1. Make sure you are
a. Semester

Academic Innovation Section

aware of the following information:

Subject Code
Course Number
Schedule Type
Part of Term

-0 a0 o

Session
g. Max Enrollment
2. Loginto Banner.

3. Type SSASECT into the Go To... field. Press Enter.
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Go To... SSASECT [T Welcome, Azadeh Ansari.
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4. Enter the appropriate term. Enter ‘ADD’ for the CRN.
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Course Section Information Section Enrollment Information

Term 20701 Jr| CRN: Create CRN: [§| Copy CRN: (& Subject:

Meeting Times and Instructor:

Course:

Section Preferences

5. Select the Next Block button.
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Subject: CEU Indicator:
Course Number: F Title: Credit Hours:
Section: -

Cross List: [ =] Billing Hours:
Campus: ~l
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Title:

' None

® None
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6. Enterthe following information into the Banner Section Details tab for the Section Addition Form:
a. Subject: enter the subject code (ex. ENGL)

b. Course: enter the course number (ex. 101)

e |f the course number indicated a flexible title courses (Advanced Topics, Directed

Studies, Honors, Seminar, Special Topics, Workshop, etc) you must contact

Registrar Office with the semester, subject code, course number, and requested

title — They will supply you with the complete course number.



7. Tab over or press enter. Check that the course title that appears in Banner is correct. DO NOT
manipulate the title.

8. If the course title does not match, adhere to the following directions:

a. Ifthetitle thatappearsin Banneris Special Topics, Advanced Topics, Workshop, etc. then
the course number will also need to have an alpha character assigned to it. Follow the
steps above regarding flexible title courses. Also make sure that the title is not generic
in Banner (ei. just “Special Topics”).

b. If the title does not match what you are expecting, there may be another issue. Please
contact Facilities Planning and Scheduling about this.

9. The section number for Academic Innovation courses is used to indicate the location of the
course. Look at previous course offerings and double check with Tammy Bishoff in Academic
Innovation for the correct section number if you do not know. Section numbers are assigned on a
“one-up” basis. Start with 7D1 and continue increasing the number by one until the system
accepts the new section number.

10. Skip the Cross List field and contact Facilities Planning and Scheduling office if you need the
section cross-listed.

11. Enter ‘CWA’ in the campus field.

12. Enter ‘A’ in the Status field.

13. Enter one of the following in the Schedule Type box:

L —lecture

G — graded laboratory

W — web-based

B — laboratory (must be linked to existing L), have zero billing hours, grade mode set at 4,

and Gradable box unchecked.

R — recitation (must be linked to existing L) , have zero billing hours, grade mode set at 4, and

Gradable box unchecked.

14. Enter ‘WEBOC’ in the instructional Method for Academic Innovation courses.

15. Leave Integration Partner field blank.

16. Only enter information into the Grade Mode field if:

a. Courseisto be graded Pass/Fail. This is only valid for courses numbered 499 or less. Enter
‘3" into this field.

b. Course has a schedule type of B or R. Enter ‘4’ into this field.

The department may request a specific grading mode. Perform a List of Values for valid
codes.

17. Enter the appropriate session code which indicates specific details about delivery of the course.
Optionsare 1,5, 6, or 7.

o |f the session code is either ‘1’ or ‘6’ or ‘7’ you must also provide a delivery
method to Facilities Planning and Scheduling.

18. Enter ‘DA’ in the Special Approval field in the department wants to have control over which
students may enroll in the course.
All Honors sections must have ‘DA’ in the Special Approval field.
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Term: [201708 F Create CRN: (& Copy CRN: (¢ Subject: CHPR  Course: 695 Title: Independent Study

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

Subject: WE Community Health Promotion CEU Indicator: [~
Course Number: GQG—B Title:  |independent Study Credit Hours: [ v None #®To COr ’m
Section: CQ
Cross List: =] Biling Hours: | 1000 CNone ®To “Or [ eoon
Campus: CWA EWVU Campus Course ,7
Status: FEACHVE Contact Hours: ,7 ®None ©To ©Or ,7
Schedule Type: L “v]Lecture ]
Instructional Melhod:<WEEOC EWeb Off Campus Lecture: [ ®None “To COr ,7
Integration Partner: ,7
Grade Mode: TENormaI Grading Mode: Lab: | ®Nome “To CoOr ,7
Session: 7 [ 75-99% Non-Traditional Divry ]
Special Approval: ;;‘Depar‘tmem Approval Other: [ ®Nomne ~To CoOr ,7
Duration: | ’—EI ]
Override Duration: 0 Link Identifier: [
Part of Term: ’_3 ‘ [_ | [_ ’_ Attendance Method: FB
First Last Weekly Contact Hours:
Registration Dates: @ = @ Daily Contact Hours:
Start Dates: @ = [ Print ¥ Voice Response and Self-Service Available
Maximum Extensions: 0 ¥ Gradable [~ Tuition and Fee Waiver
Prerequisite Check Method: ® Basic or None O CAPP © DegreeWorks HLong Title W Comments O Syliabus
Duration units: The number of units assigned to this section. | J
Record: 11 | 1 | | | <osc>

19. Leave the Duration field blank.
20. Enter the part of term information.
a. Courses marked as ‘Full Term’ are to be assigned a code of ‘1’. Refer to the full list of
codes and Part of Term table (http://facilitiesscheduling.wvu.edu/reference-

information) for the specific semester.
b. If the start and end dates do not match any of the preset part of term dates, then:
e You must select a part of term that your course dates fit into. Per the registrar,
the class must meet on the first day of the POT and then can meet as planned.


http://facilitiesscheduling.wvu.edu/reference-information
http://facilitiesscheduling.wvu.edu/reference-information
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Term: |201703 F CRN: |ADD F Create CRN: [r&_ Copy CRN: [ré'p_ Subject: CHFR Course: 695 Title: Independent Study

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

Subject: WE Community Health Promotion CEU Indicator: [~

Course Number: SQS—B Title:  |independent Study Credit Hours: ]ﬁ “None ®To ©Or ’m

Section: ,FE ’7|

Cross List: 73 Biling Hours: | 1000 “None ®To “Or ,m

Campus: CWA ZI WVU Campus Course

Status: A_EAc‘live ContactHours: |  ®Nome ©To ©Or ’7

Schedule Type: L ZI Lecture ]

Instructional Method: WEBOC EWeb Off Campus Lecture: | @None CTo ©Or ’7

Integration Partner: E‘ ]

Grade Mode: E_ENormaI Grading Mode Lab: [ @None “To COr ’7

Session: [ =75 - 99% Non-Traditional Divry [

Special Approval: ,KBDepanmem Approval Other: ’7 @None ©To ©“Or ’7
’7

Duration: E‘
Override Duration: O / Link Identifier: [
[‘_- 13-DEC-2017

Part of Term: @ ‘WS—OCT-QD‘IT E) l_s Attendance Method: ,7@

First Last Weekly Contact Hours:
Registration Dates: | f ‘ = E Daily Contact Hours:
Start Dates: f ‘ = ¥ Print ¥ Voice Response and Self-Service Available
Maximum Extensions: 0 ¥ Gradable [/ Tuition and Fee Waiver
Prerequisite Check Method: ® Basic or None O CAPP © DegreeWorks ElLong Thie ¥ Comments O Syllabus
Section credit hours or CEUs. |
Record: 1/1 | | | | | <0sC>

21. Leave the CEU Indicator field as is.
22. There are two types of credit hours:
a. Set (Fixed) hours: The hours appear only in the first block with no from/to indicator.
These hours will default from the catalog.

[E=N Eol =

2@ 01X

{N:W Subject: ECON Course: 202 Title: Principles of Macroeconomics

1es and Instructor Section Preferences

CEU Indicator: [

‘onomics Credit Hours: None ©To ©COr

’7
Billing Hours: 000 “None ©To ®Or 3.000
’7

b. Variable hours: The hours appear in both blocks with a form/to indicator. Departments
will often request that the variable hour range be changed at the section level, this
cannot be done. All sections must have the same hour range as listed in the course
catalog.
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Courses with a schedule type of ‘B’ or ‘R’ must have credit hours set to ‘0’.

uery Tooks telp

- cRM: oo

- Create CRN: [

Copy CRM: (5 Sublect: CHPR  Course: 635 Tile: Independent Siudy.

Secson Enralment information  Meeting Times and Insirucior ‘Sectlan Preferences.

[ Copy CRN: [0 Subject: CHPR  Course: 895 Title: Independent Study

R+ | Commanity Heath Pramasicn CEU indicator:

RIS se——— Credit Hours: o0

wion _ Meeting Times and Instructor ‘Section Preferences
O ———————

st Promotion CEU Indicator:
o o ndapandart Sty Credit Hours: o0 None Ta ©Or 000

Billing Hours: None *Ta ~Or |

ggg

Contact Hours: = None o or

]
O O A A |

Registralion Dates:

Maximusn Exlensions:

23.

24.

25.

26.

27.

28.

In most cases, the Billing Hours field will be the same as the Credit Hours field. The only exception
to this is a course that is tuition waived. Tuition waived courses will have bill hours set to ‘0’ and
have the Tuition and Fee box checked. Be careful: If a course has been offered as tuition waived,
but this particular section is not tuition waived, you will need to fix the bill hours so they are the
same as the credit hours.
The Contact Hours, Lecture, Lab, and other fields may default from the catalog. Do not change
the number entered in this field. It will normally be blank.
The Link Identifier field need only be filled out if it is necessary to link a lecture to a laboratory or
recitation. Please contact Facilities Planning and Scheduling if you need to link the courses you
add.
The Attendance Method field is used to track courses that are to be reserved for Freshman
Orientation and identify courses that the departments have added, but have asked Facilities
Planning and Scheduling to hold until other sections have filled. Enter the following codes based
on information received from the departments:

c. HC: hidden course
If the courses is not supposed to be advertised by Academic Innovation, uncheck the Print box
(red arrow).
If you uncheck the Print box, the Voice Response and Self Service Available (blue arrow) box also
needs to be unchecked.
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Term: WF CRN: ’FF Create CRN: "@_ Copy CRN: "@_ Subject: CHPR Course: 695 Title: Independent Study
Course Section Information Section Enrollment Information ~ Meeting Times and Instructor Section Preferences
Subject: WE Community Health Promotion CEU Indicator: [~
Course Number: GQG—EI Title: | Independent Study Credit Hours: m “'None ®To COr ’m
Section: WH ,W
Cross List: 73 Biling Hours: | 1000 CNome ®To CoOr ’W
Campus: CWA ZI WVU Campus Course [ 3000
Status: A_EActive ContactHours: |  ®Nome ©To COr ,7
Schedule Type: L ZI Lecture 7\
Instructional Method: WEBOC EWeb Off Campus Lecture: | ®Nomne ©To cOr ,7
Integration Partner: E ]
Grade Mode: Z_ENorma\ Grading Mode Lab: [ ®Nome “To COr ,7
Session: 7 [=75- 99% Non-Traditional Divry [
Special Approval: HBDepanmenl Approval Other: ,7 ®None ©To ©“Or ,7
Duration: B
Override Duration: 0 Link Identifier: [
Part of Term: ’3_3 |1u—om—2ms [_ ‘DS—DEC—QD‘IG [_ ’_a Attendance Method: FB
First Last ‘Weekly Contact Hours:
Registration Dates: ‘ F | = E \ Daily Contact Hours: !C
Start Dates: F | m@| ( Print ) C’V Voice Response and Self-Service Available
Maximum Extensions: ’70 ¥ Gradable G Tuition and Fee Waiver )‘_
Prerequisite Check Method: ® Basic or None < CAPP O DegreeWorks W Long Titke N Comments U Syllabus
Section total contact hours. ‘ J
Record: 1/1 [ | <osc=
29. SAVE.

30. The new section has now been assigned a CRN. Record the new CRN if desired for your records.

|£ | Oracle Fusion Middleware Forms Services: Open = SSASECT
File Edit Options Block ltem Record Query Tools Help

(& ﬁli»@@@li%%ﬂ@@l%[%[l@[@:ﬁ

% Schedule SSASECT 8.9.2 (STAR) -

Term: (201608 [T C Create CRN: [rEp_ Copy CRN

Course Section Information Section Enroliment Information  Meeting Times

Subject: 3 Community Health Promotion
Course Number: 695 B Title:  |Independent Study
Section: 7D1 3

31. Click the Next Block button.
BOE BEEE 97 BEM @ & HE ¢ $H O X

32. Select the “Section Enrollment Information” tab. Enter the maximum enrollment for the course.



33. The Waitlist fields should be ‘0’. The Projected field should be ‘0’.
34. Leave Census Two fields blank.
35. Save.
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Term: 201608 * CRN: 29108 ~ Create CRN: |& Copy CRN: |& Subject: CHPR Course: 695 Title: Independent Stud
Py e pel ly

Enrollment De‘taiIS/

Maximum: 40| Waitlist Maximum: Projected: o
Actual: o Waitlist Actual: Prior: o

0
0
Remaining: 0 Waitlist Remaining: 0 O Reserved
000

Generated Credit Hours:

Census One Census Two

Enroliment Count: 0 Enrolliment Count: 0
Freeze Date: 10-DEC-2016 Freeze Date:

Maximum enroliment for section; press Count Query Hits to enter reserved seats. \
Record: 11 [ | | | <08C=

36. Select the “Meeting Times and Instructor” tab.
37. Tab over the fields.
38. Leave the Meeting Time field blank.
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Term: 201608 [+ CRN: [s9108 [+ Create CRN: [# Copy CRN:[& Subject: CHPR  Course: 635 Title: Independent Study

Section Enrollment Informatior ‘ Meeting Times and Instructor ’ Section Preferences
—

Course Section Information

‘|
[=
&

Times and Instructors [RSleyEL Vg (== lect
I ——
Meeting Times
Meeting Dates Meeting Location and Credits
Meeting Meeting Start End Session
Time Type Start Date End Date Monday Tuesday Wednesday Thursday Friday Saturday Sunday Time Time Indicator
-] [~] =
CLAS 10-0CT-2016 (06-DEC-2016 L] i L L] L L (] 01
T T T T T T T
1 [ m] u] o m] o [m] o [ 17 1 [
[ o o O o O O o [ T[]
[ [ m] u] [mi m] [mi [mi o [ 17 1 [
Instructor
Session Instructional Percent of Primary Override Percent of
Indicator D v Ri ibili I i Session
[-]
=N — E e
[ [ v v [
I R
[ [ ] o o [ &

Start date for meeting time; (DD-MON-YYYY).

Record: 11

=0SC=

39. Do not change the Meeting Type field.
Start and End Dates (as indicated by the Part of Term code) should default in.
Check the boxes under the days that the course will meet.

40.
41.

42.

43,
44,

a.

If the course needs to be “Arranged” for days of the week, then leave all the days
unchecked.

If the course will be taught at different times on different days, please contact Facilities
Planning and Scheduling for assistance.

Start and End times must be entered in military time.

a.

Save.

If the course needs to be “Arranged” for the meeting times, then leave the Time fields
blank.

Always double check that the times do not conflict with the Approved Meeting Patterns
at WVU (http://facilitiesscheduling.wvu.edu/resource_information).

Do not end courses on the hour or half-hour. This would cause student conflicts when

they try to register for courses.

Select the “Meeting Location and Credits” tab. No buildings and rooms are usually assigned for
Academic Innovation courses. Leave the Building field blank. (For courses requesting a general
purpose classroom, the request should be sent to Facilities Planning and Scheduling office. For

departmental classrooms, enter the building and room as desired.)


http://facilitiesscheduling.wvu.edu/resource_information

45. The Hours per Week fields will automatically populate based on the Start and End Time fields. If
the course is “Arranged”, you must enter “0” in the Hours per Week field.

46. The Session Credit Hours field will also automatically populate.

47. SAVE.
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Term: 201608 [~ CRN: [e9108 [~ Create CRN: & Copy CRN:[¢ Subject: CHPR  Course: 695 Title: Independent Study

g Secfion Information  Section Enroliment Informatiok ‘Section Preferences

structors heduler Preferences

Meeting Times

Meeting Dates
Hours Session Room
Automatic Schedule per Override Credit Partition Attribute
Scheduler Building Room Type Week Indicator Hours Details Details
B [w] [w] -
=7 =7 ™ —
( E -00 r ) 2.000 m uy
[ | | g g
’— r o o
[ [ [ o @
[ ] [ [] s s
Instructor
Session Instructional Percent of Primary Override Percent of
Indicator 1D ‘Workload Responsibility  Indicator Indicator Session

EEES
1
T

Scheduler Status; press LIST for valid codes.
Record: 111 List of Valu. <0SC>

48. Go back to the Meeting Dates tab.

49. Enter the instructor’s WVU ID in the ID field — the instructor’s name will automatically populate
into the field.
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Term: 201608 [~ CRN: [g9108 [~ Create CRN: [¢# Copy CRN:[¢  Subject: CHPR  Course: 695 Title: Independent Study
Course Section i Section Enrollment T Meeting Times and Instructor Section Preferences
.

Meeting Times

Meeting Dates Meseting Location and Credits

Meeting Meeting Start End Session
Time Type Start Date End Date Monday Tuesday Wednesday Thursday Friday Saturday Sunday Time Time Indicator
ALl (m) (@)
’7 CLAS 10-0CT-2016 |06-DEC-2016 [ =] O O O O O F
T o o o o o o o [0 T[]
I o o o o o o o [0 [
[ [ = = = = [ = o [ 1 [
[ o o o o o o o 0 1 [
Instructor
Session Instructional Percent of Primary Override Percent of
Indicator 1D Workload Responsibility  Indicator Indicator Session

=]

’E (wsnm. T 000 [T 5 2 E)J
— 3

— =l
[ ] (] = o [ ] 5

FRM-40400° Transaction complete: 1 records applied and saved. |
Record: 11 | | | | | <08C>

50. Enter ‘'NORN’ in the Room Feature field unless you actually need a classroom. In that case, add
the room feature information and let Facilities Planning and Scheduling know that you need a
classroom.
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"% Schedule SSASECT 8.9.2 (STAR)

Term: [201608 [~ CRN: [eo108 [~ Create CRN: (& Copy CRN:[& Subject: CHPR  Course: 695 Title: Independent Study
Course Section i Section Enroll i Meeting Times and Ins(md@
e —
Partition Preferences Preference
Cge Number Activity Date
14-DEC-2016
Room Attribute Preferences Preference
Code Number Activity Date
=l
e e ey R
NORN No Room Needed 01 > 14-DEC-2016

Partition code; press LIST for valid codes |
Record: 111 [ | Listorvau... | | <0sG=

51. If your course has the tuition waived box checked or has a delivery method that needs entered,
please contact Facilities Planning and Scheduling or Tammy Bishoff in Academic Innovation with
this information.



