
1 | F e b . 2 

 

TIME 

 

LCTCS Records & 

Registration 

Workbook 
 

Created By: Amber Gazave 

ambergazave@lctcs.edu 

 



2 | F e b . 2 

 

 

Registrar Checklist ................................ ......................  7 

Navigating Banner ................................ ........................  9 

Parts of a Banner Form  ................................ .........................  9 

Toolbar Functions and Keyboard Commands ................................ .......  10  

Keyboard Commands  ................................ .............................  11  

PREPARING FOR ONLINE APPLICATION................................ ........  12  

Begin soaTerm  ................................ ................................ .  12  

Update soacurr  ................................ ................................  12  

PREPARING FOR REGISTRATION................................ ..............  13  

Setting Up Required Forms for Registration  ................................ ....  13  

Registratio n Permit Overrides Control  ................................ ..............  13 
Registration Minimum Maximum Hours  ................................ .................  13 
Time Status Rules  ................................ ................................ ..  13 
Registration Pop Up  ................................ ................................  13 
Release dates for etranscript req uest (hold for grades/degrees)  ....................  14 

Priority Registration (Time Ticketing)  ................................ ........  15  

BUILDING SECTIONS ................................ .............................  20  

Creating part of Term(s)  ................................ ......................  20  

Step #1:  Complete Worksheets  ................................ ......................  24 
Step #2:  Save Individual Spreadsheets  ................................ .............  27 
Step #3: Place Spreadsheets on Server  ................................ ..............  29 
Step #4: Run GKAPEXE  ................................ ...............................  29 
Step #5: Complete SOATERM Set Up  ................................ ...................  30 

Creating Sections  ................................ .............................  32  

Adding Integration Partner to SECTIONS  ................................ .............  37 
Creating Section Comments  ................................ ..........................  37 
Editing Sections  ................................ ................................ ...  39 
Delete a Section  ................................ ................................ ...  39 

Section Level Restrictions  ................................ ....................  40  

Registration Restrictions  ................................ ..........................  40 
Pre - requisites Restrictions  ................................ ........................  40 

DEFINING MULTIPLE SECTION S ................................ ....................  42  

Linking Sections  ................................ ................................ ...  42 
Connecting Sections FOR TWO DIFFERENT COURSES  ................................ ......  43 
Cross Listing Sections  ................................ .............................  44 
Creating Blocks  ................................ ................................ ....  44 
Term Roll Process  ................................ ................................ ..  46 

REGISTRATION................................ ............................  48  

2 Ways to Register Students  ................................ ...................  48  



3 | F e b . 2 

 

Student Registered Themselves on SSB  ................................ ...............  48 

Registering Stude nts in INB  ................................ ...................  49  

Block Registering using INB  ................................ ........................  50 
Mass Registration  ................................ ................................ ..  51 
Delete Section  ................................ ................................ .....  55 
Override a Hold  ................................ ................................ ....  55 
Course(s) Drop/Withdraw  ................................ ............................  56 

Course Canceled  ................................ ...............................  57  

Processing Overrides  ................................ ..........................  58  

Processing Overrides using SSB  ................................ .....................  58 

Prior to first day of class FOR TERM AND PART OF TERM (only for colleges 

followIng the LCTCS Admissions Policy)  ................................ ........  59  

COMMUNICATE registration will be deleted if (Optional)  .............................  59 
Delete Registration  ................................ ................................  63 
pLACE rEGISTRATION rESTRICTION  ................................ .....................  65 
Pull Record of Registration Data Deleted  ................................ ...........  66 
COMMUNICATE REGISTRATION WAS DELETED AND WHAT TO DO TO RE- REGISTER .................  66 

Processing Registration Overrides in INB; Student Register on SSB .......  69  

MANAGING STUDENT RECORDS................................ ................  71  

Adding Attributes and Ending Attributes  ................................ .......  71  

Batch Ending Attributes  ................................ .......................  71  

Update/Replace Program/Major  ................................ ..................  73  

Updating Students Academi c Standing If They Win an Appeal  .....................  77  

Holds  ................................ ................................ .........  78  

WEEKLY DUTIES................................ ...........................  83  

Attendance ï Show/No Show  ................................ .....................  83  

College Initiated Drops/Wit hdrawals From Courses (Automated Process)  ..........  86  

Automated Process Withdraw Students from College  ..............................  91  

Reinstate Suspended Students  ................................ ..................  92  

INCOMPLETE GRADE Process ................................ ................  97  

END OF TERM PROCESSES................................ ..................  100  

Dummy Courses -  prevent from rolling to transcript  ............................  100  

Identify Courses with Missing Grades  ................................ .........  101  

Roll Grades to Academic History  ................................ ..............  101  

Repeat/Equivalent Cou rse Check Report Process  ................................  102  

Calculate GPA Process ï Must Run the Process Twice  ...........................  103  

Calculate Academic Standing/achievement  ................................ ......  104  



4 | F e b . 2 

 

Update Max Hours foR Students Removed from Probation  .........................  105  

Deleting Registration; students pre - registered; now on Academic Suspensio n ...  106  

Update SFACPLT  ................................ ...............................  108  

apply cohort  ................................ ................................ .  109  

Unofficially Withdraw Students with all ñFôsò, or all ñWôsò & ñFôsò ..........  110  

Student Type Update Process  ................................ ..................  111  

Locate and correct students who didnôt pass pre- reqs  .........................  112  

Correct Readmit Error  ................................ ........................  113  

Request Suspected Completerôs Report ................................ ......  114  

Additional OPTIONAL steps  ................................ ..................  114  

Other Processes ................................ ........................  115  

Academic Renewal (Amnesty)  ................................ ...................  115  

Adding Parking Decal or Driverôs License # ................................ ...  119  

Automated Waitlisting  ................................ ........................  120  

Deactivate Account for Deceased Student  ................................ ......  124  

Correct a Stu dentôs Name ................................ .....................  125  

Deleting Parameter Sets  ................................ ......................  126  

Display FERPA Release on ssb viewable to instructor & students  ...............  127  

Entering comments  ................................ ............................  129  

Load Advisorôs ................................ ...............................  133  

Locating Students Academic History  ................................ ...........  135  

Maintain Instructors (SIAINST)  ................................ ...............  136  

Activate Instructor  ................................ ...............................  136  
Deactivate Instructor  ................................ .............................  136  

Process to Correct a CRN that h as enrollment  ................................ .  138  

Recompiling Population Rules and Variables  ................................ ...  140  

Set Up Computer to Download Reports ................................ ....  141  

Download Banner Report/List  ................................ ..................  141  

Export COGNOS Reports  ................................ ........................  142  

Access ................................ ................................ .  146  

How to Access Lola  ................................ ...........................  146  

How to Request Access To INB  ................................ .................  146  

How to access INB (Intern et Native Banner)  ................................ ...  146  



5 | F e b . 2 

 

How to access SSB (Self Service Banner)  ................................ ......  147  

How to access COGNOS  ................................ .........................  147  

How to Access ePrint  ................................ .........................  147  

How to access enterprise help des k (agiloft)  ................................ .  148  

How to Access INB Banner from Home  ................................ ...........  148  

Appendix ................................ ...............................  149  

Appendix A: Student Tool  ................................ .....................  149  

Appendix B: How LoLA Credenti als are Created and Applicants Notified?  ........  150  

Appendix c: Print Class Rosters for Grade Submission  .........................  151  

Appendix d: Enter Grades Manually, If Applicable  .............................  152  

Appendix e: Manual Process Withdrawing Student From College  ..................  153  

Appendix f: Cancel College Withdrawal  ................................ ........  157  

Appendix g: SCACRSE Repeat Details Block & Repeat/Delete Process (How they work 

t ogether)  ................................ ................................ ....  158  

Appendix h: How to remove a cohort code  ................................ ......  166  

Appendix i: SSB Student Waitlising  ................................ ...........  167  

Appendix j: Registration PopUpS  ................................ ..............  170  

appendix k: Financial  Responsibility Window  ................................ ..  174  

Appendix l: Recalculate Enrollment Counts  ................................ ....  175  

Appendix m: How to Delete Reserved Seats  ................................ .....  176  

Appendix n: Running MDUU Processes  ................................ ...........  177  

Appendix o: Data Pu rge Processes  ................................ .............  179  

Purge Registration Data (SFPREGS)  ................................ .................  180  
Purge Schedule (SSPSCHD)  ................................ ..........................  182  
Purge Waitlist Enrollment (SFPWAIT)  ................................ ...............  183  
Purge General Stu dent (SGPSTDN)  ................................ ...................  184  
Purge Transcript Request (SHPTRTC)  ................................ ................  185  
Purge Compliance (SMPCPRG)  ................................ ........................  186  

Appendix p: Cross - functional Data Purge Processes  ............................  187  

Purge Mass Entry Audit Process (SOPMAUD)  ................................ ..........  187  

appendix q: Resetting Banner Server Password  ................................ .  190  

Appendix r: Configure WinSCP  ................................ .................  191  

Appendix s: Configure IP Switch to Access Board of Regents Server  ............  195  

Appendix t: List Population Selections  ................................ .......  200  

Appendix u: COGNOS Reports  ................................ ...................  200  



6 | F e b . 2 

 

Appendix v: Student Reports Automatically Emailed  ............................  201  

Appendix w: UC4 Processes  ................................ ....................  202  

Appendix x: Viewing Outputs for jobs ran on UC4  ..............................  203  

Appendix y: Understanding ssrroll  ................................ ............  204  

Appendix z: Understanding SOACURR  ................................ ............  206  

AppenDix A1: What TO do? Employee Leaves/Terminated?  .........................  211  

appe ndix A2: Setting Up New Employee  ................................ .........  213  

Appendix A3: Banner Forms  ................................ ....................  215  

Appendix a4: HOLDS BUSINESS PROCESSES  ................................ ........  221  

Type of Holds/Description /Details  ................................ .................  221  
Override Holds  ................................ ................................ ....  225  
Contact List for Holds  ................................ ............................  225  

Appendix A5: Entering Industry Based Certifications  ..........................  226  

Course IBC  ................................ ................................ ........  226  
Course + exam IBC  ................................ ................................ .  227  

Appendix A6: Phi Theta Kappa Membership Load  ................................ .  227  

Security Access:  ................................ ................................ ..  227  
Banner:  ................................ ................................ ...........  227  
Banner Server:  ................................ ................................ ....  228  
Get File with Membership  ................................ ..........................  229  
Save File  ................................ ................................ .........  229  
Move File to Server  ................................ ...............................  230  
Load Data  ................................ ................................ .........  230  
What Happens with the data?  ................................ .......................  231  
How is matching occurring from PTK file to Banner?  ................................  232  

 



7 | F e b . 2 

 

 

REGISTRAR CHECKLIST  
PREPARING FOR REGISTRATION  

1. _____ Set Up Registration Pop Up Windows 

2. _____ Set Up Time Status Form (SFATMST) Summer & Fall Only 

3. _____ Set Up Registration Permit Overrides Control (SFAROVR) 

4. _____ Set Up Registration Minimum Maximum Hours (SFAMHRS) 

5. _____ Set up Release Dates for Grades and Set Up/Update dates for Hold for Degrees for eTranscript (SHRTETC) 

6. _____ Build Part of Term(STVPTRM & SOATERM) 

7. _____ Set Up Enrollment Status Control (SFAESTS) 

8. _____ Set Up Course Registration Status Codes (SFARSTS) 

9. _____ Activate New Instructors, if applicable 

10. _____ Creating Sections (SSASECT) 

11. _____ Confirm Sections built correctly for reporting 

12. _____ Set up SOATBRK (Financial Aid Officer must provide you with the dates) 

13. _____ Reinstate Suspended Students 

 

Prior to 1st day of class 

1. _____Communicate with population that is still missing HSDP(under 17), IMMZ, SSER 

2. _____Delete Registration for population missing required checklist items 

 

14th day count 

1._____ Print Rosters (SFRSLST) for auditing purposes. 

2. ____ Deactivate Instructors, if applicable 

3. ____ Purge Waitlist, if applicable 

WEEKLY  

1. _____ Show/No Show (Manual COGNOS, SFAREGS, possibly SFAWDRL; Batch SZPWDRL) 

2. _____ Withdraw Students from College (Manual SFAREGS & SFAWDRL; Batch SZPWDRL) 

3. _____ Processing Official Transcripts (GLBDATA, GLAEXTR, SHATERM, SHATCKN, SOAHOLD) 

4. _____ Processing Transfer Articulation outside the LCTCS System (TRANS or BUILD & ARTIC) 

5. _____ Processing Transfer Articulation within the LCTCS System (SZPTRAN) 

6. _____ Reinstate Suspended Students, prior to pre-registration 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 

1. _____ Dummy Courses ï Prevent from Rolling to Transcript (SFRASTS & SFAREGS) 

2. _____ Print Class Rosters for Grade Submission, if Applicable (SFRSLST) 

3. _____ Identify Courses with Missing Grades (COGNOS Report) 

4. _____ Enter Grades Manually, If Applicable (SFAALST) 

5. _____ Roll Grades to Academic History (SHRROLL) 

6. _____ Repeat/Equivalent Course Check Report Process (SHRRPTS) 

7. _____ Calculate GPA Process ï 1st Process (SHRCGPA) 
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8. _____ Calculate GPA Process ï 2nd Process (SHRCGPA) 

9. _____ Update Academic Standing & Deanôs List, etc. rules on SHAACST, if applicable  

10. _____ Calculate Academic Standing (SHRASTD) 

11. _____ Let Transcript Processor know they can schedule transcript request that were hold for grades and hold for degrees 

(baseline Banner Request only ï Not applicable for colleges using eTranscript) 

12. _____ Update Max Hours on SFAREGS for Studentôs Whose Academic Standing was updated to ñGood Standingò ï donôt 

need to run in summer if you max hours are less than 12 

13. _____ Unofficially Withdraw Student with all ñFôs,ò or all ñWôsò & ñFôsò (COGNOS Report & SFAWDRL) 

14. _____ Add Term to SFACPLT, if applicable 

15. _____ Apply COHORT Attribute (Fall Only) 

16. _____ Student Type Update Process (SHRTYPE) Remember you need to contact me to unselect ñprevent registrationò from 

all withdraw codes prior to running this process. 

17. _____Locate and Correct Student Who Didnôt Pass Pre-Req (SFRRGAM) 

18. _____Correct Readmit Errors 

19. _____Request Suspected Completerôs Report 

20. _____ Disabling SSB Options (SOATERM) 

21. _____ Purge SAAEAPS (If you donôt do this at your college please remind the Admissions Department to do it) 

 

CLEARINGHOUSE REPORT (after 14th day count, once a month each month during the term, after end of term processing) 

1. _____ Time Status Calculation (SFRTMST) 

2. _____ Clearinghouse Error Report (GLBDATA & SFRNSLC) 

3. _____ Correct Errors  

4. _____ Run and Submit Clearinghouse Report (GLBDATA & SFRNSLC) 
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NAVIGATING BANNER  

PARTS OF A BANNER FORM  

 
 

Part Description 

Title Bar May display the formôs descriptive name, the seven-character form name, the software version number and 

the college data base name (DCC):DCC 

Generate Banner ID Brings you to GOAMTCH so you can look up applications current Banner ID or create an ID if the 

applicant isnôt in the system. 

Key Block Contains parameter used to decide what you will view on the form (i.e. student, term, level, etcé). 

Information Block Displays data about the information entered in the 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 field.  The drop down arrow can be located 

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 between groups 

or blocks of information. 

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

Checkbox Used to enable or disable features or options. 

 

Title Bar 

Generate 

Banner ID 
Key 

Block 

Information 

Block 

T

T

T

Ta

bs 

Fields 

Drop-Down 

Arrow 

Check

box 
Radio 

Button 
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TOOLBAR FUNCTIONS AND KEYBOARD COMMANDS 

The Toolbar is located under the Menu Bar and contains a set of icons (buttons) that represent shortcuts for performing common 

functions. As you place the cursor over the icon, the name of the icon appears.  

 

 

Commonly Used Icons & Key Shortcuts 

Icons Functions Keyboard Commands 

 

Save ï this allows you to save your work just as in other applications. F10 

 

Rollback ï clears information in the output area (block) of a form and returns 

you to the first enterable field in the input information area (ID field). 

Shift+F7 

 

Select ï when an item is highlighted, this icon maybe used to populate a form 

with the desired information. 

Shift+F3 

 

Insert Record ï used to add another record to the form. F6 

 

Remove Record (Delete) ï used to remove a record from the form  Shift+F6 

 

Previous Record ï allows the user to navigate between records in the database. PgUp or  

 

Next Record - allows the user to navigate between records in the database. PgDn or  

 

Previous Block ï moves the cursor to the previous information area (block). If 

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

Ctrl+PgUp 

 

Next Block ï moves the cursor to the next information area (block). If the next 

block is another window area (tab) will open. 

Ctrl+PgDn 

 
Enter Query ï puts the form in query mode and lets you enter search criteria to 

see what information may already be in the data base. 

F7 

 

Execute Query ï searches the database and displays any record that matches the 

search criteria. 

F8 

 

Cancel Query ï takes the form out of query mode and cancels the query. Ctrl+Q 

 

Print ï prints an image of the menu or form that is displayed. Follow directions 

displayed on screen. 

Shift+F8 

 

Exit ï is the method to leave the current screen or close the application (form). Ctrl+Q 
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KEYBOARD COMMANDS 

Not all keyboard commands are available from every form. 

When in the Main Menu use the arrow keys to navigate to previous form.  

 

Function Keys 

Clear Block Shift+F5 

Field ï clear Ctrl + U 

Field ï duplicate (will duplicate the field above) F3 

Field ï next Tab 

Field ï previous Shift + Tab 

Go Toé another form F5 

Record ï clear Shift + F4 

Record ï duplicate F4 

Show Keys (list of key functions) Ctrl + F1 

A.  Query ï How to perform a search 

a. If you know the information: studentôs last name, studentôs first name, high school/ name, college name. 

i. Enter Information 

ii. Hit F8 or Click Execute Query function. 

b.  Donôt know information 

i.     Enter Search: 

a)       If you know how the beginning of a studentôs last name is spelled-enter what you know and %.  If I 

enter Gaza%  the query will find all last names that begin with Gaza 

b)  If you know how the end of s studentôs last name is spelled-enter % and end of name.  If I enter %zave 

the query will find all last names that end with zave. 

c)       If you know the middle of the name-enter %middle of name%.  If I enter %zav% the query will 

field all last names that have zav in them. 

ii.     Hit F8 or Click Execute Query function.     

 

B. Validation Code List 

a.  Scroll List 

b. Search 

i.     Type what the code may begin with followed by %. 

ii.     Hit Enter  
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PREPARING FOR ONLINE APPLICATION 
 

BEGIN SOATERM 

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

 Access SOATERM 

 Enter Term in which the application is about to be opened 

 Perform Next Block 

 Enter CRN Starting Sequence Number: 

 Fall: 10000 

 Fall Full Year Term: 70000 

 Winter Intersession: 40000  

 Spring: 20000 

 May Intersession: 50000 

 Summer: 30000 

 Summer Intersession: 60000 

 Save 

 Perform Next Block Twice 

 Enter the following in Base Part of Term Block 

o Part of Term = 1 

o Start Date = will be provided by ERP Student Services Specialist 

o End Date = will be provided by ERP Student Services Specialist 

o Number of Weeks = number of weeks in your full term 

o Census One Date = enter the 14th day count for your college 

 Save 

 

UPDATE SOACURR 

If your colleges has added any new programs that will apply to the 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 programs is located in the LCTCS Program and Catalog Creation Workbook. 
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PREPARING FOR REGISTRATION 
 

SETTING UP REQUIRED FORMS FOR REGISTRATION 

REGISTRATION PERMIT OVERRIDES CONTROL 

 Access SFAROVR ï allows people who have access to INB to perform overrides 

Ä Capacity 

Ä Coreg 

Ä Pre-req 

 Permit code ï used drop down arrow ï this drop down arrow will show you all areas 

 Then check off check list 

REGISTRATION MINIMUM MAXIMUM HOURS  

 Access SFAMHRS 

Ä Enter Level ï UG 

Ä Enter Minimum Hours 

Ä Enter Maximum Hours 

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

 

TIME STATUS RULES 

 Access SFATMST 

 Enter time status rules in the time status rule block (i.e. 00, 3Q, FT, HT, LH, etcé) 

 Enter UG in Time Status Levels Field 

 

REGISTRATION POP UP 
1. Access LoLA 

2. Select your College in SSB Block 

3. Select Registration PopUp Link (if link doesnôt appear for you submit a security request) 
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4. Select the message you want to enter in the Mesg field (i.e. normal, early, late) 

5. Select a term from the dropdown  

6. Leave the Status as Active 

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

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

9. Enter your message (Limit 4000 charaters) 

10. Select Save (lower right hand corner) 

 

 

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

 

RELEASE DATES FOR ETRANSCRIPT REQUEST (HOLD FOR 

GRADES/DEGREES) 

 

¶ Access SHRTETC 

¶ Select the ñHold for Degree or Gradesò tab 

¶ Hold for Grades 

o Add the Registration Term 

o Enter Release date that is prior to the day 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 the past and all grades have been rolled for the requestor. 

¶ Hold for Degree 

o Update the release date on all terms build for ñHold for Degree.ò Note you want to enter a date earlier than the date 

you plan to enter all degrees/exists.  The Hold for Degree request will not release 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 (TIM E TICKETING) 

Build Priority Registration Group Codes 

Create Date/Time Restrictions 

 Access SFARCTT 

 Enter Term  

 Enter dates and times for restriction.   

Ä The start date and time is when the student can try to register.  The end date & time is when they are no longer able 

to register.  For each row you will have to enter a priority number.   

Ä You will want to create at least two rules.  One in which the student can currently registered and another one where 

the student is NOT eligible to register at this time. 

 Save 

 

Note: You can built multiple rules for one priority code 

 

Attach Date/Time Restrictions to Group Codes 

 Access SFARCTL 

 Enter Term  

 Enter Priority number in Group Priority Field (This is the priority number(s) you created on SFARCTT.  You have to attach 

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

Ä 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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Attach Group Code to individual students  

 Note:  

Ä This process will insert a code onto the applicant/student 

Ä This process will NOT overwrite a code once it has been inserted by the batch process or manually by an end user 

Ä If after a code has been inserted and it needs to be changed it must be done be an end users using the directions 

below titled ñHow to Change the Priority Code for a Person?ò 

 Access GKAPEXE 

 Enter the Process Code for your College (if there is no process code for your college that indicate the process has never been 

requested by the college.  To request that a process be built for your college open a help desk ticket.  In the help desk ticket provide the 

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 

 Select Compile Tree icon 

 Verify that the Change Status field has óenabledô at the end of each line. 

 Select the Execution Tab 

 Change the Execution Mode to ñUpdateò 

 Enter the following Parameter Values (Note: some collegeôs will NOT have all of the parameters listed.  If it is listed for your 

college then you need to enter it.  If not listed you donôt need to worry about it) 

Parameter Parameter Value 

Application Term  Enter the application term that is going to register for the registration term that you are 

about to open 

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 Term 

Readmit Term  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 effective for attributes code you want to attached priority registration 

code 

 Select ñRun Nowò 

The Group 

code is 

created by 

the end user 

creating the 

rule. 

Comes from 

the 

time/date 

rules the end 

users built 

on 

SFARCTT 
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 Select ñYesò 

 Select ñOKò 

 

 

 

How to view what Priority Registration Code a Person Has: 

 Access SFARGRP 

 Enter Banner ID 

 Enter Registration Term  

 Perform Next Block 

 You can see the date and time the student can begin registering. 

 
 

How do I 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 

 

 

Communicate to Priority Groups 

¶ Letter Code: You will need to request letter codes for this population if you donôt have one you can use on GTVLETR 

o RPCC: 

Á O_PRI_REG_STU_E: Used for all continuing students who are Vet; OTRI attribute; has graduation 

application; Disability documented 

Á O_PRI_REG_APP_E: Used for all applicants who are Vet; OTRI attribute; has graduation application; 

Disability documented 

Á O_EAR_REG_APP_E: Applicants 

Á O_EAR_REG_STU_E: Continuing Students 

o You will run GLBDATA, SZPLTGN, and SOREMAL four times.  Once for each letter code 

Á Population Selection:  

¶ Access GLBDATA 

¶ Perform Next Block Twice 

¶ Enter the following parameters: 

o 01: Selection ID: PRIORITY_REG_POPLUATION 

o 06: Application: STUDENT 
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o 07: Creator ID: AMBERGAZAVE 

¶ Perform Next Block 

¶ Save 

¶ Open Parameters: 

o REGISTRATION_TERM: Enter the term you inserted the priority registration codes 

o PRIORITY_REG_CODE:  

Á OPRI: for Vet, OTRI attribute; graduation application; disability 

Á OAPC: Applicants and registered student that do NOT fall in the population for 

the OPRI priority registration code 

Á Insert Letter Code 

¶ Access SZPLTGN 

¶ Perform Next Block Twice 

¶ 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:  

Á O_PRI_REG_STU_E: Used for all continuing students 

who are Vet; OTRI attribute; has graduation application; 

Disability documented 

Á O_PRI_REG_APP_E: Used for all applicants who are Vet; 

OTRI attribute; has graduation application; Disability 

documented 

Á O_EAR_REG_APP_E: Applicants 

Á O_EAR_REG_STU_E: Continuing Students 

04: Module Code Letter Code: O_PRI_REG_STU_E or O_EAR_REG_STU_E Enter: 

S 

Letter Code: O_PRI_REG_APP_E or O_EAR_REG_APP_E  Enter: 

A 

05: Application ID STUDENT 

06: Selection ID PRIORITY_REG_POPLUATION 

07: Creator ID AMBERGAZAVE 

08: User ID Enter your Banner user name 

¶ Perform Next Block 

¶ Save 

Á Send Email 

¶ Access SOREMAL 

¶ Perform Next Block Twice 

¶ 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 email 

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 

¶ Perform Next Block 

¶ Save 
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BUILDING SECTIONS 

CREATING PART OF TERM(S)  

 

1. Create one part of term titled ñ1.ò  You will never use this part of term but it must be created in order for you to create the 

part of terms for your college.   

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

3. Create part of term for all condensed course.  Be sure to provide all section creators with the spreadsheet to assist them in 

locating the correct part of term when building courses. 

4. Part of term codes must begin with the alpha for your college (ex. CATC = D) 

5. Part of terms creation requires that you built all parts of terms within a term, Registration Codes for each part of term, and 

Course Registration 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 for courses 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 he/she will not be allowed to register 

for courses within the term. 

b. Course Registration codes indicate the studentôs status in a course and how he/she was registered in the course.  RE 

means the student is registered in the course and was registered using INB.  RW means 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 

or 

SSB  

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

INB RE (Registered): 

Student was register in 

INB by a staff member 

First day 

students can 

register 

Last day of semester 

 

 

  Course on 

Roster; grade 

entered by 

instructor 

SSB RW (Web Registered): 

Student register 

themselves on the web 

First day 

students can 

register (SSB) 

Last day students can 

register (SSB) 

       

INB DD (Drop Course): 

This code is used by a 

staff member to drop a 

student from a course.  

The course is 

dropped/deleted and 

the student receives a 

100% refund. When an 

end used DD a course 

First day 

student can 

register 

Last day an end user 

can DD a student 

from a course (may 

want to put end of 

the semester date in 

case you need to fix 

an error)   

Drops the 

course from 

the studentôs 

schedule. If 

end users 

drops the 

course they 

MUST record 

remove the 

100% refund: 

A 100% 

refund is 

given 

regardless of 

dates in the 

refund block 

on 

SFARSTS. 

Course is 

removed from 

Roster; no 

grade applies 
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they MUST follow the 

directions on deleting 

a course to remove the 

course from the 

student SFAREGS 

record.   

course from 

SFAREGS 

after they 

enter the DD 

and save. 

SSB DW (Web 

Drop/Delete): 

Indicates that a student 

dropped a course via 

SSB.  The course is 

dropped/deleted and 

the student receives a 

100% refund. 

First day 

students can 

register 

Enter the last date a 

student can drop 

from a course and 

get a 100% refund. 

INB DP (Drop Pre/Co  

Requisite): This code 

was created to drop a 

student from a courses 

because they didnôt 

pass the pre-req or co-

req. 

First day 

student can 

registered 

After you complete 

end of term 

processing for the 

previous semester. 

Donôt forget 

after entering 

the DP and 

saving to 

trigger the 

workflow 

email you 

must enter a 

DD for the 

courses and 

record remove 

it. 

  

       

INB DC (Drop Course) 

Used to drop a student 

during the refund 

periods.   

Date your 

refund period 

begins 

1st day of the 

semester 

Date your refund 

periods ends 

14th day count 

Dropping a 

course and 

they are 

getting less 

than 100% 

refund. 

Period in 

which a 

student can 

withdraw 

without a ñWò 

on their 

transcript and 

they receive a 

refund. 

 

 

75%, 50%, & 

25% refund 

 

Course is 

removed from 

Roster; no 

grade applies 

SSB DR (Web Drop 

Course)  

Indicates the student 

dropped from a course 

via SSB during refund 

period. 

       

INB WS ï Student 

Withdrawal 

This code is used by 

staff member who 

withdraws a student 

from a course after the 

refund period. 

First day 

student can 

withdraw from 

courses 

Last day the student 

can drop with a ñWò.  

May be different for 

each part of term.   

  Course 

Remains on 

Roster and 

grade of ñWò 

is 

automatically 

entered for 
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SSB WW- Student Web 

Withdrawal 

This code indicates 

that a student 

withdraws from a 

course via the web 

after the refund period. 

 

final grade 

       

SSB WL=Waitlist 

 

First day of 

registration 

Last day you would 

like to allow students 

to sign up on waitlist 

 Only built if 

your college 

is using Wait 

listing 

Function 

 

       

INB AU - Audit a course 

This code is used for 

student who are 

auditing the course and 

will not receive a 

grade in the courses 

First Day of 

Registration 

14th day ï you may 

want to put end of 

the semester date in 

case you need to fix 

an error.    

If the class 

allows student 

to audit them 

you must 

apply this 

code. 

 Courses on 

Roster and 

Audit grade 

should 

automatically 

default 

INB WI ï Instructor 

Withdrawal 

This code is used if an 

instructor drops a 

student from their 

class for excessive 

absences after the 

census date. 

First Day of the 

Semester 

Last day a student 

can be withdrawn 

and earn a grade of 

ñWò (May be 

different for each 

part of term) 

  Course on 

Roster and 

grade of W 

automatically 

entered 

INB DI- Instructor Drop 

This code is used if an 

instructor drops a 

student from their 

class for excessive 

absences before the 

census date. 

First Day of the 

Semester 

Last day student can 

be dropped from a 

course 

If your college 

gives refunds 

with the DI 

code you will 

have to build 

the refund 

rules. 

 Course 

removed from 

roster 

 

INB  

AW = Administrative 

Withdrawal 

This code is used if 

student is drops from a 

course by 

administration for 

cheating, expulsion, 

disciplinary, or special 

circumstances, etcé 

First day 

student can be 

withdrawn 

Last day of 

semester/term 

Leave open all 

semester in 

case you need 

to make 

corrections. 

  

INB CC (Course Canceled) 

Used when a class is 

canceled.  

First day of 

registration 

14th day count (you 

may want to extend 

this date in case you 

have to make 

corrections after the 

Creates an 

audit trail. 

(you mass 

drop the class 

using CC; then 

 Removed 

from Roster 
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Add

ition

al 

Codes: 

 DA ï Do NOT Use this code acts the same as DW 

 DS ï Do NOT Use this code.  It acts the same as DD 

 WP ï This code allows you to give the students a refund but the courses remains on the studentsô academic history with a 

grade of ñW.ò  Please test prior to using to ensure the code does exactly what your college needs it to do. 

 

Figure 2 (Registration Codes and Definitions) 

Code Description Definition  Start Date End Date 

Eligible to Register 

EL Eligible to 

Register 

Student is eligible to register or is registered 1st day 

students can 

begin to 

register 

Day after students are no 

longer allowed to 

register.  Note when this 

code is inactive no 

changes can be made on 

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 he 

didnôt show up for any of his classes by the 

census date 

  

Student Withdrew Themselves 

WB Official WD 

Before Census  

Use if student withdrew before the census date 1st day of class Census date 

WA Official WD 

After Census 

Use if student withdrew after the census date 1st day after 

census date 

Last date a student can 

withdraw from the 

college 

Instructor Withdrawal/Excessive Absences 

14th day count) follow with 

DD code & 

record 

remove) 

INB WM (Military 

Withdrawal) 

First Day of 

semester 

Last day of 

semester/term 

 Depends on 

what the 

colleges 

policy states. 

Course on 

Roster and 

grade of W 

automatically 

entered 

INB WN (Instructor 

Withdraw but student 

doesnôt earn W) 

After Census 

Date  

last date to withdraw  BPCC uses 

this code 

because they 

give the 

instructor 

withdrawn 

students a 

grade of WN 

instead of W 

Course on 

Roster and 

grade of WN 

automatically 

entered 
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DI Instructor Drop Use if instructor drops students for excessive 

absences before the census date. 

1st day of class Census Date 

WI Instructor 

Withdrawal 

Use if instructor drops student for excessive 

absences after the census date. 

Day after 

census date 

Last day a student can 

withdraw from the 

college. 

Administrative Withdrawal 

AW Administrative 

Withdrawal 

Withdraw student because of expulsion, 

cheating, disciplinary, or special circumstances, 

etcé. 

  

 

STEP #1:  COMPLETE WORKSHEETS 

Select the following link to get the worksheet: Part 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 ending date of semester. 

 

SEMESTER 201810 

BEGINNING DATE 08/13/2017 

ENDING DATE 12/10/2017 

 

In Section 2, list all Parts of Term for the semester.  DO NOT INCLUDE PART OF TERM 1 ON THIS SHEET.  Part of term 1 will 

need to be entered into SOATERM manually.  If you need a part of term code that doesnôt exists on STVPTRM submit a help desk 

ticket requesting the part of term code needed. 

 

 

 

SFAESTS WORKSHEET 

The SAFESTS worksheet will be used to populate SFAESTS in Banner.  There are two sections to this sheet.  Section 1 will be used 

to populate Enrollment Status Dates block in SFAESTS.  All colleges must complete this section.  Section 2 will be used to populate 

https://drive.google.com/file/d/0B4ObsdL6SmJ4V0pVbUhrTzAtaVU/view?usp=sharing
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the Enrollment Status Refund Rules in SFAESTS.  Section 2 will be completed by colleges that use refunds rules for enrollment 

status.  If your college does not use this feature, you will skip this section. 

SECTION 1 

 Use the drop down feature in column A to select the enrollment statuses that are used by your institution.  You can only use the 

Enrollment Statues listed in the drop down box. 

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

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

 Continue until you have listed all enrollment statuses used by your institution. 

 

SECTION 1 

Enrollment Status Dates 

Status Start End 

EL 15-May-16 10-May-17 

AW 13-Jan-17 10-May-17 

 

SECTION 2ðOPTIONAL  

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

 Use the drop down feature in column E to select the 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 I to define the fees refund percentage 

 

SECTION 2 

Enrollment Status Refund Rules (If applicable) 

Status Start End % Tuition Refund % Fees Refund 

AW 13-Jan-17 01-Feb-17 100% 100% 

UW 13-Jan-17 20-Jan-17 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.  Section 1 will be used 

to populate Course Registration Status Dates in SFARSTS block for each Part of Term defined on the SOATERM worksheet.  Section 

2 will be used to populate Course Registration Status Refund Rules block in Banner as necessary. 

 

 

SECTION 1 

 In Column A, enter the Part of Term to be defined.  NOTEðTHIS PART OF TERM MUST BE DEFINED ON THE 

SOATERM WORKSHEET.  

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

 In Column C and D, enter the start date and end date for the rule 

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

SECTION 1 

SFARSTS Codes 

PART 

OF TERM  

SFARSTS 

CODE 

START 

DATE 

END 

DATE 

C01 DC 13-Jan-17 01-Feb-17 

C01 DD 01-Nov-16 01-Feb-17 

C01 DW 01-Nov-16 01-Feb-17 

 

 

SECTION 2 

 In Column G, enter the Part of Term to be defined.  NOTEðTHIS PART OF TERM MUST BE DEFINED ON THE 

SOATERM WORKSHEET AND SECTION 1 ON THE SFARSTS WORKSHEET.  

 In Column H, use the drop down feature to choose the Course Registration Status to be define. THIS PART OF TERM MUST 

BE DEFINED IN SECTION 1 ON THE SFARSTS worksheet 

 In Columns I and J, enter the start date and end date for the refund rule.  NOTE:  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. 

 Use column K to define the tuition refund percentage and column L to define the fees refund percentage 

 Enter refund rules for at least two Parts of Term. 

 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 INDIVIDUAL SPREADSHEETS 

Each of the following worksheets will 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 

 In the ñTo Bookò field select New Book 

 

 
 

 Select Create a copy 

 

 
 

 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: 

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 even 

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 SPREADSHEETS ON SERVER 
 Access Banner Server (Most colleges use Win SCP to access the Banner Server) 

 Locate the following location: /u03/PROD/pub/upload 

 For each file do the following: 

o 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 move exists a 

pop up will appear asking if you want to overwrite the current file.  The answer is always yes.  If a file with the same 

name of your file exists on the server and was placed by another user you will have to delete their file to place your 

file.  Locate their file; right click; select delete) 

o Double click file name to open the file 

o Place your cursor at the end of the first row 

o Select delete on your keyboard 

o Select Enter  

o Save 

 Donôt forget to do the above to all files 

STEP #4: RUN GKAPEXE 

If there isnôt a process code below for you college please submit an SR an request that a code get created for your college.   

 Access GKAPEXE 

 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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 Enter Value in Parameter ñFaculty Waitlist Web Indicator 

 Enter Parameter ValueðIf waiting listing used at your collegeðYðif notðN 

 

 
 

 Select Run Now 

 Select Yes 

 Click OK. 

 Select OptionsðView SQL Log 

 Click Next Block 

 View Output 

 

STEP #5: COMPLETE SOATERM SET UP 

 Access SOATERM ï (Term Control Form)  

Ä Enter term n Term field 

Ä Perform Next Block 

Ä Please note that you completed this when you did the SOATERM set up for the online application to open.   

 Schedule Block CRN (CRN Oneup Number) 

 Fall CRN begins with 1 ï Enter 10000 in the CRN Starting Sequence Number field 

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

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

 Fall Full Year Term begins with 4 ï Enter 40000 in the CRN Starting Sequence Number field 

Ä Registration Block 

 Check - In progress- allowing registration at this time 

 Check - Permit ï master controls that allows us to do registration for the semester ï highest level 

 Check Calculate Time Status ï do this right before classes begin ï this recalculates each studentôs status 

(i.e. full-time, part-time, etcé) 

 Note: You may want to turn off the ñCalculate Time Statusò during peak registration time.  This 

function writes rows to the Time Status tab on SFAREGS every time a student makes a change to 

their registration which slows down the system.  If you chose to turn off the ñcalculate time statusò 

on SOATERM during peak registration you will need to do two things to turn it back on:  1) Run 

SFRTMST to calculate the studentsô current time status, and 2) access SOATERM and turn 

ócalculate time statusô back on (do this back to back to ensure all students have their correct time 

status information on SFAREGS). 

 Hold Password ï insert password ï this password is needed to override holds 
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 Enter Re-Admit 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 registered 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 register for the spring term 

without re-registering. 

 Click ñRegistration Error Checking 

 Student Options 

Ä Duplicates ï ensures that a student canôt register for more than one section for the same 

course. Note, if the courses is the same subject/number but different schedule type 

Banner doesnôt consider this a duplicate. 

Ä Links ï 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. 

Ä Corequisties 

Ä Prerequisites  

Ä Minimum Hours 

o Maximum Hours 

o Time (time conflict) 

o Mutual Exclusion  

 Section Options 

o Approval ï must have instructor approval 

o Capacity ï checks seats 

o Field of study ï Major 

o Department 

o College 

o Level 

o Class 

o Repeat hours ï set to fatal if you have set a specific amount of times a student can retake 

a course on SCACRSE in the Maximum Hours Field 

o Holds 

o Repeat limit ï This should always be set to no check 

o Campus 

o Degree 

o Program student attribute 

o cohort 

Ä Registration Fee Assessment Block ï Meet and discuss with Fiscal on how to handle 

 On-line assessment -  

 Allow swapping ï in a refund period allow to drop and add course without additional fee. 

Ä Gradebook Parameters Block ï NOT using 

Ä Title IV Data Source Block ï Discuss with Financial Aid 

Ä Web Self-Service, Voice Response and Partner System Block 

 Fee Assessment - Discuss with Fiscal 

 Control Settings  

 Print Bill ï Do NOT Use 

 Master Web Term Control ï when this is checked you can view the schedule for that term online 

via SSB.  Once you have built your term schedules you must click this button for online viewing. 

 Click ñProcess Web Controlsò 

 Grade Display Controls 

o Display midterm grades 
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o Display final grades 

 Faculty and Advisor Controls 

o Display schedule 

o Display Class List 

o Allow Add/Drop ï donôt ever click this (the colleges have chosen to not allow 

faculty/advisor to do add/drops via SSB) 

 Catalog Search Controls 

o Choose all that are applicable 

 Schedule Search Controls 

o Choose all that are applicable 

o Never select the ñSearch by Course Attributeò icon.  There is a defect behind that icon 

and if selected nothing will be viewable on SSB when attempting to search. 

 Perform Next Block function. (you may have to perform next block icon twice depending on where you are 

at in the form 

Ä Web Registration Dates Blocks 

 Master Controls ï dates for when the students can registration on the web (SSB), add/drop, and withdraw 

from class(es). 

Ä Faculty and Advisor Access Dates 

 Sets date ranges for Self Service Select a Term pulldown list when no date ranges have been defined, all 

terms are displayed.  The end date must encompass the whole semester. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CREATING SECTIONS 

Access SSASECT (Schedule Form) 

Course Section Information Tab 

 Enter term in Term field. 

 Enter ADD in CRN field. 

 Perform Next Block function. 

 Type in subject (ex. WELD) in subject field. 
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 Type in Course Number in course number field. 

 Continue by entering the following information. 

Field Enter 

Section Three characters, if you want to identify sections by campus you 

can use letters for each campus at the beginning of the section 

indicator. 

Campus Hit drop down arrow to locate your campus codes 

Status A = Active 

Schedule Type LEC, LEC/LAB, Hybrid ï hit drop down arrow to see your options 

for each subject. 

Integration Partner  Enter CANVS ï This is extremely important to ensure the students 

information gets over to CANVAS.  A batch process has been 

created to enter this data onto all CRNôs.  If your college wants to 

use the batch process please look at heading ñAdding Integration 

Partner.ò 

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

Part of Term Hit drop down arrow to locate correct part of term ï must start 

with your campus code (ex. CATC = D) 

Print & Gradable Button  Make sure that both buttons are checked 

Self-Service Available Uncheck this button if you DONôT want the section to be available 

on SSB. 

Tuition and Fee Wavier Check if applicable (ex. apprenticeship, prison) Need to check with 

your AR department to determine if this should be selected for any 

of your sections. 

 

 

 

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

If Schedule Type is: Then Instructional 

Method is: 

Integration Code 

Required 

ONL or WEB WEB YES 

WOL WEBOL YES 

HYD HYB YES 

HYB HYB YES 

Distance Learning Class Types: 

 100% Online (Banner schedule type of ñWEBò and Instructional method of ñWEBò): Online 

courses are taught using the Internet with the bulk  of the course content, activities and interactions 

occurring online.  Online courses may require an on-site component and that component must be 

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

 Hybrid 50% or more  (Banner schedule type ñHYDò with Instructional Method of ñHYBò) 

Classes that are taught partially via the Internet and partially via the classroom.  Hybrid ñHò 

courses include 50 percent or greater instruction via distance learning.  
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 Hybrid less than 50% (Banner schedule type ñHYBò with Instructional Method of ñHYBò):  

Classes that are taught partially via the Internet and partially via the classroom. Hybrid ñSò 

courses include less than 40 percent of instruction via distance learning.   

 LCTCSOnline (Banner code ñWOLò): LCTCSOnline Classes have a Schd Type of ñWOLò and 

an Instructional Type of ñWEBOLò   

 Click the Save icon. 

 

Section Enrollment Information Tab 

 Enrollment Details Tab 

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

o Enter the waitlist maximum enrollment in the Waitlist Maximum  field if wait listing is allowed for the 

section.  

 

 Reserved Seats Tab (if applicable) 

o First row  

 Leave all fields blank. 

 Reserved Maximum ï input number of seats available to the whole student body. 

 Tab down. 

  
o Second row 

 Fill in field that you are reserving seats (ex. Sophomores SO). 

 Reserved Maximum ï input number of seats you are reserving for the specified field. 

 Click Save icon. 
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Meeting Times and Instructor Tab 

 Meeting Dates Tab 

o Three ways to enter meeting time (choose one): 

1. Hit drop down arrow below Meeting Time field to select a time code and double click a value 

(you can make changes 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 the first set in 

the first row and second set in the second row (i.e. practical nursing) 

o Perform Next Block function 

o Instructor block 

 Two ways to enter instructor information 

1. If you know the instructors Banner ID or full name (last name, first name) you can 

manually input 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 ñ%part of last name% and click F8 

o Double click the instructor code to populate instructor block 

o Click the Save icon. 

o If the hint line states ñERRORò Instructor Schedule Conflict you need to 

confirm that the conflict is correct.  If it is correct select the override indication 

button in the Instructor Session Block. 
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o Click Save icon. 

 Meeting Location and Credits Tab  

o Enter building code in the Building  field. 

o Enter a classroom code in the Room field. 

o Click the Save icon. 

 Notes: 

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

section.   

 Click OK. 

  Form will default back to Meeting Dates Tab. 

o If it defaults to Meeting Date tab and the hint line states ñERROR Room conflict, HELP 

room availability.ò  

 Click Meeting Location and Credits Tab.   

 Place browser in box below Override Indicator  column.  

 Enter T for override time conflict, R for override room conflict, or O for both. 

 
o Click Save icon 
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ADDING INTEGRATION PARTNER TO SECTIONS 
Ä Access GKAPEXE 

Ä Enter the Process Code for your college: 

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 

Ä Select Compile Tree 

Ä Ensure that the end of the message in the Change Status field states ñenabledò 

Ä Select the Execution Tab 

Ä Change the Execution field to ñUpdateò 

Ä Enter the term you are update CRNôs in the Field to the right of Term 

Ä Select Run Now 

Ä Select Yes 

Ä Select OK 

CREATING SECTION COMMENTS 
Ä Access SSATEXT (Section Comment form) 

Ä 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 

 Enter term in the Term field. 

 Tab 

 Hit drop down arrow next to CRN field. 

 Limit your query by entering in the one or more fields (ex. Subject - WELD). 

 Enter F8. 

 Locate correct course and double click on course. 

Ä Perform Next Block 

Ä Type comment ï comment must be started by entering <p> and ended using </p> for it to be viewable on SSB. 

Ä Click Save icon. 
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This is how it looks on SSB:  

 

To view on SSB: 

Student: 

o Access LoLA 

o Select College in SSB 

o Select Student 

o Select Registration 

o Select Term 

o Select Look Up Classes 

o Search for Course(s) 

o Select CRN ï They must select the CRN to view the comment added to the section. 

Instructor: 

o Access LoLA 

o Select College in SSB 

o Select Faculty & Advisor 

o Select Enrollment Summary 

o Select Term 

o Search for Course(s) 

o Select CRN ï They must select the CRN to view the comment added to the section. 
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EDITING SECTIONS 

Ä Access SSASECT.  

Ä Enter term in the Term field. 

Ä Enter CRN in the CRN field. 

Ä If you donôt know the CRN - Hit drop down arrow next to CRN. 

 Click execute query button or F8 all courses will appear. 

 Limit your query by entering in the subject &/or course etcé and then click F8. 

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

Ä Double click section you would like to edit. 

Ä Perform Next Block function. 

Ä Make all changes. 

Ä Click Save icon. 

 

DELETE A SECTION 

Ä Access SSASECT. 

Ä Enter term in the Term field. 

Ä Enter CRN in the CRN field. 

Ä Perform Next Block function. 

Ä Click Record Remove icon. 

Ä Click Save icon. 

Note:  

Ä If you have students enrolled in the section/CRN you will not be allowed to delete the section. 

Ä If you want to keep the section in the current semester so that it will still be there for when you roll over the courses for next 

semester then you may want to change the Status to ñInactiveò or ñCancelled.ò 
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SECTION LEVEL RESTRICTIONS 

REGISTRATION RESTRICTIONS 
Ä Access SSARRES 

Ä Enter term in Term field. 

Ä Enter CRN in CRN field. 

Ä If you donôt know the CRN - Hit drop down arrow next to CRN. 

 Click execute query or F8 all courses will appear. 

 Limit your query by entering in the subject &/or course etcé and then click F8. 

DEPARTMENT AND FIELD OF STUDY TAB 

Ä Perform Next Block icon twice. 

Ä Field of Study Restrictions Block 

Ä Click include or exclude . 

Ä Below Type insert MAJOR.  

Ä Place mouse in row below code and click. 

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

CLASS LEVEL RESTRICTIONS TAB 

Ä Perform Next Block function. 

Ä Class Restrictions Block 

Ä Click include or exclude. 

Ä Place mouse in row below class and click. 

Ä Chose appropriate class restriction (ex. FR = freshman, SO=Sophomore). 

Ä Level Restrictions Block 

Ä Click include or exclude. 

Ä Place mouse in row below level and click. 

Ä Chose appropriate level restriction (ex. UG=Undergraduate, CE=Continuing Education). 

CAMPUS AND COLLEGE TAB 

Ä Campus Restrictions Block 

Ä Click include or exclude 

Ä Place mouse in row below term and click. 

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

PRE-REQUISITES RESTRICTIONS 
Ä Access SSAPREQ (Schedule Prerequisite and Test Scores Restrictions Form) 

Ä Enter term in Term field. 

Ä Enter CRN in CRN field. 

Ä If you donôt know the CRN - Hit drop down arrow next to CRN. 

 Click execute query or F8 all courses will appear. 

 Limit your query by entering in the subject &/or course etcé and then click F8. 

Ä Perform Next Block function.  

Ä Click Section Test Score and Prerequisite Restrictions Tab 

Notes:  

Ä The information entered on the Catalog Pre-Requisite and Test Score Restrictions Form (SCAPREQ) will populate the 

window.  
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Ä Prerequisites may be defined or changed here 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 entered the CRN can 

NOT be copied.   

 

o After you enter the first section on SSASECT leaving the section field equal to 0 select the Rollback icon to return to the key 

block.   

o Type ADD in the CRN field. 

o Click the Copy CRN icon. (second icon in the key block) 

o Default Section Details window will appear. 

o Enter CRN that you want to copy in the Default CRN field on the Default Section Details 

o Hit Process Default button. 

o Click the Save icon. 

o Click the Rollback icon to return to the key block and continue until all CRNôs have been created. 

o Go back to all CRNôs that you copied and make any necessary changes that are required (i.e. section number, enrollment 

information, meeting times, Instructor, etc.) 

 

LINKING SECTIONS  

Links are used to connect sections of the same course when it is required that some combination of these sections be taken 

concurrently.  This process is used commonly when you want to link a lecture and lab course.  You can 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)   

If you use linking make sure that you access SOATERM and turn ñLinksò to Fatal on the Registration Error Checking Page. 

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 without a lab section, but not a lab section without a lecture section. 

Course and Section Link Identifier (SSASECT) Link Connector (SSADETL) 

BIOL 120 Section 1 (Lecture) A1  

BIOL 120 Section 2 (Lecture) A1  

BIOL 121 Section 1 (LAB)  A1 

BIOL 121 Section 2 (LAB)  A1 

 

Example #3: Students may take any lab section with any lecture section, but must have both a lab section and a lecture section. 
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Course and Section Link Identifier (SSASECT) Link Connector (SSADETL) 

BIOL 120 Section 1 (Lecture) A1 L1 

BIOL 120 Section 2 (Lecture) A1 L1 

BIOL 121 Section 1 (LAB) L1 A1 

BIOL 121 Section 2 (LAB) L1 A1 

 

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

Lab 

Course and Section Link Identifier (SSASECT) Link Connector (SSADETL) 

BIOL 120 Section 1 (Lecture) A1 L1 

BIOL 120 Section 2 (Lecture) A2 L2 

BIOL 121 Section 1 (LAB) L1 A1 

BIOL 121 Section 2 (LAB) L2 A2 

 

Before attempting to link the courses you first need to determine which example above applies to what you want to do.  

Ä Find the example above that applies for what you are trying to do 

Ä Create a chart just like the one in the example and put the course and CRN in Column #1 and then determine what you Link 

Identifiers and Connectors should be 

Ä Add all required Link Identifiers to the required CRNôs 

Ä Access SSASECT (Schedule Form) 

Ä Enter the term in the Term field. 

Ä Enter the CRN  

Ä Perform Next Block function. 

Ä Enter your Link Identifier  in the Link Identifier field. 

Ä Click Save icon. 

Ä Click Rollback icon and continue to enter Link Identifier if needed 

Ä Add all Link Connectors to the required CRNôs 

Ä Access SSADETL  

Ä Enter CRN  

Ä Perform Next Block function. 

Ä Enter your Link Connector  in the Link connector field.  

Ä Click Save icon. 

Ä Perform Rollback function and continuing adding Link connector to all applicable CRNôs 

Ä Click Save icon. 

Ä Click Exit  icon. 

CONNECTING SECTIONS FOR TWO DIFFERENT COURSES 

Connecting Co-Requisites can be used if you have specific CRNôs in which you want to require the student to take at the same time.  

For example, if you have an AUTO 1110 and the co-requisites 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 are not Co-Requisites. Access SSADETL (Schedule Detail) Used to 

attach CRN co-req sections  

Ä Access SCADETL  

Ä Enter the Subject Code and Course number for the first course you want to connect.  Enter the term. 
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Ä Perform Next Block 

Ä Under Corequisite Course section, enter the Subject Code and Course Number for the course that you want to join. 

Ä Click Save icon. 

Ä Perform Rollback. 

Ä Repeat above steps for all additional courses to be connected. 

 

Ä Access SSADETL 

Ä Enter CRN for one of the sections in the CRN field. 

Ä Perform Next Block function twice. 

Ä Enter CRN(s) for the co-requisites courses in the CRN column. 

Ä Click Save icon. 

Ä 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. 

Ä Access SCADETL  

Ä Enter the Subject Code and Course number for the first course you connected.  Enter the term. 

Ä Perform Next Block 

Ä Under Corequisite Course section record remove the Subject Code and Course Number for the course that you do not want 

other sections to connect.. 

Ä Click Save icon. 

Ä Perform Rollback. 

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

 

CROSS LISTING SECTIONS   

Cross L isting is used when you have two courses with the same content but different subject and course numbers 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 content is the same and it 

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 enrollment for 

both courses hits the max. 

 

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

Ä Access SSAXLST (Schedule Cross List Definition). 

Ä Enter cross list identifier in the Cross List Group Identifier  field (two-digit code). 

Ä Perform Next Block function. 

Ä Enter maximum enrollment number in the Maximum Enrollment  field (max number should include enrollment for all 

courses cross list). 

Ä Perform Next Block function. 

Ä Enter the CRN numbers for the courses you are cross listing in the CRN column. 

Ä Click Save icon. 

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 to be registered in same CRNôs. 

 allow you to connect the multiple CRNôs together so that one action can register all the students in the CRNôs 

simultaneously.   

 

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

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

Ä Submit a Change Management Form to Amber Gazave to request that she build the block code on  STVBLCK (Block Code 

Validation) 

Ä Access SSABLCK (Block Schedule Control Form) 

Ä Enter the term in the Term field. 

Ä Enter block code in the Block field (hit drop down arrow to search codes if needed). 

Ä Perform Next Block function. 

Ä Enter the appropriate CRN numbers in the CRN field. 

Ä Click Save icon. 
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TERM ROLL PROCESS 

Ä Access SOATERM (Term Control) 

Ä Enter term in the Term field. 

Ä Perform Next Block function. 

Ä Schedule Block CRN ï Course Registration Number - will populate automatically 

 Fall CRN begins with 1 

 Spring CRN begins with 2 

 Summer CRN begins with 3 

Ä Perform Next Block function. 

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

Ä Access SSRROLL (Term Roll Process) 

Ä Perform Next Block function. 

Ä Printer = database 

Ä Perform Next Block function. 

Ä 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 Enter A (audit) or U (update). 

05: Roll Meeting Time Enter Y to roll section meeting times, otherwise enter N. 

06: Roll Instructors Enter Y to roll section instructors, otherwise enter N. 

07: Roll CRNs N 

08: Roll Links Enter Y to roll section links, otherwise enter N. 

09: Roll Corequisites Enter Y to roll section corequisites, otherwise enter N. 

10: Roll Fees Enter Y to roll from sections, C to roll from Catalog, otherwise enter N. 

11: Roll Degree Attributes Enter Y to roll from sections, C to roll from Catalog, otherwise enter N. 

12: Roll Text Enter Y to roll from sections, C to roll from Catalog, otherwise enter N. 

13: Roll Class Restrictions Enter Y to roll from sections, C to roll from Catalog, otherwise enter N. 

14: Roll College Restrictions Enter Y to roll from sections, C to roll from Catalog, otherwise enter N. 

15: Roll Field of Study Restrictions Enter Y to roll from sections, C to roll from Catalog, otherwise enter N. 

16: Roll Level Restrictions  Enter Y to roll from sections, C to roll from Catalog, otherwise enter N. 

17. Roll Reserved Seats Enter Y to roll reserved seats, otherwise enter N. 

18. Roll Cross List Data Enter Y to roll cross list data, otherwise enter N. 

19. Roll Campus Restrictions Enter Y to roll from sections, C to roll from Catalog, otherwise enter N. 

20: Roll Contract Restrictions Enter Y to roll contract information, otherwise enter N. 

21: Roll Schedule Override Info Enter Y to roll schedule override information, otherwise enter N. 
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22: Roll Test Restricts and Pre-reqs Enter Y to roll from sections, C to roll from Catalog, otherwise enter N. 

23: Roll Schedule Evaluation Enter Y to roll schedule evaluation, otherwise enter N. 

24: Roll Block Schedule Codes Enter Y to roll block schedule codes, otherwise enter N. 

25: Roll CAPP Area Pre-requisites Enter Y to roll from sections, C to roll from Catalog, otherwise enter N. 

26: Roll Degree Restrictions Enter Y to roll from sections, C to roll from Catalog, otherwise enter N. 

27: Roll Program Restrictions Enter Y to roll from sections, C to roll from Catalog, otherwise enter N. 

28: Roll Gradable Components Enter Y to roll gradable components, otherwise enter N. 

29: Roll Partition Codes Enter Y to roll from sections, C to roll from Catalog, otherwise enter N. 

30: Roll Room Attributes Enter Y to roll from sections, C to roll from Catalog, otherwise enter N. 

31: Roll CRN Scheduler Status 

Code 

Enter Y to roll CRN scheduler status, otherwise enter N. 

32: Roll Meeting Time Part 

Preferences 

Enter Y to roll Meeting Time Partition Preferences, otherwise enter N. 

33: Roll Meeting Time Room 

Attributes 

Enter Y to roll Meeting Time Room Attributes, otherwise enter N. 

34: Roll Sub-Components Enter Y to roll Gradable Sub-Components, otherwise enter N. 

35: Roll Section Syllabus Enter Y to roll from sections, C to roll from Catalog, otherwise enter N. 

36: Create Section Rules Enter Y to roll existing rules, otherwise enter N. 

37: Roll Student Web Controls Enter Y to roll Student Self Service Controls, otherwise enter N. 

38: Roll Faulty Web Controls Enter Y to roll Faculty Self Service Controls, otherwise enter N. 

39: Roll Labor Distribution Enter Y to roll FOAPAL for sections, otherwise enter N. 

40: Roll Department Restrictions Enter Y to roll from sections, C to roll from Catalog, otherwise enter N. 

41: Roll Student Attribute 

Restrictions 

Enter Y to roll from sections, C to roll from Catalog, otherwise enter N. 

42: Roll Cohort Restrictions Enter Y to roll from sections, C to roll from Catalog, otherwise enter N. 

Ä Perform Next Block function. 

Ä Save the parameter set, if desired. 

Ä Click Save icon. 

Ä Click Options. 

Ä Click Review Outputs. 

Ä Hit arrow next to file name 

Ä Double click on ñlisò file. 

Ä To view output file in excel 

Ä Click Options. 

Ä Click Save icon. 

Ä Click Save file ï it will show you were it is saving it 

Ä Click OK  

Ä Click Close. 

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

2 WAYS TO REGISTER STUDENTS 
Ä SSB: Self Service Banner ï Student register him/herself 

Ä INB: Internet Native Banner 

Ä 3 options 

 Manual 

 Block Scheduling 

 Registration Mass Entry 

STUDENT REGISTERED THEMSELVES ON SSB 
Ä Log into SSB 

Ä Click Banner Student Login on the home page. 

Ä Click Enter Secure Area. 

Ä Enter User ID 

Ä Enter  your password 

Ä Select the college in which you want to register at in the Self Service Block (lower right corner) 

Ä Click Student  

Ä Click Registration 

Ä Choose one of the following: Look-Up Classes or Add/Drop/Withdraw Classes (you can only use this link to register if you 

know the CRN) 

Ä Depending on the link you chose do the following: 

Ä Look-Up Classes 

 Select a Term 

 Select Submit 

 Select a subject 

 Select Course Search, if you want to do an advanced search select advance search 

Ä Add/Drop, or Withdraw Classes (you can only use this link to register if you know the CRN) 

 Select a Term 

 Select Submit 

 Enter CRN(s) 

 Select Submit Changes 

Ä Click Submit Changes 
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REGISTERING STUDENTS IN INB  

Ä Access SFAREGS 

Ä Enter Term in Term field. 

Ä Enter Student ID or search by name 

Ä Two ways to search 

 last name, first name; hit enter 

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

Ä Perform Next Block function. 

Ä Check status should state EL. 

Ä Max hours should be set up at 18 (or max hours that your college approves) 

Ä Perform Next Block function. 

Ä Hit arrow above subject. 

Ä Enter subject and course number 

Ä Hit F8, select section 

Ä Double click the section you need 

Ä Click Save icon.  

Ä Click Save icon again for fees. 

Ä Click Save icon again if you want to copy 

Ä Click Roll Back icon. 
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BLOCK REGISTERING USING INB 
Ä Access SGASTDN (General Student Form) 

Ä Enter student ID in the ID  field. 

Ä Enter term in the Term field. 

Ä Perform Next Block function. 

Ä Click in the Block field of the Additional Information area. 

Ä Enter the block code in the Block field. 

Ä Click Save icon. 

Ä Click Return button. 

Ä Access SFAREGS 

Ä Enter term in Term field. 

Ä Enter student by ID or name search. 

Ä Perform Next Block function. 

Ä Check status should state EL,  

Ä max hours should be set up at 18;  

Ä Click Student Term tab 

Ä Hit drop down arrow next to Block Schedule field.  Locate block 

schedule name and double click.  

 

Ä Click Save icon. 

Ä Click Registration Tab 

Ä Perform Roll Back function. 

 
Ä Perform Next Block function. 

Ä Select Process Block. 

Ä Click Save icon. 
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MASS REGISTRATION 

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

Ä add a course,  

Ä drop a course,  

Ä add and drop a course at the same time,  

Ä drop all courses,  

Ä block scheduling, 

Ä drop studentôs from canceled course, the DD and record remove studentôs from course 

 

THE FOLLOWING SCENARIOS ARE HANDLED BY SFAMREG: 

Ä Moving students from one CRN to another CRN 

Ä Performing a mass add of students into a CRN 

Ä Performing a mass drop of students from a CRN 

Ä Performing initial registration for students based on their block code assignment 

Ä Performing initial registration for students with a particular attribute into a specific course, such as registering all new 

freshmen for an orientation class. 

Ä Registering studentôs from a pop sel 

 

BLOCK SCHEDULING USING REGISTRATION MASS ENTRY (INB) 

2 Steps: 

 1st Step ï Enter Block Code for the students  

 2nd Step ï Register using Registration Mass Entry 

 

Ä Access SGASTDN (General Student Form) 

Ä Enter the studentôs ID in the ID  field or search by name 

Ä Enter term in the Term field 

Ä Perform Next Block 

Ä Click in the Block field of the Additional Information area. 

Ä Enter the block code in the Block field. 

Ä Click Save icon. 

Ä Click Rollback function to access another student or click Exit  icon. 
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Ä Access SFAMREG  (Registration Mass Entry) 

Ä Search Tab 

Ä Enter search term  

Ä Enter block code. 

Ä Update Tab 

Ä Block Processing Block:  

 Enter RE in Registration Status field. 

 Click Mass Process Block. 

Ä Error Checking Tab 

Ä Allows you to change student and section registration error checking option for the group being processed. 

Ä Result Tab 

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

Ä You can select, deselect, remove, or add 

Ä Once your list is correct click submit (last block )and enter 

Ä Last column ï message will appear her saying if job was successful. 
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REGISTRATION MASS ENTRY ï GENERAL GUIDELINES 

Note: Use the Tab key to navigate through this form. 

Ä Access SFAMREG (Registration Mass Entry Form). 

Ä Enter Term in the Registration Term field. 

Ä Registration Date defaults to the system date, but you can change it. 

Ä Press the Tab key to navigate the search criteria and move to the next block. 

 

This form has four tabs: 

1. Search Tab 

2. Update Tab 

3. Error Checking Tab 

4. Results Tab 

 

Search Tab ï used to select criteria 

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

CRN 

Registration Status 

Grade Mode 

Block 

Class 

Student Attribute 

Cohort 

Campus 

College 

Degree 

Program 

Field of Study Type 

Field of Study Code 

Department 

Curricula

Ä Press the Tab key to navigate to Population Selection if applicable.  

Ä Perform Next Block 

 

Update Tab ï used to identify the changes 

Ä Block Processing Block (mass register students into block schedule) 

o Hit down arrow next to Registration Status field and select the correct code. 

o Click Mass Process Block field. 

Ä Registration Course Add Values Block (Used to add a course) 

o Enter CRN in the CRN field. 

Ä Registration Course Drop Values (used to drop a course) 

o Enter CRN in the CRN field. 

Note: you can use the Add Values Block and the Drop Values Block to add and drop a class at the same time. 
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Error Checking  Tab 

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

processed. 

Ä To override click appropriate radio button 

 

Results Tab 

Ä List students found in the search. 

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

boxes. 

Ä Records can be added by typing in the student Banner ID. 

Ä Records can be deleted by highlighting the student and perform Remove Record function. 

Ä Select Submit and click Save icon to process immediately or select Hold for Job Submission and click Save icon to 

process later.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 






































































































































































































































































































































































