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CLASS SCHEDULES

Banner 7.2
Scheduling a Course Section 

Basic Course Information

BANNER FORM:
SSASECT

	STEP
	ACTION

	1.
	Access SSASECT  (Course Schedule Information Form)

Enter term date:  
· 200608  (Fall 2005)  OR 

· 200701 (Winter 2006) OR

· 200704 (Summer 2006)
Enter ADD in course reference number field

Perform Next Block Function (Next block icon from tool bar; Block Next from Menu Bar OR Ctrl PgDn)

	2.
	Enter a section number 

Add an alpha digit to the beginning of the section number (for use in reporting) as follows:  

A:  School of Access & Literacy

B:  School  of Business & Media Arts

D:  Distance Education

E:  Centre for Continuing Education

F:  ACE

G: Geraldton

H: School of Health and Community Services

K: Kenora

M: Marathon

N: Negahneewin

P: Apprenticeship

S: Sioux Lookout

R: Dryden

If you require additional prefixes, contact Lynn Dyll at 475-6212.  

	3.
	Enter Cross List if applicable

(e.g. Different courses/sections, scheduled in the same room at the same time AND taught by the same instructor)

	4.
	Enter Campus, Status, Schedule Type, Session, as appropriate.

Double click in field OR F9 for a list of values.  

Note:  Leave Grade Mode blank (system will default to catalogue information)

	5.
	DATES:  Duration or Part/Term 
Duration is used for Open Learning courses where learners can register for a class based on a start and end date rather than a term (mostly in CE or Region). 


	6.
	Open Learning Courses:

Enter applicable duration (months / weeks / semester).

AND

Registration period (earliest and latest registrants can register)

AND

Start date (earliest and latest course can start)

AND

Number of allowable extensions.



	7.
	Traditional Courses:

Enter applicable part of term (double click or F9 for a list of values)

Dates and length will default but can be manually adjusted.  Note:  If start and end dates are adjusted here – they will default into Meeting Times Block.

	8.
	Gradable Indicator:  Y/N indicator (are grades recorded on completion of the course)

	9.
	Tuition and Fee Waiver: Select only if you are not charging fees or if you are entering a flat fee for the course in SSADETL

	10.
	SAVE

Course Reference Number Assigned
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