilesbivelease until the release date is in the past,
the curricula chose be requestor when the request was submitted is on SHADEGR with an outcome status of AW,
TC, or CE and the graduation date on SHADEGR is in the past.
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PRIORITY REGISTRATION (TIME TICKETING)

Build Priority Registration Group Codes
Create Date/Time Restrictions

[1 Access SFARCTT
] Enter Term

[1 Enter dates and times for restriction.
A The start date and time is when the student can try to register. The end date & time is when thieyigee able
to register. For each row you will have to enter a priority number.

A You will want to create at least two rules. One in which the student can currently registered and another one wher
the student is NOT eligible to register at this time.
[l Save

kB @I@

Term: [201620 [* Spring 2016 (January - May)

Start Date Start Time: End Date End Time Priority Activity Date
= E]
22-JAN-2018 0800 [25-FEB-2016) 1200 1 22-JAN-2016 =
24-JAN-2018 0800 25-FEB-2016 1200 2 22-1AN-2016
1 [ [ [

Note: You can built multiple rules for one priority code

Eile Edit Options Block |tem Record Query Tools Help

NEIECEERE BT @EXK @ 8 REI S EE

Term: 201620 F Spring 2016 (January - May)

Start Date Start Time End Date End Time Priority Activity Date
=] B
2 0200 25-FEB-2016 1200 1 22-JAN-2016 =
24-JAN-2016 - |os00 25-FEB-2016 1200 2 22-JAN-2016
28-FEB-2016 0300 05-MAR-2016 1200 1 22-JAN-2016
1 . [

Attach Date/Time Restrictions to Group Codes

1 Access SFARCTL
[ Enter Term

[l Enter Priority number in Group Priority Field (This is the priority number(s) you created on SFARCTT. You hawhto atta

the number to a group code that will then be attached to studémtscreate the group code whatever you want it to be.

A You will want to create at least two groups: One that can register at this time and one that can NOT register at this
time

[ Save
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Comes from
the

Options Block |tem Record Query Tools Help

Term:

HEEE v7 BHEK QI8 RE T® ¢

y: Registration Group Control SFARCTL 8.0 (pprd0121) (RPCC):RPCC

1201620 F Spring 2016 (January - May)

Group Priority

i

Group Count

Group Code

Activity Date

v

[22-JAN-2018

0 [ver

o CONT

[22-JAN-2016

Attach Group Code to individual students

] Note:

I

A This process will insert a code onto the applicant/student
A This process will NOT overwrite a code once it has been inserted by the batch process or manually by an end usel

A
bel ow ti

Access GKAPEXE

O

If after a code has been insertadd it needs to be changed it must be done be an end users using the directions
t

ed AiHow to Change the Priority Code for

1  Enter the Process Code for your Coll¢§éhere is no process code for your college that inditla¢eprocess has never been
requested by the college. To request that a process be built for your college open a help desk ticket. In the Hedp pleskdicthe
group codes your college will use and the definition of each code)

College Process Code

DCC DCC_PRIOR_REG
FTCC FTCC_PRIOR_REG
NWLTC NWLTC_PRIOR_REG
DELTA DELTA PRIOR_REG
SLCC SLCC_PRIOR_REG
BRCC BRCC_PRIOR_REG
CATC CATC_PRIOR_REG
SCLTC SCLTC_PRIOR_REG
CENLA CENLA_PRIOR_REG
NSHORE NSHORE_PRIOR_REG
RPCC RPCC_PRIOR_REG

[l Select Comp@ Tree icon
[ Verify that the Change Status fidida s 6 eatthebehdeofieéch line
[1  Select the Execution Tab
[l Change the Execution Mode to fAUpdateo
[1 Enter the following Parameter ValuesNot e: some col |l egeb6s wi |l | NiGsTiste fovyeur a | |
coll ege then you need to enter it. I f not | isted you
Parameter Parameter Value

Application Term

Enter the application term that is going to register for the registration term that yq
about to ope

Priority Registration Term

Enter the Term in which you are entering the Priority Registration Group Code

User Name

Enter your Banner User name

Registration Term

Enter readmit term that you entered on SOATERM for the Priority Registration T

ReadmitTerm

Enter your readmit term that you enter on SOATERM for the term you enter in
Priority Registration Term field.

Graduation Term

Enter Term in which you are inserting the priority registration codes

Attribute Term Effective

Enter term code effectivier attributes code you want to attached priority registrati
code

[l Select i Run

No wo
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[l Sel ect ifYeso
[l Sel ect i OK O

How to view what Priority Registration Code a Person Has:
[J  Access SFARGRP
[} Enter Banner ID
[1 EnterRegistratioriTerm
[l Perform Next Block
[ You can se the date and time the student can begin registering.

| £ Oracle Fusion Middleware Forms Services: Open > SFARGRP ATA" @J E@Iﬂ—hj
File Edit Options Block Hem Record Query Tools Help ORACLE

BOE BAEEE 3% BEXN QIE RE T d

78 Student Registration Group SFARGRP 8.0 (PROD) (CENLA):CENLA

D:  [n00030035 [+ [Gazave, AmberE. Term: [201710 [ ¥ Fall 2016 (August-Dec)

Group Assignment

Group: =] User: |AMBERGAZAVE

Group Registration Dates and Times

Priority Begin Dates End Dates Beqgin Times End Times
[ ] | 2 [18-1uL-2016 [16-DEC-2016 0700 2359 B
[ [ [ [

How do | change the Priority Code for a person?
Access SFARGRP

Enter Banner ID

Enter Registration Term

Perform Next Block

Select Record Remove

Enter correct Code

Save

OooooOodgoo

Communicate to Priority Groups
T Letter Code: You wil/l need to request | etter codes
o RPCC:
A O _PRI_REG_STU_RUsed for all continuing students who are Vet; OTRI attribute; has graduation
application; Disability documented
A O _PRI_REG_APP_EUsed for allapplicantsvho are Vet; OTRI attribute; has graduation application;
Disability documented
O_EAR_REG_APP_FApplicants
O_EAR_REG_STU_EContinuing Students
0 You will run GLBDATA, SZPLTGN, and SOREMAL four times. Once for eadkelecode
A Population Selection:
1 Access GLBDATA
1 Perform Next Block Twice
1 Enter the following parameters:
o 01: Selection IDPRIORITY_REG_POPLUATION
0 06: Application: STUDENT

> >

17|Feb.2
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o 07: Creator ID: AMBERGAZAVE
1 Perform Next Block
1 Save
T Open Parameters:
0 REGISTRATION_TERM: Enter the term you inserted the priority registration codes
o PRIORITY_REG_CODE:
A OPRI: for Vet, OTRI attribute; graduation application; disability
A OAPC: Applicants and registered student that do NOT fall in the population for
the OPRI priority registradn code
A Insert Letter Code
1 Access SZPLTGN
1 Perform Next Block Twice
1 Enter the following parameters:
Parameter Value
01: Init Code College Alpha + R (Example: RPCC = OR)
02: Term Code Enter Term in which you are processing
03: Letter Code Enter one of the following:
A O_PRI_REG_STU_HUsed for all continuing students
who are Vet; OTRI attribute; has graduation application
Disability documented

A O_PRI_REG_APP_fJsed for all applicants who are Ve
OTRI attribute; has graduation application; Disability
documented

A O_EAR_REG_APP_FEApplicants
A O_EAR_REG_STU_EContinuing Students

04: Module Code | Letter CodeO_PRI_REG_STU_kBrO_EAR_REG_STU_Hnter:
S

Letter CodeO_PRI_REG_APP_IBrO_EAR_REG_APP_EEnter:
A

05: Application ID | STUDENT

06: Selection ID | PRIORITY_REG_POPLUATION

07: Creator ID AMBERGAZAVE

08: User ID Enter your Banner user name
1 Perform Next Block
) 1 Save
A Send Email

1 Access SOREMAL
1 Perform Next Block Twice
1 Entering the following parameters:

Parameter Value

01 Email Letter Code Enter Letter Code that you entered when you ran
SZPLTGN

03 Application Code STUDENT

04 Selection ID PRIORITY_REG_POPLUATION

05 Creator ID AMBERGAZAVE

06 User ID Enter your Username

07 Term Code Enter the Term Code that you are communicating
about priority registration
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08 Audit/Update Mode

U

09 Email Subject Text

Enter Text you would like displayed in the text field

of your emalil

10: FROM Email Address

Enter your admissions department email address

11: FROM Name

Enter College Name followed by department (ex.

CATC Admissions Office)

12: Mail Host

10.52.3.21

1 Perform Next Block

1 Save
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BUILDING SECTIONS
CREATING PART OF TERA(S)

Create one part of term titled fAl1. 20 You wi l |l nefleer us

part of tems for your college.
Create one part of term for the full semester/term (16 weeks Fall/Spring; 7 weeks Summer)

Create part of term for all condensed course. Be sure to provide all section creators with the spreadsheet to assist them in
locating the corect part of term when building courses.

Part of term codes must begin with the alpha for your collegeC@XC = D)

Part of terms creation requires that you built all parts of terms within a term, Registration Codes for each part af term, an
Course Reigtration Codes for each part of term. Before beginning to create the worksheet needed to create all part of term
data you need to understand the registration and course registration codes.

a. Registration codes determine if a student can register fose®or not register for courses. For example, EL means
eligible to register. So if the student has the Registration code of EL he/she can register. WS registration code
means the Withdrawn Student so if the student has a Registration code of WS fiersiidow allowed to register
for courses within the term.

b. Course Registration codes indicate the studentods st

means the student is registered in the course and was registered using INBeaR¥\the student is registered in

the course and was registered using SSB. DD means the student was dropped from the course.

Figure 1 (Course Registration Code and Definitions)

INB | Code/Definitions Start Date End Date Notes: Refunds Roster/Grade

or

SSB

INB | RE (Registered): First day Last day of semeste Course on
Student was register iff students can Roster; grade
INB by a staff membern register entered by

instructor

SSB | RW (Web Registered)| First day Last day students ca
Student register studens can register (SSB)
themselves on the wel register (SSB)

INB | DD (Drop Course): First day Last day an end use| Drops the 100% refund:| Course is
This code is used by g student can can DD a student course from A 100% removed from
staff member to drop ¢ register fromacourse (may [t he st ul refundis Roster; no
student from a course| want to put end of | schedule. If given grade applies
The course is the semester date in| end users regardless of
dropped/deleted and case you neetb fix | drops the dates in the
the student receives a an error) course they refund block
100% refund. When al MUST record | on
end used DD a aose remove the SFARSTS.
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they MUST follow the

course from

directions on deleting SFAREGS
a course to remove thg after they
course from the enter the DD
student SFAREGS and save.
record.

SSB | DW (Web First day Enter the last data
Drop/Delete): students can student can drop
Indicates that a studer| register from a course and
dropped a course via get a 100% refund.

SSB. The course is
dropped/deleted and
the student receives a
100% refund.

INB DP (Drop Pre/Co First day After youcomplete ([ Donét f
Requisite): This code | student can end ofterm after entering
was created to drop a| registered processing for the | the DP and
student from a course:s previous semester. | saving to
because th trigger the
pass the preeq or coe workflow
reg. email you

must enter a
DD for the
courses and
record remove
it.

INB | DC (Drop Course) Date your Date your refund Dropping a 75%, 50%, & | Course is
Used to drop a studen refu_nd period | periods ends course and 25% refund | removed from
during the refund begins 14" day count they are Roster; no
periods. 15t day of the getting less grade applies

semester than 100%

SSB | DR (Web Drop refund.
Course) Period in
Indicates the student which a
dropped from a course student can
via SSB during refund withdraw
period. wi thout

on their
transcript and
they receie a
refund.

INB | WST Student First day Last day the student Course
Withdrawal student can can drop Remains on
This code is used by withdraw from | May be different for Roster and
staff member who courses each part of term. gr a de ¢

is

withdraws a student
from a course after the

refund period.

automaticly
entered for
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final grade

SSB | WW- Student Web
Withdrawal
This code indicates
that a student
withdraws from a
course via the web
after the refund period

SSB | WL=Waitlist First day of Last day you would Only built if

registration like to allow students your college
to sign up on waitlist is using Wait
listing
Function

INB | AU - Audit a course First Day of 14" dayi you may | If the class Courses on
This code is used for Registration want to put end of _ allows_student Ros?er and
student who are the semester date in to audit them Audit grade
auditing the course an case you need to fix | you mus_t should _
will not receive a an error. apply this automatically
grade in the courses code. default

INB | WI'T Instructor First Day of the | Last day a student Course on
Withdrawal Semester can be withdrawn Roster and
This code $ used if an ?nd earmn a grade of grade Of.W
instructor drops a n_Wo ( May automatically
student from their different for each entered
class for excessive part of term)
absenceafterthe
census date.

INB | DI- Instructor Drop First Day of the| Last day student can If your college Course
This code is used if an Semester be dropped from a giyes refunds removed from
instructor drops a course with the DI _ roster
student from their code you W'"
class for excessive have to build
absencebeforethe the refund
census date. rules.

AW = Administrative | First day Last day of Leave open all

INB Withdrawal st.udent can be | semester/term semester in
This code is used if withdrawn case you need
student is drops from g to makg
course by corrections.
administration for
cheating, expulsion,
disciplinary, or spdal
circumstan

INB | CC (Course Canceled| First day of 14" day count (you | Creates an Removed
Used when a class is registration maywant to extend | audit trail. from Roster
canceled. this date in case you| (you mass

have to make drop the class
corrections after the | using CC; then
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14" day count) follow with
DD code &
record
remove)
INB | WM (Military First Day of Last day of Depends on | Course on
Withdrawal) semester semester/term what the Roster and
colleges grade of W
policy states. | automatically
entered
INB | WN (Instructor After Census | last date to withdraw| BPCC uses | Course on
Withdraw but student | Date this code Roster and
doesndt ea becase they | grade of WN
give the automatically
instructor entered
withdrawn
students a
grade of WN A_dd
instead of W ition
al
Codes:
[1 DA Do NOT Use this code acts the same as DW
[1 DST7 Do NOT Use this code. It acts the same as DD
[l WPiThis code allows you to give the students a refund b
grade of AW. 0 Pl ease test prior to using to ensure th
Figure 2 (Registration Codeand Definitions)
Code | Description Definition Start Date End Date
Eligible to Register
EL Eligible to Student is eligible to register or is registered | 15'day Day after students are n
Register students can | longer allowed to
begin to register. Note when this
register code is inactive no
changes can be made o
SFAREGS for the
students that have the
enrollment status of EL
No Show Financial Aid Policy
NS No Show Student was withdraw from college because H
didnét show up for a
census date
Student Withdrew Themselves
WB Official WD Use if student withdreweforethe census date | 15tday of class| Census date
Before Census
WA Official WD Use if student withdrewfter the census date | 1%day after Last dde a student can
After Census census date | withdraw from the
college
Instructor Withdrawal/Excessive Absences
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DI Instructor Drop Use if instructor drops students for excessive | 15tday of class| Census Date
absencebeforethe census date.

Wi Instructor Use if instructo drops student for excessive Day after Last day a student can
Withdrawal absenceafterthe census date. census date | withdraw from the
college.

Administrative Withdrawal

AW Administrative Withdraw student because of expulsion,
Withdrawal cheating, disciplinary, special circumstances,
etcé.

STEP #1: COMPLETE WRKSHEETS
Select the following link to get the worksheBart of Term Worksheet

SOATERM WORKSHEET

The SOATERM worksheet will be used to populate the information in SOATERM. Section 1 will be used to define the semester.
Section 2 will be used to populate the Base Part of Term Block in SOATERM.

Complete Section 1 with the semester, beginning date and edatimgf semester.

SEMESTER 201810

BEGINNING DATE 08/13/2017
ENDING DATE 12/10/2017

In Section 2, list all Parts of Term for the semesf2® NOT INCLUDE PART OF TERM 1 ON THIS SHEET Part of term 1 will
need to be entered into SOATERM manuallyylbu need a part of term code that does
ticket requesting the part of term code needed.

Number of

Part of Term Description Start Date End Date ey 1st Census 2nd Census Incomplete
eeks

o1 Session A 13-Jan-2017 10-May-2017 8 01-Feb-2017 10-May-2017 15-Oct-17

co2 Session B 13-Jan-2017 10-May-2017 4 01-Feb-2017 10-May-2017 15-Oct-17

Co3 Session C 10-Mar-2017 10-May-2017 4 01-Feb-2017 10-May-2017 15-Oct-17

Co4 Session D 13-Jan-2017 10-May-2017 4 01-Feb-2017 10-May-2017 15-Oct-17

The SAFESTS worksheet will be used to populate SFAESTS in Banner. There are two sections to thiecthmei. V@Il be used
to populate Enrollment Status Dates block in SFAESTS. All colleges must complete this section. Section 2 will be pakdeo po
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https://drive.google.com/file/d/0B4ObsdL6SmJ4V0pVbUhrTzAtaVU/view?usp=sharing

the Enroliment Status Refund Rules in SFAESTS. Section 2 will be completed by colleges that dseukfsrior enrollment
status. If your college does not use this feature, you will skip this section.

SECTION 1

0 Use the drop down feature in column A to select the enroliment statuses that are used by your institution. You cahenly use
Enrollment Satues listed in the drop down box.

0 In Column B, enter the effective Start Date for the enrollment status in Column A.

0 Column C, enter the effective End Date for the enrollment status in Column A.

0 Continue until you have listed all enrollment statuses bgeyour institution.

SECTION 1

Enrollment Status Dates

-‘

15-May-16 10-May-17

AW 13-Janl7 10-May-17

SECTION 286 OPTIONAL

NOTE: IF YOUR COLLEGE DOES USE THESE REFUNDS, SKIP THS STEP.

Use the drop down feature in column E to setke enrollment statuses that are used by your institution which have refund rules
attached.BE SURE THAT THE ENROLLMENT STATUS LISTED IN SECTION 2 IS ALSO DEFINED IN SECTION

1.

Use columns F and G to define the start and end date for the refund rule.

Use column H to define the tuition refund percentage and column | to define the fees refund percentage

SECTION 2

Enrollment Status Refund Rules (If applicable)

Status Start End % Tuition Refund | % Fees Refunc
AW 13-Janl7 01-Feb17 100% 100%
uw 13-Janl7 20-Janl7 75% 25%
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SFARSTS WORKSHEET

The SAFRSTS worksheet will be used to populate SFARSTS in Banner. There are two sections to this sheet. Sectiosddwill be u
to populate Course Registration Status Dates in SFARSTS block for each Part offieett dn the SOATERM worksheet. Section
2 will be used to populate Course Registration Status Refund Rules block in Banner as necessary.

SECTION 1

0 In Column A, enter the Part of Term to be defin®DTES® THIS PART OF TERM MUST BE DEFINED ON THE
SOATERM WORKSHEET.

0 In Column B, use the drop down feature to choose the Course Registration Status to define.

0 InColumn C and D, enter the start date and end date for the rule

0 Enter at least one registration status for each POT defined on SOATERM.

SECTION 1

SFARSTS Codes

PART SFARSTS
OF TERM CODE
Co1 DC 13-Janl7 01-Feb17
Co1 DD 01-Nov-16 01-Feb17
Co1 DW 01-Nov-16 01-Feb17

SECTION 2

0 In Column G, enter the Part of Term to be definBlDTES® THIS PART OF TERM MUST BE DEFINED ON THE
SOATERM WORKSHEET AND SECTION 1 ON THE SFARSTS WORKSHEET.

0 In Column H, use the drop down feature to choose the Course Registration Status to b&HKiRART OF TERM MUST
BE DEFINED IN SECTION 1 ON THE SFARSTS worksheet

0 InColumns | and J, enter the stdate and end date for the refund ruMOTE: THE START AND END DATE MUST BE
BETWEEN THE START AND END DATE DEFINED IN SECTION 1 FOR THE ENROLLMENT STATUS AND PART
OF TERM.

0 Use column K to define the tuition refund percentage and column L to defineetheefand percentage

0 Enter refund rules for at least two Parts of Term.

0 NOTE:

o If there are multiple refund rules per registration status, each refund rule will have to be defined.
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STEP #2: SAVE INDIMDUAL SPREADSHEETS

Each of the following workshégwill have to be saved individually using the directions below: SOATERM CSV; SFAESTS CSV;
SFAESTSREF CSV; SFARSTS CSV; SFARSTSREF CSV.

Select Spreadsheet Tab
Right Click on Tab
Select Move or Copy

0
0
0
0O In the ATo Bookod field select New Book

Move or Copy @Iéj

Move selected sheets
To book:

[new book) - |E|

Eefare sheet:

LCreate a copy

’ OK ] ’ Cancel
0 Select Creata copy
rMcwe or Copy @éj
Move selected sheets
To book:
[new book) E|

Before sheet:

LCreate a copy-

[ ok ][ conca

Select OK

Select File

Select Save As

Save each worksheet as a .csv file (comma delimited). Remember CASE is important. The file name must match what is
below:

O o o oa

WORKSHEET NAME File Name

SOATERM BRCCSOATERM.csv
BPCCSOATERM.csv
CENLASOATERM.csv
DCCSOATERM.csv
FTCCSOATERM.csv
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DELTASOATERM.csv
NSHORESOATERM.csv
NWLTCSOATERM.csv
NUNEZSOATERM.csv
RPCCSOATERM.csv
SCLTCSOATERM.csv
SLCCSOATERM.csv
SOWELASOATERM.csv

SFAESTS

BRCCSFAESTS.csv
BPCCSFAESTS.csv
CENLASFAESTS.csv
DCCSFAESTS.csv
FTCCSFAESTS.csv
DELTASFAESTS.csv
NSHORESFAESTS.csv
NWLTCSFAESTS.csv
NUNEZSFAESTS.csv
RPCCSFAESTS.csv
SCLTCSFAESTS.csv
SLCCSFAESTS.csv
SOWELASFAESTS.csv

SFAESTSREF
(You will process this one evel
if it has no data)

BRCCSFAESTSREF.csv
BPCCSFAESTSREF.csv
CENLASFAESTSREF.csv
DCCSFAESTSREF.csv
FTCCSFAESTSREF.csv
DELTASFAESTSREF.csv
NSHORESFAESTSREF.csv
NWLTCSFAESTSREF.csv
NUNEZSFAESTSREF.csv
RPCCSFAESTSREF.csv
SCLTCSFAESTSREF.csv
SLCCSFAESTSREF.csv
SOWELASFAESTSREF.csv

SFARSTS

BRCCSFARSTS.csv
BPCCSFARSTS.csv
CENLASFARSTS.csv
DCCSFARSTS.csv
FTCCSFARSTS.csv
DELTASFARSTS.csv
NSHORESFARSTS.csv
NWLTCSFARSTS.csv
NUNEZSFARSTS.csv
RPCCSFARSTS.csv
SCLTCSFARSTS.csv
SLCCSFAERTS.csv
SOWELASFARSTS.csv

SFARSTSREF

BRCCSFARSTSREF.csv
BPCCSFARSTSREF.csv
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CENLASFARSTSREF.csv
DCCSFARSTSREF.csv
FTCCSFARSTSREF.csv
DELTASFARSTSREF.csv
NSHORESFARSTSREF.csv
NWLTCSFARSTSREF.csv
NUNEZSFARSTSREF.csv
RPCCSFARSTSREF.csv
SCLTCSFARSTSREF.csv
SLCCSFARSTSREF.csv
SOWELASFARSTSREF.csv

STEP #3: PLACE SPREBSHEETS ON SERVER

AccessBanner Server (Most colleges usén SCP to access the Banner Server)
Locate the following locationu03/PROD/pub/upload

0
a
a

For each file do the following:

0 Locate File in your files

o Click and drag to Banner Server Side (If pervious file with same name of file you are attempting to rsizve exi
pop up will appear asking if you want to overwrite the current file. The answer is always yes. If a file with the sam
name of your file exists on the server and was placed by another user you will have to delete their file to place youl
file. Locate their file; right click; select delete)

Select Enter

forget

Double click file name to open the file
Place your cursor at the end of the first row
Select delete on your keyboard

o do the

STEP #4: RUN GKAPEXE

| f

0
a

O oo o4

Access GKAPEXE

above

to all files

t htea precess codedtelow for you college please submit an SR an request that a code get created for your college.

From the Process Code dropdown menu select the following process for your college:

College Code

BPCC BPCC_PARTOFTERM
DELTA DELTA PARTOFTERM
NSHORE [ NSHORE_PARTOFTERM
NWLTC NWLTC_PARTOFTERM
NUNEZ NUNEZ PARTOFTERM
SOWELA | SOWELA PARTOFTERM
FTCC FTCC PARTOFTERM

Perform Next Block
Select Compile Tree
Select Execution Tab

Change Execution Mode to Update
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0 EnterValueinParamet&rFacul ty Waitlist Web Indicator
0 Enter Parameter Valdelf waiting listing used at your collegeYd if notd N

Process Code: |NSHORE_PARTOF|‘ERr.1 F MNSHORE Batch Process to insert POT Data

Execution Tree Set-up Export

Parameter Parameter Value

Execution Mode: UPDATE < |Facu|ty Waitlist Web Indicatory
Exception Mode: Log and Abort - |
Diagnostic Severity: |30 |

r

Select Run Now

Select Yes

Click OK.

Select Optiond View SQL Log
Click Next Block

View Output

O 0OoooOood

STEP #5: COMPLETE SATERM SET UP

[1  AccessSOATERMI (Term Control Form)
A Enter term rfTerm field
A PerformNext Block
A Please note that you completed this when you did the SOATERM set up for the online application to open.
0 Schedule BlockCRN (CRN Oneup Number)

[1 Fall CRN begins with I Enter 10000 in the CRN Sting Sequence Number field

1 Spring CRN begins with 2Enter 20000 in the CRN Starting Sequence Number field

[l Summer CRN begins with-3Enter 30000 in the CRN Starting Sequence Number field

[1 Fall Full Year Term begins with 4 Enter 40000 in the CRN Startjrequence Number field

A Registration Block
0 Check- In progressallowing registration at this time
0 Check- Permiti master controls that allows us to do registration for the seniekighest level
0 Check Calculate Time Statiigdo this right before classe beginit hi s recal cul at es ezeé
(i.e. full-time, partt i me, et cé)

[l Note: You may want to turn off the ACal cul at
function writes rows to the Time Status tab on SFAREGS every time a stndkes a change to
their registration which slows down the syst
on SOATERM during peak registration you will need to do two things to turn it back on: 1) Run
SFRTMST to cal cul attinee statiseands?} acceéss BQATERM@nd turne n
6calculate time statusdéd back on (do this bac
status information on SFAREGS).

0 Hold Password insert password this password is needed to override holds
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>:

Enter ReAdmit term: This is the term in which a student was registered so that do not need to submit a
new application. For example, if you are setting up SOATERM for a Fall term you would enter the spring
term prior to the Fall Term to state people ségfied in the Spring and Summer can register for the Fall
without submitting a new application. If setting up SOATERM for Spring you would enter the fall term
prior to the spring term to indicate that people registered in the Fall term can registerdioritig term
without reregistering.
Click ARegistration Error Checking
[l Student Options
A Duplicates ensures that a student candét regist
course. Note, if the courses is the same subject/number but different sctypeul
Banner doesndt consider this a duplicate
A Linksi different sections for the same course are set up for different purposes. Linking is
linking lecture course and lab course together. You only need to turn this on if your
college using linking.
Corayuisties
Prerequisites
Minimum Hours
Maximum Hours
Time (time conflict)
0 Mutual Exclusion
[1  Section Options
0 Approvali must have instructor approval

O O X > >

o0 Capacityi checks seats

o Field of studyi Major

0 Department

o College

0 Level

o Class

0 Repeat hours set to fatal ifyou have set a specific amount of times a student can retake
a course on SCACRSE in the Maximum Hours Field

o Holds

0 Repeat limifi This should always be set to no check

o Campus

o Degree

0 Program student attribute

o cohort

Registration Fee Assessment BlodkMeetand discuss with Fiscal on how to handle

Ontline assessment

[ Allow swappingi in a refund period allow to drop and add course without additional fee.
Gradebook Parameters Blocki NOT using
Title IV Data Source Blocki Discuss with Financial Aid
Web SelfService, Voice Response and Partner System Block

[1 Fee AssessmenDiscuss with Fiscal

Control Settings
0 PrintBilli Do NOT Use
0 Master Web Term Contrdélwhen this is checked you can view the schedule for that term online
via SSB. Once you have built yoerm schedules you must click this button for online viewing.
Click AProcess Web Controlsbo
0 Grade Display Controls
o Display midterm grades
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o Display final grades
0 Faculty and Advisor Controls
o Display schedule
o Display Class List
o0 Allow Add/Dropi d o n 6t lethise(the callégeschave chosen to not allow
faculty/advisor to do add/drops via SSB)
0 Catalog Search Controls
0 Choose all that are applicable
0 Schedule Search Controls
0 Choose all that are applicable
o Never select the fiSear ch ivayefaCidbehindtieatidon t r i
and if selected nothing will be viewable on SSB when attempting to search.
[1  PerformNext Block function. (you may have to perform next block icon twice depending on where you are
at in the form
A Web Registration Dates Blocks
[J Mager Controls dates for when the students can registration on the web (SSB), add/drop, and withdraw
from class(es).
A Faculty and Advisor Access Dates
[1 Sets date ranges for Self Servisglect a Termpulldown list when no date ranges have been defined, all
terms are displayed. The end date must encompass the whole semester.

CREATING SECTIONS

AccessSSASECT(Schedule Form)

Course Section Information Tab
[] Enter term in Erm field.
[1 EnterADD in CRN field.
[1 PerformNext Block function
[l Type insubject (ex. WELD) in subiject field.
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Type inCourse Numberin course number field.
Continue by entering the following information.

Field Enter
Section Three characters, if you want to identify sections by campus y(
can use letters for each campus atitdginning of the section
indicator.
Campus Hit drop down arrow to locate your campus codes
Status A = Active
Schedule Type LEC, LEC/LAB, Hybridi hit drop down arrow to see your optio

for each subject.

Integration Partner

Enter CANVSI This is extreraly important to ensure the studen
information ges over to CANVASA batch process has been

created to enter this data o
use the batch process please
Partner. o

Grade Mode

S =Standard Letter; A = Audit; P = Pass/Fail

Part of Term

Hit drop down arrow to locate correct part of termmust start
with your campus code (ex. CATC = D)

Print & Gradable Button

Make sure that both buttons are checked

Self-Service Available

Uncheck tlis button if youD O N éwhnt the section to be availab
on SSB.

Tuition and Fee Wavier

Check if applicable (ex. apprenticeship, prishiged to check with
your AR department to determine if this should be selected for

of your sections.

Note: Codeand integration codes for Distance education courses (Required for BOR reporting)

If Schedule Type is: | Then Instructional | Integration Code
Method is: Required

ONL or WEB WEB YES

WOL WEBOL YES

HYD HYB YES

HYB HYB YES

Distance Learning Class Types:

[l 100%Online( Banner
courses are taught using the Internet withithix of the course content, activities and interactions
occurring online. Online courses may require asite component anithat component must be

schedul e

type of AWEBO

detailed in the course catalog. Online courses may require proctored exams.

[l Hybrid 50% ormore ( Banner

Classes that are taught partially via the Internet and partiallyeiath | as sr o o m.

schedule type AHYDO

courses include 50 percent or greater instruction via distance learning.
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Hybrid lessthan 50%( Banner schedul

e type AHYBO with |
Classes that are taught partially via the Internet and partiallhnvéat c | as sr o o m. Hy b
courses include less than 40 percent of instruction via distance learning.

[l LCTCSOnline( Banner code fAWOLO): LCTCSOnline Clas
an Instructional Type of AWEBOLDO

[l Click theSaveicon.

Section Enrolment Information Tab

[l Enrollment Details Tab
0 Enter the enrollment maximum for the section infMeximum field.

0  Enter the waitlist maximum enrollment in tiéaitlist Maximum field if wait listingis allowed for the
section.

[1 Reserved Seats Téibapplicable)

0 First row
0 Leave all fields blank.
0 Reserved Maximumi input number of seats available to the whole student body.
0 Tab down.
Towr e - Ok = Dresky (ki ey CTE Lokprt A00 (zamy T - ']
T B e M R m R I T
R =ver |
‘ P R e . =~ i S
e Tew | = dadrmsma Trew © famimatmn Trem 1w Aritasly Fuir
He i e W A . A 1 FAERS Il NN Tas Ut " HEussh L3
Fimaem lma MaAvia e e T laamaan line T W el Cals
vt et | it [ Bemmriton: [ e i | it | amcion
|
| A e Trew Camsmmms Toew i drsiaciy [
Neaereed Sewt Toisk [ — [P ——
0
0 Second row

0 Fillin field that you are reserving seats (ex. Sophomores SO).
0 Reserved Maximumi input number of seats you areseeving for the specified field.

0 Click Saveicon.
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Meeting Times and Instructor Tab

[J Meeting Dates Tab
0 Three ways to enter meeting time (choose one):
1. Hit drop down arrow belowleeting Time field to select a time code and double click a value
(you can makehanges to dates/days/time, if applicable)
2. Type time code into first meeting time box (enter dates, change days/times, if applicable)
3. manually enter the information
o Note: If you have a sections that has two sets of meeting dates /times enter theiffirst set
the first row and second set in the second row (i.e. practical nursing)
o PerformNext Block function
o0 Instructor block
0 Two ways to enter instructor information
1. If you know the instructors Banner ID or full name (last name, first name) you can
manually irput it and click enter .
2. Click arrow below ID.
o  Two ways to locate instructor:
1. Type instructor last name or last name and first name and click F8
2. Use the following search code n%p
o Double click the instructor code to populatstmctor block
Click the Saveicon.
0 Ifthehintline statesi ERRORO | nstruct gaunedcth edul e
confirm that the conflict is correct. If it is correct selectakierride indication
button in thenstructor SessionBlock.

o]
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o  Click Saveicon.
[1 Meeting Location and Credits Tab
o Enter building code in thBuilding field.

o Enter a classroom code in tReomfield.

o Click theSaveicon.

Notes:
o]

g

(o]

o Click Saveicon

If a warning box appears stating Room capacity is less than maximum enrollment for

section.

[l Click OK.

[0 Form will default back tavieeting DatesTab.
If it defaults toMeeting Datet ab and t he hint
room availability. o

ne states

0 Click Meeting Location and Credits Tab.
0 Place browser in box belo@verride Indicator column.
0 Enter Tfor override time conflict, R for override room conflict, or O for both.
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ADDING INTEGRATION PARTNER TO SECTIONS

A Access GKAPEXE
A Enter the Process Code for your college:

Stat u:

Field to thi

BRCC BRCC_LMS_CANVAS

BPCC BPCC_LMS_CANVAS

CATC CATC_LMS_CANVAS

CENLA CENLA_LMS_CANVAS

DCC DCC_LMS_CANVAS

DELTA DELTA_LMS_CANVAS

FTCC FTCC_LMS_CANVAS

NSHORE NSHORE_LMS_CANVAS

NUNEZ NUNEZ_LMS_CANVAS

NWLTC NWLTC_LMS_CANVAS

RPCC RPCC_LMS_CANVAS

SCLTC SCLTC_LMS_CANVAS

SLCC SLCC_LMS_CANVAS

SOWELA SOWELA _LMS_CANVAS
A Select Compile Tree
A Ensure that the end of the message in the Change
A Select the Execution Tab
A Change the Execution field to AUpdated
A Enter the term you are update CRNOs in the
A Select Run Now
A Selectyes
A Select OK

CREATING SECTION COMMENTS
A AccessSSATEXT (Section Comment form)

A If your term and CRN are not in the top block enter it before moving to the next block If you do not know the CRN

you will need to execute a query
o Execute a query
0 EntertermirtheTerm field.
Tab
Hit drop down arrow next t&€RN field.

Enter F8.
Locate correct course and double click on course.
A PerformNext Block

0
0
0 Limit your query by entering in the one or more fields (ex. Subj#@¢ELD).
O
O

A Type comment comment must be started bgtering <p> and ended using </p> for it to be viewable on SSB.

A Click Saveicon.
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File Edit Options Block |tem Record Query Tools Help C)RACLE
BOERECEE &% REE D &R 3

'7a Section Comment SSATEXT 8.2 (PROD) (BRCCL:BRCC i iiri il

Term: (201610 F CRH: 10001 F Subject: ECON Course: 201 Title:  Principles ofMlacroeconomics I
Section Text

|<p>TaxtDuuk Information: el

|Testmg to see what text looks like on SSB

This is how it looks on SSB:

P Sep 21, 2015
Class Schedule Listing Your current Institutian is Baton Rouge Comm College

Sections Found
Principles ofMacroeconomics - 10001 - ECON 201 - M01

Textbook Information: Testing to see what text looks like on SSB ISBN #: 198-522-668

Associated Term: Fall 2015 (August - December)
Registration Dates: Apr 20, 2015 to Aug 28, 2015
Levels: Undergraduate

Attributes: Social Science General Educ

BRCC Campus

Lecture Schedule Type

Traditional Lecture Instructicnal Method
3.000 Credits

View Cataleg Entry

Scheduled Meeting Times
Type Time Days Where Date Range Schedule Type Instructors
Class $:00 am - 9:50 am MWF BRCC Cypress Building 219 Aug 24, 2015 - Dec 12, 2015 Lecture Nisha Suhas Aroskar (P)

To view on SSB:
Student:
0 Access LoLA
Select College in SSB
Select Student
Select Registration
Select Term
Select Look Up Classes
Search foiCourse(s)
Select CRN They must select the CRN to view the comment added to the section.

O O O O O O O

Instructor:

Access LoLA

Select College in SSB

Select Faculty & Advisor

Select Enrollment Summary

Select Term

Search for Course(s)

Select CRN They must select the @Rto view the comment added to the section.

O O O O O O O
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EDITING SECTIONS

A AccessSSASECT.

A Enter term in th@erm field.

A Enter CRN in theCRN field.

A I'f you don 0 t-Hikdropdewntatosy neXtRONCRN.

0 Click execute querputtonor F8 all courses will appear.
0 Limit your query by entering in the subject &/ o

Locate the course you were looking for and double click in the term box

Double click section you would like to edit.

PerformNext Block function.

Make all changes.

Click Saveicon.

b= = s ~ S > ]

DELETE A SECTION

AccessSSASECT

Enter term in th&@erm field.
Enter CRN in the CRN field.
PerformNext Block function.
Click Record Removecon.
Click Saveicon.

i > D P D> D

Note:

A If you have students enrolled in the section/CRN you will not be allowed ¢tedéle section.

A If you want to keep the section in the current semester so that it will still be there for when you roll over the congsées for
semester then you may want to change the Status to Al n:
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SECTION LEVEL RESTRCTIONS

REGISTRATION RESTRICTIONS
A Access SSARRES

A Enter term inTerm field.

A Enter CRN inCRN field.
A 1 f you don 6 t-Hikdropdewntatosy neXtRONCRN.

0 Click execute query or F8 all courses will appear.
0 Limit your query by entering in the subject &orcoers et cé and t hen click

DEPARTMENT AND FIELD OF STUDY TAB

PerformNext Blockicon twice.

Field of Study Restrictions Block

Click include or exclude.

Below Type insertMAJOR.

Place mouse in row belogodeand click.

Hit drop down arrow to locate field study or manually type in field of study.

CLASS LEVEL RESTRICTONS TAB

A PerformNext Block function.
A Class Restrictions Block
A Click include or exclude.
A Place mouse in row below class and click.
A Chose appropriate class restriction (ex. FR = freshman, SOoS8upe).

T D D I T

A Level Restrictions Block

A Click include or exclude.
A Place mouse in row below level and click.
A Chose appropriate level restriction (ex. UG=Undergraduate, CE=Continuing Education).

CAMPUS AND COLLEGE TAB

Campus Restrictions Block

Click include or exdude

Place mouse in row below term and click.

Hit drop down arrow to locate campus that you would like to place the restrictions.

I i i I

PREREQUISITES RESTRCTIONS

A AccessSSAPREQ(Schedule Prerequisite and Test Scores Restrictions Form)

A Enter term inTerm field.
A Enter CRN inCRN field.
A 1 f you don 6 t-Hikdropdewntatosy neXtRONCRN.

0 Click execute query or F8 all courses will appear.

0 Limit your query by entering in the subject
A PerformNext Block function.
A Click Sedion Test Score and Prerequisite Restrictiong ab

A The information entered on the Catalog-Reqjuisite and Test Score Restrictions Form (SCAPREQ) will populate the
window.
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A Prerequisites may be defined or chahigere for the individual section.
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DEFINING MULTIPLE SECTIONS

CREATING MULTIPLE SECTIONS OF A COURSE

Note: A CRN can only be copied if the section is still equal to 0. One the section field on SSASECT has been entereghthe CRN
NOT be copied.

0 After you enter the first sectiamn SSASET leaving the section field equal to 0 selectRmdiback icon to return to the key
block.

Type ADD in theCRN field.

Click theCopy CRN icon. (second icon in the key block)

Default Section Details window will appear.

Enter CRN that you want to copytine Default CRN field on the Default Section Details

Hit Process Defaulbutton.

Click the Saveicon.

Click theRollbacki con t o return to the key block and continue ul
Go back to all CRNO&s t h asarychanges thab gre rexuiredyire.csection rumber enpliment ¢ e
information, meeting times, Instructor, etc.)

O O 0O o o o oo

LINKING SECTIONS

Links are used to connect sections of the same course when it is required that some combination of these sections be taken
corcurrently. This process is used commonly when you want to link a lecture and lab c¥orsean only use Linking if the subject

and course number for both courses you are linking are the same but have different instructional methods (ex. MATH 1010 LEC &
MATH 1010 LAB)

I f you use | inking make sure that you access SOATERM and t

Example #1: Student may take a lab section without a lecture section, but not a lecture section without a lab section.

Course and Section Link Identifier (SSASECT) Link Connector (SSADETL)
BIOL 120 Section 1 (Lecture) L1

BIOL 120 Section 2 (Lecture) L1

BIOL 121 Section 1 (LAB) L1

BIOL 121 Section 2 (LAB) L1

Example #2: Student may take a lecture section withtali aection, but not a lab section without a lecture section.

Course and Section Link Identifier (SSASECT) Link Connector (SSADETL)
BIOL 120 Section 1 (Lecture) Al

BIOL 120 Section 2 (Lecture) Al

BIOL 121 Section 1 (LAB) Al

BIOL 121 Section 2 (LAB) Al

Example #3: Students may take any lab section with any lecture section, but must have both a lab section and a lecture sectio
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Course and Section Link Identifier (SSASECT) Link Connector (SSADETL)
BIOL 120 Section 1 (Lecture) Al L1
BIOL 120 Sectbn 2 (Lecture) Al L1
BIOL 121 Section 1 (LAB) L1 Al
BIOL 121 Section 2 (LAB) L1 Al

Example #4: Students in section 001 Lecture must take section 001 LAB, and students in section 002 Lecture must tA@2 section
Lab

Course and Section Link Identifier (SSASECT) Link Connector (SSADETL)
BIOL 120 Section 1 (Lecture) Al L1
BIOL 120 Section 2 (Lecture) A2 L2
BIOL 121 Section 1 (LAB) L1 Al
BIOL 121 Section 2 (LAB) L2 A2

Before attempting to link the courses you first need to determine which exampéeaipies to what you want to do.
A Find the example above that applies for what you are trying to do
A Create a chart just like the one in the example and put the course and CRN in Column #1 and then determine what you Lir
Identifiers and Connectors shoudd
A Add al l required Link I dentifiers to the required CRNOG:

A AccessSSASECT(Schedule Form)
A Enter the term in th&erm field.
A Enter theCRN
A PerformNext Block function.
A EnteryourLink Identifier in the Link Identifierfield.
A Click Saveicon.
A Click Rollback icon and continue to enter Link Identifier if needed
A Add al l Link Connectors to the required CRNOs
A Access SSADETL
A EnterCRN
A PerformNext Block function.
A EnteryourLink Connector in the Link connectofield.
A Click Saveicon.
A PerformRollback functionand conti nuing adding Link connector to
A Click Saveicon.
A Click Exit icon.

CONNECTING SECTIONS-OR TWO DIFFERENT COQRSES

ConnectingCeRequi sites can be used i f you have speci fihesan®RMNed s i r
For example, if you have an AUTO 1110 and theenquisites for the course is AUTO 1000. You can also use this if you want the
same students to be on the rosters for two different courses that areReg@sites. AccesSSSADETL (Schedué Detail) Used to

attach CRN caeq sections

A AccessSCADETL
A Enter theSubject CodeandCourse numberfor the first course you want to connect. Enter the term.
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PerformNext Block

Under Corequisite Course section, enter the Subject Code and Course Nomtiheicburse that you want to join.
Click Saveicon.

PerformRollback.

Repeat above steps for all additional courses to be connected.

Access SSADETL

Enter CRN for one of the sections in BRN field.

PerformNext Block function twice.

Enter CRN(s) forhe corequisites courses in ti@&RN column.

Click Saveicon.

Repeat the above steps for all additional CRNs to be connected.

IF THE COURSES LISTED IN SCADETL ARE NOT COREQUISITES FOR OTHER SECTIONS, YOU MUST REMOVE THE
COREQUISITE INFORMATION FROM SCADETL.

> > > >

> > >

AccessSCADETL

Enter theSubject CodeandCourse numberfor the first course you connected. Enter the term.

PerformNext Block

Under Corequisite Course section record remove the Subject Code and Course Number for the course that you do not war
other setions to connect..

Click Saveicon.

PerformRollback.

Repeat above steps for all additional courses that should not be corequisites

CROSS LISTING SECTI®S

CrossListing is used when you have two courses with the same content but different subjemtirsedhcimbers and taught by the
same person at the same time. For example, if you have a CPTR 1000 course and ITEC 1000 course and the conterdrid ihe same
is taught by the same instructor at the same time they you could cross list these sections.

Benefit of Cross Listing This allows you all to try and get courses to their max capacity. By Cross Listing you enter a max for both
courses on SSAXLST. Then on SSASECT you can put both courses with the max but SSAXLST will stop once the enroliment for
both courses hits the max.

b=l ~Tl ~T ~ S

> >

You will need the CRN number for the courses you are cross listing.

AccessSSAXLST (Schedule Cross List Definition).

Enter cross list identifier in th€ross List Group Identifier field (two-digit code).

PerformNext Block function.

Enter maximum enroliment number in thkaximum Enrollment field (max number should include enroliment for all
courses cross list).

PerformNext Block function.

Enter the CRN numbers for the courses you are cross listing @RNecolumn.

Click Saveicon.

CREATING BLOCKS
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Blocks

are used only if the students will be registered by an end users in INB.

are used when you have a group of students that have t
all ow you to connect the muwlint icmlne r@RNGS etrog@dtlhearhes s ttuhd:
simultaneously.

A You will need the CRN numbers for the courses that you will block together.

A Create a Block Code that you would like to use for the specific CRN.

A Submit a Change Management Form to Amber Gatavequest that she build the block codeSiiVBLCK (Block Code
Validation)

A AccessSSABLCK (Block Schedule Control Form)

A Enter the term in th&erm field.

A Enter block code in thBlock field (hit drop down arrow to search codes if needed).

A PerformNext Block function.

A Enter the appropriate CRN numbers in @RN field.

A Click Saveicon.
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TERM ROLL PROCESS

D > D D
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Access SOATERM (Term Control)

Enter term in th&@erm field.

PerformNext Block function.

Schedule BlockCRNT Course Registration Numbewill populate automatically
0 Fall CRN begins with 1
0 Spring CRN begins with 2
0 Summer CRN begins with 3

PerformNext Block function.

Enter the parts of terms that you will need (must set up all of them).

AccessSSRROLL (Term Roll Process)

PerformNext Block function.

Printer = database

PerformNext Block function.

Enter the values for the parameters as follows:

Parameter Value

01: Report Term Enter the term code to be used in report headings.

02: From Term Enter the term code from which the data section is to be rolled.
03: To Term Enter the term code to which the data section is to be rolled.

04: Run Mode EnterA (audit) orU (update).

05: Roll Meeting Time EnterY to roll section meeting times, otherwise eriter

06: Roll Instructors EnterY to roll section instruors, otherwise ente\.

07: Roll CRNs N

08: Roll Links EnterY to roll section links, otherwise entiir

09: Roll Corequisites EnterY to roll section corequisites, otherwise erlter

10: Roll Fees EnterY to roll from sections(C to roll from Catalogotherwise enteN.
11: Roll Degree Attributes EnterY to roll from sectionsC to roll from Catalog, otherwise entir
12: Roll Text EnterY to roll from sections(C to roll from Catalog, otherwise enthir
13: Roll Class Restrictions EnterY to roll from sections(C to roll from Catalog, otherwise enthir
14: Roll College Restrictions EnterY to roll from sections(C to roll from Catalog, otherwise enthir
15: Roll Field of Study Restriction| EnterY to roll from sectionsC to roll from Catalogptherwise enteN.
16: Roll Level Restrictions EnterY to roll from sections(C to roll from Catalog, otherwise enthir
17. Roll Reserved Seats EnterY to roll reserved seats, otherwise emfer

18. Roll Cross List Data EnterYto roll cross list da, otherwise entéX.

19. Roll Campus Restrictions EnterY to roll from sections(C to roll from Catalog, otherwise enthir
20: Roll Contract Restrictions EnterY to roll contract information, otherwise entér

21: Roll Schedule Override Info | EnterY to roll schedule override information, otherwise emNer
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22: Roll Test Restricts and Preqgs

EnterY to roll from sections(C to roll from Catalog, otherwise enthir

23: Roll Schedule Evaluation

EnterY to roll schedule evaluation, otherwise erter

24: Roll Block Schedule Codes

EnterY to roll block schedule codes, otherwise efler

25: Roll CAPP Area Precquisites

EnterY to roll from sections(C to roll from Catalog, otherwise enthir

26: Roll Degree Restrictions

EnterY to roll from sectionsC to roll from Catalog, otherwise enthir

27: Roll Program Restrictions

EnterY to roll from sections(C to roll from Catalog, otherwise enthir

28: Roll Gradable Components

EnterY to roll gradable components, otherwise eter

29: Roll PartitionCodes

EnterY to roll from sections(C to roll from Catalog, otherwise enthir

30: Roll Room Attributes

EnterY to roll from sections(C to roll from Catalog, otherwise enthir

31: Roll CRN Scheduler Status
Code

EnterY to roll CRN scheduler status,harwise enteN.

32: Roll Meeting Time Part
Preferences

EnterY to roll Meeting Time Partition Preferences, otherwise eNter

33: Roll Meeting Time Room
Attributes

EnterY to roll Meeting Time Room Attributes, otherwise enter

34: Roll SubComponents

EnterY to roll Gradable SuWomponents, otherwise enter

35: Roll Section Syllabus

EnterY to roll from sections(C to roll from Catalog, otherwise entir

36: Create Section Rules

EnterY to roll existing rules, otherwise entdr

37: Roll StudenWeb Controls

EnterY to roll Student Self Service Controls, otherwise ehter

38: Roll Faulty Web Controls

EnterY to roll Faculty Self Service Controls, otherwise emer

39: Roll Labor Distribution

EnterY to roll FOAPAL for sections, otherwise enfs.

40: Roll Department Restrictions

EnterY to roll from sections(C to roll from Catalog, otherwise entir

41: Roll Student Attribute
Restrictions

EnterY to roll from sections(C to roll from Catalog, otherwise entir

42: Roll Cohort Restrictias

EnterY to roll from sections( to roll from Catalog, otherwise enthir

PerformNext Block function.

Save the parameter set, if desired.

Click Saveicon.

Click Options.

Click Review Outputs

Hit arrow next to file name
Double click o
To view output file in excel

A Click Options.

Click Saveicon.

Click OK
Click Close.

D P P D P

Aliso file.

Click Savefile 1 it will show you were it is saving it

Then you can go into your folder and you will find the file.
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REGISTRATION

2 WAYS TO REGISTER SUDENTS

A SSB: Self Servie Banneii Student register him/herself
A INB: Internet Native Banner
A 3options
0 Manual
0 Block Scheduling
0 Registration Mass Entry

STUDENT REGISTERED HEMSELVES ON SSB

Log into SSB
Click Banner Student Login on the home page.
Click Enter Secure Area.
Enter UsetD
Enter youmpassword
Select the college in which you want to register at in the Self Service Block (lower right corner)
Click Student
Click Registration
Choose one of the following:ook-Up Classe®r Add/DropWithdraw Classe§you can only use thignk to register if you
know the CRN)
Depending on the link you chose do the following:
A Look-Up Classes
0 Selecta Term
0 Select Submit
0 Select a subject
0 Select Course Search, if you want to do an advanced search select advance search
A Add/Drop, or Withdraw Classs(you can only use this link to register if you know the CRN)
0 SelectaTerm
0 Select Submit
0 Enter CRN(s)
0 Select Submit Changes
A Click Submit Changes

D> D> D > > D D> D

>:
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REGISTERING STUDENTS3N INB

> > > >

AccessSFAREGS

Enter Term inTerm field.

Enter Student ID or search by name

A Two ways to search

0 last name, first name; hit enter

0 last name, initial of first name%; hit entesearch box will open for you to search for the student

PerformNext Block function.

A

A Max hours should be set up at 18 (or max &dliat your college approves)

Check status should state EL.

PerformNext Block function.

A
A
A
A

Hit arrow above subject.
Enter subject and course number
Hit F8, select section

Double click the section you need

Click Saveicon.

Click Saveicon again for fees.

Click Saveicon again if you wanto copy
Click Roll Back icon.
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BLOCK REGISTERINGUSING INB

D Dt Br B B B B D B B i B

>: >

> > >

AccessSGASTDN (General Student Form)
Enter student ID in thiD field.

Enter term in th&@erm field.

PerformNext Block function.

Click in theBlock field of the Additional Information age
Enter the block code in tH&lock field.
Click Saveicon.

Click Return button.
AccessSFAREGS

Enter term in Term field.

Enter student by ID or name search.
PerformNext Block function.

A Check status should state EL, PRUESEEES ST —
A max hours should be set up at 18; M .
Click Student Termtab S -
Hit drop down arrow next tBlock Schedule e o

schedule name and double click.

Click Saveicon.
Click Registration Tab

PerformRoll Back function.
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A PerformNext Block function.
A SelectProcess Block
A Click Saveicon.

field. Locate block
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MASS REGISTRATION

The Registration Mass Entry Form allows you to do the following for a selected group of students:

A add a course,

drop a course,

add and drop a course at the same time,
drop all courses,

D P P >

block scheduling,
A drop studendadscdurogme catnltcel DD and record remove student ¢

THE FOLLOWING SCENAROS ARE HANDLED BY SFAMREG:
A Moving students from one CRN to another CRN

A Performing a mass add of studginto a CRN

A Performing a mass drop of students from a CRN

A Performing intial registration for students based on their block code assignment

A Performing initial registration for students with a particular attribute into a specific course, such as registering all new
freshmen for an orientation class.

A Registering ppseldent 6s from a

BLOCK SCHEDULING USNG REGISTRATION MASSENTRY (INB)
2 Steps:

0 1%t Stepi Enter Block Code for the students
0 2"Stepi Register using Registration Mass Entry

AccessSGASTDN (General Student Form)

Enter t he stIDfiel ortséactbylndmei n t he
Enter term in th&@ erm field

PerformNext Block

Click in theBlock field of the Additional Information area.

Enter the block code in tH&lock field.

Click Saveicon.

> > > P> > P> >

Click Rollback function to access another student or chadit icon.
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Student Summary [7] Term: ] Iview Current/Active Curricula

Gl Fitiiites Ueteran CEnTEr el e e e e e e beares) (EEalenenie

General Learner

Nev Term: ™ FromTerm: [ ToT, =
Student Status: [y

Student Type: = Additional Information

Residence: = Site: =

Fee AssessmentRate: | [7] Session: 17

Class: ] Block: ]

Full or Part Time: CFull Time PartTime ' None Citizenship: [ 5

A Allows you to change student and section registratioor ehecking option for the group being processed.

A
A
A

Curricula Summary Student Type: Rate:
Priority Term Program Catalog  Level Campus College Degree a
Outcome Key: [ admission Type: Admission Term: [ | Matriculation Term: [ ]
Eiieulgn?fnsr:'dy SI#::TEW Field of Study Department Attached to Major [£]
’_ 7 -
I :
[ — 5
A AccessSFAMREG (Registration Mass Entry)
A Search Tab
A Enter search term
A Enter block code.
A Update Tab
A Block Processing Block:
0 Enter RE inRegistration Statusfield.
0 Click Mass Process Block
A Error Checking Tab
A Result Tab
A

List student(s) who had block code applied in SGASTDN will populate.

You can select, deselect, remove, or add
Once your list is correct click submit (last block )and enter

Last columni messagevill appear her saying if job was successful.
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REGISTRATION MASS ENRY 1T GENERAL GUIDELINES
Note: Use théab key to navigate through this form.

A

A
A
A

AccessSFAMREG (Registration Mass Entry Form).

Enter Term in th&Registration Term field.

Registration D& defaults to the system date, but you can change it.

Press th@ab key to navigate the search criteria and move to the next block.

This form has four tabs:

E A

Search Tab
Update Tab
Error Checking Tab
Results Tab

SearchTabi used to select criteria

A

A
A

You have the option to make changes using one or more of the following criteria:

CRN College
Registration Status Degree

Grade Mode Program

Block Field of Study Type
Class Field of Study Code
Student Attribute Department

Cohort Curricula

Campus

Press th@ab key to navigate to Population Selection if applicable.
PerformNext Block

Update Tabi used to identify the changes

A

A

A

Note: you can use the Add Values Block andnep Values Block to add and drop a class at the same time.

Block Processing Block (mass register students into block schedule)
o Hit down arrow next tdregistration Statusfield and select the correcbde.
o Click Mass Process Blocftield.
Registration Course Add Values Block (Used to add a course)
o Enter CRN in theCRN field.
Registration Course Drop Values (used to drop a course)
o Enter CRN in theCRN field.
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Error Checking Tab

A Allows you to change student and section registration error checking options for the group of students that is being
processed.

A To override click appropriate radio button

ResultsTab

A List students found in the search.

A All records returned in the Results window can be selected for update or deselected using the associated check
boxes.

A Records can be added by typing in the student Banner ID.
Records can be deleted by highliglgtthe student and perforRemove Recordunction.

. -

A SelectSubmit and clickSaveicon to process immediately or select Hold for Job Submission and click Save icon to
process later.
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