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Banner Term Codes

(Y stands for Year and T stands for Term)

Format: YYYYTT
(ex: 201110 is 2011 Spring)

Part of Term
-10 = Spring (1= full term)
(SUP = supplemental term)

* 50 = Summer 1 (1 = full term)
(S1=first term)
(S2= second term)

- 80 = Fall (1= full term)
(SUP = supplemental term)



Special Section Number Designations

For Fall and Spring courses

* “0” as a first digit = Lecture courses

* “1” as a first digit = Lab courses

* “3” as a first digit = Courses taught at the Appalachian
Center for Crafts

* “5” as a first digit = Lectures taught completely online

* “5” as a second digit = Labs taught completely online

* “6” as a first digit = Distance Education Lectures

 “7” as a first digit = Distance Education Labs

* “8” as a first digit = Honors sections

For Summer courses
First digits are the same as Fall and Spring

* “2” as a second digit = First term courses
* “4” as a second digit = Second term courses



Go to SSASECT.

Type in the term (201010 for 2010 spring, for example), type ADD in the CRN block and
click “next block.”

Type in the Subject and Course Number and hit tab — the title will “pop in” - tab again,
and type in the section number. If you enter a section number that already exists, you
will not be able to move past this field.

Tab between the fields, and type in as you go:
Campus: 50M
Status: A
Schedule Type: Depends on the class. You can assume it’s LEC, since that’s
what most of them are. Ifit’s not, you’ll get an error message, and you can use
the drop-down box to find out what it is. Ifit’s a lecture/lab, see below. If it’s
variable credit hours, see below.
Instructional Method: Will “pop in” when you tab. You can change the
Instructional Method if you need to. If you know it will be completely online,
type in WEB. If you know the section will have an online component, type in
HYB.
Integration Partner: If a class is being taught completely online, type MO1 here,
or, if it’s partially online, type MO2. Remember to add the footnotes on
SSATEXT. For MO1 sections, add “Online web course, www.tntech.edu/ilearn.”
For MO2 sections, add “This section contains an online component.”
ALSO: If a section is completely online, the building is WEB and the room is
ONLINE.
Special Approval: DP if the department wants to limit enrollment to students
with departmental permit
Part of Term: 1 most of the time. Unless it’s summer, in which case, see ‘Part of
Term’ page above.
Credit Hours: You don’t have to do anything with this unless the class is a
lecture/lab or a variable credit hour. Instructions for those are below.



http://www.tntech.edu/ilearn

Oracle Developer Forms Runtime - Web: Open > SSASECT

Eile Edit Opfions Block ltem Record Query Tools Help

BOE BABEE 9o @

T 7.4.01 (PRODY oo

Term: [201010 [+

CRN:  [toooz  [¥

BEIEY BB Gm 2@ @X

Section Details

Subject:

Course Number:
Section:

Cross List:

Campus:

Status:

Schedule Type:
Instructional Method:

Grade Mode:
Session:

Special Approval:
Duration:

Part of Term:

Registration Dates:
Start Dates:

Mazimum Extensions:

[ILong Title

1

Record: 111 |

Integration Partner:

Subject press CQH for existing courses, DupRec for credit information

[=]DSPM Develapmental Stu Math

0800 E Title:  |[Elementary Algebra
w [=7]

L=

SOM EITennesseeTech Univ, ain

o [*]actve

LEC EI Lecture

COM Eonnvemmnal Methadology

&

st

4]
] [esenzoe [E foarrzote [E [ 15
First Last

@ | E B
1 =

I

.

[ Comments [ Syllabus:

N | | <0gC>

CEU Indlicator: W

Credit Hours: [ e
—

Billing Hours: I

Contact Hours: [ soo [

Lecture: | aoon [
—

Lab: | (]

Other: | ’_ ‘

Link Identifier: [ ]

Attendance Method: [7]

Weekly Contact Hours:

Daily Contact Hours:

[ Print | Voice Response and Self-Service Available

[ Gradable [ CAPP Areas for Prerequisites

[ Tuition and Fee Waiver




Oracle Developer Forms Runtime - Web: Open > SSASECT

G co

<7 Course Section Infarmation
ion Enrallment Info

EEX]

Options

Block Itern Record Query Tools Help

TEYEEEEEIEEEEE

Scheduled Megting Tirmes
Assigned Instructors
Term: ; . F
Course Section Detail [SEADETL]
m— Saction Partition Preferences

Secti¢ Section Room Attribute Preferences
Course Section Restrictions [SSARRES]

Subject Course Pre-requisites [33APREQ] tal Stu Math CEU Indicator: |N—
Course Course Section Comments [SSATEXT] ertary Agebra Credit Hours: [ s [
Sectior 1053 List Definitions [SSAXLET] ,7

Schedule Exclusion Rules [SSAEXTL]

Cross L o e ateeL Billing Hours: I

Camnu. - irse Sction Overides [SSAOVRR) . Main

Status: gacic Course Informalion [SCACRSE] Coptocthions: | oo [

Schedv gock Section Controls [SSABLCK]

Instruc’ Term Control Rules [SOATERM) dology Lecture: | 3000 ’_ ‘

Inte Section Syllabus Farm [SSASYLE] li

Grade ! 2pen Learing Section Default Rules [SOACRUL] Lah: | ’_ ‘

Session S2CtON Pmceasmg‘Ru\es [SSARULE] ,7

Special Approval: ’_E Other: | ’_ ‘

Duration: EI

Part of Term: b 7] fevenzon [E poerrzon [E [ 15 Link Identifier: [ ]

First Last Attendance Method: [ =

Registration Dates: ‘ [_ | [_ B Weekly Contact Hours: ’—

Start Dates: \ = E Daily Contact Hours:

Maximum Extensions: o [ Print | Voice Response and Self-Service Available

[+ Gradable [+ CAPP Areas for Prerequisites -

[ILong Title [ Comments [ Syllabus: [ Tuition and Fee Waiver -
e e e e e e e N D e e [
Subject press CQH for existing courses, DupRec for credit information | J
Record: 1/1 [ N | | <08C=

Under “Options” choose Section Enrollment Info. Type in the number and click
“save.” That will assign the CRN to the course, and take you back to SSASECT.

Click next block (twice) to go to the next page. (If you’ve put an enrollment number in,
you’ll need to click next block twice. If you haven’t, you won’t. That’s just one of those
things that you have to figure out as you go along.
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If your department offers Honors Sections, you will need to type the word “Honors” in
the title so that it will print on the student’s transcript. Under “Options” choose Section
Syllabus Form (SSASYLB). “Next Block” to Section Long Title, type “Honors” and
then the title of the class. So, for example, ASTR 1020, Intro to Modern Astronomy 11
would be changed to Honors Intro to Modern Astronomy 1.
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Meeting times: Tab twice to get to the days boxes. NOTE: Even if you are going to
leave the days and times blank, you still have to tab twice here, or the course will not
show up on Eagle Online. Click the days you want, tab to “Start Time,” and enter the
times, in military time. Type in the Building and Room, and click “save.” If you get an
error message, and can’t “next block™ to the next page, it means there is a time conflict
with the room. If the conflict is okay, type an “O” in the “Override Indicator” box. Click
“next block”.

Military Time Chart

12:00 am 0000 12:00 pm 1200
1:00 am 0100 1:00 pm 1300
2:00 am 0200 2:00 pm 1400
3:00 am 0300 3:00 pm 1500
4:00 am 0400 4:00 pm 1600
5:00 am 0500 5:00 pm 1700
6:00 am 0600 6:00 pm 1800
7:00 am 0700 7:00 pm 1900
8:00 am 0800 8:00 pm 2000
9:00 am 0900 9:00 pm 2100
10:00 am 1000 10:00 pm 2200

11:00 am 1100 11:00 pm 2300
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Instructor: Tab to “ID” and type in the instructor’s T#. If you don’t know it, tab to the
next field, and type in the name, last name first — comma, and as much of the first name
as you want to, followed by a % sign. Hit “tab” and either the instructor’s name and T#
will “pop in” or a search screen will pop up. Click in the drop-down box, click on the
instructor, and his name and T# will “pop in.”

Banner does not allow multiple instructors. Whoever is going to assign the grades at the
end of the semester is who the instructor needs to be. If more than one instructor will
assign grades, you’ll need to create more than one section.

BE CAREFUL. If an instructor has a conflict with another section, an error message will
come up in tiny letters at the bottom left of the tiny screen, but if you don’t see it, the
system won’t stop you from rolling out of that form, and leaving the instructor field
blank. If you see the conflict, type “O” in the Override Indicator. This happens most
often with 4000/5000 level courses.

Save, Roll Back, and start all over again.



LECTURE/LAB SECTIONS:
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If it’s a lecture

Type LEC in “Schedule Type” field on SSASECT.

Fill in the fields under

Credit Hours: Type in the number of credit hours

Billing Hours: Same thing
Contact Hours: Leave Blank
Lecture: Fill in the number.
Lab: Leave Blank

Link Identifier: Al
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Under “Options” choose SSADETL.
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“Next block” to “Section Links,” and type in L1. This links the lecture to the lab.

If you want to make sure that Lecture section 001 goes with Lab section 101, and 002
goes with 102, etc., designate section 002 as A2, and under “Section Links” link it to L2,
and so on. If any lab section can be taken with any lecture section, designate all lectures
Aland all Labs L1. Click the black “X” at the end of the toolbar, which will take you
back to SSASECT.



Ifit’s a lab
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Type LAB in “Schedule Type” field on SSASECT.

Fill in the fields under

Credit Hours: Typein0

Billing Hours: Same thing

Contact Hours: Leave Blank

Lecture: Leave Blank

Lab: Type in the number

Link Identifier: L1 AND “unclick” the “Gradable” box. This last part is very
important.

Click on “Options” and choose SSADETL. “Next block” to “Section Links” and type in
Al. This links the lab to the lecture.
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VARIABLE CREDIT HOURS

Fill in the fields under

Credit Hours: Whatever the department wants. This is what “fixes” the hours

Billing Hours: Same thing

Contact Hours: Leave Blank

Lecture: Leave Blank

Lab: Leave Blank

Other: Type in the same number that is in Credit Hours. Variable credit hour courses
can be lectures or labs, but they’re usually Independent Study (IND). Whatever the
Schedule Type is, that’s where the class hours need to be typed in.
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After you enter the instructor, go to Options, and choose SIAASGN.
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“Next block” and, using the down arrow, find the CRN you just entered. Click in the
“Override Workload” field and type in the number of hours you assigned to the section.
Click Save, and click the black X to leave that form.



A couple of other things

Oracle Developer Forms Runtime - Web: Open > SSASECT

m;lmh:m:;: Block Itern Record Query Tools Help

Course Section Information
Section Enrollment Info

Scheduled Meeting Times
Assigned Instruciors
Term: (:)Uurgse Section Detail [SSADETY [T
m— Section Padition Preferences
Sectit Section Room Aftribute Preferences
Course Section Restrictions [SSARRES]
Subjec! Course Pre-requisites [SSAPREG] CEU Indicator: |N—
Course Course Section Commants [SSATEXT] pendent Study Credit Hours: [ 100 [ro | 3000
Sectior =108 List Definitions [SSAXLST] ’W
Crossl iz:ﬁgslz:i:;:iro[;::ii:i[liaAEXCL] Billing Hours: | 1.000 E | 3.000
Eam éuurse Section Overrides [S5A0VRR] [+ Main 1000
SalS: Basic Course Information [SCACRSE] COactHougs: | oo 7o | 3.000
Schedv giock Section Cantrals [SSABLCK] [ rom
Instruc Term Control Rules [SOATERM] Lecture: [ [ ]
Grade | 2nen Learning Section Default Rules [S0A0RUL] Lah: | ’_ ‘
Sessiol Section Pmcessianu\es [SEARLULE] ,7
Special Approval: R Other: [ 1o o | 3000
Duration: ’7 ,7 EI ,ﬁ
Part of Term: i 7] prevsaos [E froecom [E [ 15 Link Identifier: [ ]
First Last Attendance Method: [ =
Registration Dates: ‘ = | = E Weekly Contact Hours: l—
Start Dates: ‘ [_ | [_ Daily Contact Hours: ,7
Maximum Extensions: ’—D [+ Print [¥"Voice Response and Self-Service Available
v Gradable [ CAPP Areas for Prerequisites |
[TLong Title [ Comments [ syllabus [ Tuition and Fee Waiver -
ar———— e e R S S S e B D n B B 6 B I3
Subject; press CQH for existing courses, DupRec for credit infarmation | J
Record: 11 | 1 . | Listofvalu.. | | <o5C=

If a course has an Extended Subtitle — like some Special Topics Courses — click on
“Options” again and choose SSASYLB. Click “next block”, type in the “Section Long
Title”, click “save” and then click on the black “x” to take you back to SSASECT. This
title will appear on the student’s transcript.



Section Long Title
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To add a footnote:
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In SSASECT under “Options” choose SSATEXT
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Type anything you want in Section Long Text. You don’t want to type it in Section
Text because it doesn’t wrap the text — you have to hard return at the end of every line.
This is where you type the footnotes for MO1 sections (Online web course,
www.tntech.edu/ilearn.) and MO?2 sections (this section involves an online component.)
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