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Using the Schedule Form (SSASECT)

We are not currently using the following fields on this section of the SSASECT form:

Cross List

Instructional Method

Grade Mode

Session

Duration

Registration Dates

Start Dates

Maximum Extensions

Link Identifier

Attendance Method

Weekly Contact Hours

Daily Contact Hours

Q

X Schedule SSASECT 9.3.7 (DEV4)

Term: 201801 CRN: 12546 Subject: SCWK

Course Section Information Section Enroliment Information

~ COURSE SECTION INFORMATION

Subject

Course Number 510 =
Tile [Policy Analysis & Advocacy |
Section* (001
Cross List | =)\

~ CLASS TYPE

Traditional Class

[-] sociAL work

Partof Term 1 [ otos2018
Open Learning Class
Registration Dates
Start Dates
Maximum Extensions 0
'~ CREDITHOURS
Credit Hours
Credit Hours 3.000
Credit Hours Indicator (@) None (O To (O or
Biling Hours 3.000
Billing Hours Indicator (@) None (O To (O Or
Contact Hours 3.000
ContactHours (@) None (O To (O or

Indicator

~ CLASS INDICATORS

Prerequisite Check (@) Basic or None
Method
CEU Indicator
Linkidentier [ |
Atendance Method [ |-
Weeky Contact
Hours
a | X
EDIT Record: 111

CAPP

& Ferris State Universi
5 0

Course: 510

Meeting Times and Instructor

Instructional Method

Integration Partner

04/27/2018 15

First

DegreeWorks Daiy C

SSBSECT.SSBSECT_LEARNER_REGSTART_FDATE [1]

Title:  Policy Analysis & Advocacy

Section Preferences

Campus* (M | Main Big Rapids
Status* |A Active
Schedule Type  LEC Lecture

LEARN]--] BB Learn 9.1

Last

3.000

®None O To

Lecture
Lecture Indicator
Lab

Lab Indicator (@) None () To

Other

Other Indicator (@) None (O To

ontact Hours

[v] Print
[v] Gradable
[] Tuition and Fee Waiver

[+] Voice Response and Seff-Service Available

Grade Mode
Session
Special Approval

Duration

Qor

Qor

Qor

Q Elise M Gramza

& Sign Oout ?

&% RELATED ¥ ToOLS

~

ADD BB RETREVE

@ insert @@ Delete ¥ Copy Y, Filter

=)
—
—

o

[] override Duration

et @ Delte TaCopy | ¥, Fite

Processing Rules

sert (@ Delete ¥ Copy | Y, Filte
B Delete ¥ Copy | Y, Fite
Long Title
Comments
Syllabus
v
SAVE
ellucian

Also, DO NOT change the boxes — checked or unchecked — for Print, Voice Response and Self-Service
Available, Gradable, Prerequisites Check Method, and Tuition and Fee Waiver.
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In the term section enter the term; use the 4-digit year and two-digit month (example: Fall 2014 should be typed as
201408; Spring 2014 as 201401 or Summer 2014 as 201405).

the Voice Response and Self-Serve Available unchecked. LLLS classes uncheck Print, Gradable, and
Voice Response and check Tuition and Fee Waiver.

’, NOTE to the Registrar’s Office: The exception to this rule is Study Abroad (ORSA. They should have

Search for Existing Course Reference Numbers (CRN) or find the next section number

Find an existing CRN or determine next available section number:

e Enter the correct term information.
e Use the elipis after the CRN to execute a query.
e Use the Add Another field drop down to select what field(s) you want to query by such as Subject
and Course. You can add as many query fields as necessary to narrow your search.
o You will probably want your first query field to be the term, that is not automatically
assumed even though you had a particular term in the Term Section of SSASECT.
e Use the empty field to enter the text you want to query on, such as ENGL
e  Execute the query by selecting Go or F8.
e Double click on the CRN to bring it into SSASECT.

Add Feature

Adding a section:

e Enter the correct term information.
e Type ADD in the CRN field.
e Go to the next section (ALT + PAGE DOWN) and fill in the fields.

e The new CRN will automatically be assigned to the section when the save function is performed on
the first section.

Copy Feature

Use the copy function to add more sections with the same or slightly modified information. Leave the
section number as zero (0) on the existing section you are going to copy.

e  Make note of the CRN you want to copy, which will be the zero section number.

e Stayin the Term Section, type ADD in the CRN field and select or TAB to prompt the Copy CRN
button.

e Enter the CRN of the section you want to copy and press Process Default.The zero (0) section has
now been copied into a new CRN

e Repeat as needed.

e Once all new sections are added, change the zero (0) section to the next available unused section
number; usually the first number in the sequence.

e The copy feature copies the first section information only. This will include the Enrollment Data. It
does not copy the meeting or instructor sections.
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Title

Titles are not to be changed for course sections. Exceptions to this rule are as follows:

_90 sections which are always assigned a title per the Form F paperwork.

_97 sections if the credit hours are changed from variable to fixed credits.

e EDUC 94 if the credit hours are changed from variable to fixed credits.

e RMLS 101 sport sections.

e Sections of courses designated for Honors (only adding to existing to title Honors or HRNS)

Section

Numbers are used for on campus sections and letters are used for EIO sections. Section codes are to be
sequential; 001, 002, 003 or 211, 212, 213; 221, 222, 223 or, for example, NTA, NTB, NTC for sections held
in Traverse City. Fully online sections are coded as VL1, VL2, VL3, etc.

Study Abroad sections will have the Section code of 401, 402, 403, etc. The Campus code is OS for these
sections. Study Abroad sections are to have the default attribute of MFSU entered on SSADETL. The BIG
code is removed.

Code BBD is assigned by an automated process in Student Financial Services for various courses.
Please do not add or remove this attribute.

ElO section abbreviations can be viewed by using the drop down box in the Campus field. Use the code
that will reflect where the course will be offered, such as:

e EFforFlint
e NT for Traverse City
e AG for Grand Rapids

ElO sections will need to have an attribute added or removed on SSADETL. Accounts Receivable will use
these codes to indicate special billing requirements. Depending on the location of the section, one of the
following codes should be entered on SSADETL in the Degree Program Attributes section and the MFSU
and BIG codes are removed:

EAST  East Michigan MID Mid Michigan NRTH  North Michigan
WEST West Michigan ATC Grand Rapids

5 If your Campus starts with an “E” the SSADETL attribute would be EAST, “N” — NRTH etc.

Fully On-Line (Internet) course sections will have Section codes built using VL (Virtual Learning) as the first
two characters followed by a number; VL1 (1% section), VL2 (2" section), etc. If you build more than 9
sections, the sectioning changes to V and the two digit number, V10 etc.

The code entered on the first section of SSASECT in the Campus field should always be flagged with an
“MB” for Big Rapids/EIO. Fully On-Line sections never have “M” in the campus field.

The attribute WBD (Fully On-Line) must be added to the Degree Program Attributes on SSADETL. In
addition to the WBD, all EIO Internet sections are to have the default attribute of MFSU or can be changed
to 1VL entered on SSADETL. The BIG code is removed.
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Banner Class Scheduling Instructions * Using the Schedule Form (SSASECT)

5 By assigning 1VL vs. MFSU, no refundable fees will be charged (best used for classes offered to EIO

or fully online students only). It will also read “Priority Reg to Off Campus” vs. “ Big Rapids Tuition.”

On- and off-campus section numbers are as follows:

LEC activity On-campus 001-199
Off-campus 501 -599
CLL/LEC/LAB combination On-campus 211-299
Off-campus 611 —699
FLD, LAB activity only On-campus 301 -399
Off-campus 701 -799
PRActicum, INDependent & On-campus 001-199
SEMinar Off-campus 401 - 499

’, NOTE: Combined lecture/lab section coding changes from 211, 212, 213 to 221, 222, 223 to 231,

232, 233 etc. when the lecture portion of the section changes for any one of the
days/times/room/faculty.

Campus
Big Rapids (main campus) uses M, and Kendall uses K. Clicking on the down arrow will produce all available
EIO campus codes.

Fully On-Line section campus codes entered on the first section of SSASECT should be flagged with an
“MB” for Main Campus.

Study Abroad sections should be coded as OS.

’, NOTE: Changes to campus codes after registration has begun for the term should not be made. If

the change must be made all students must be dropped from the section, the changes made, and
then all students are to be re-added.

Status

Status indicates whether the section is (A) active, (C) cancelled, or (T) temp closed. Sections flagged with T
or C prevents enrollment and are not viewable on the Internet (Look up Classes).

Course sections can be temp closed with day, time, room, and faculty left on the system. To cancel a
course, any registered students should be dropped, the course should be temp closed, and all information
must be removed from instructor section of SSASECT before submitting the request to RRC. To keep a
section viewable on the Internet, but restrict registration, the enrollment number can be entered as zero.
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Course sections that are closed because the seating/enrollment capacity has been reached will be visible
on Look up Classes but there will be a “C” that replaces the registration check box a student would
normally click on to register for the section.

Schedule Type

DO NOT enter the codes of WBD (Fully Online Delivery) or WBM (Mixed Delivery/F2f Online Supplement)
in the Schedule Type field on the first section of SSASECT. The code of CLL for lecture/lab combination
sections is to be entered on the first section and separated into the lecture and lab portions on the second
section. To change incorrect codes in the Schedule Type field requires removal of all information on the
second and third sections of SSASECT.

These are commonly used schedule type codes: LEC, LAB, CLL (combined lecture laboratory), IND, SEM,
etc.

Special Approval

Department permits (DP) or Instructor permits (IP) are entered in this field. This code will block all students
from registering themselves into the section. Permit designations are easily viewed by students on Look up
Classes as long as an attribute code of 1PRM (Permission Required) has been assigned to the SSADETL form
in the Degree Program Attributes field.

Part of Term

e Use the elipsis in the Part of Term field to select a Part of Term, or enter the code.
e  Press ENTER or tab to fill in the date fields.
e  Choose the Part of Term that fits the date range of the course.

Part of Term information can be viewed in the Registration and Academic Guide located various places on
Ferris’ home page.

Credit — Billing Hours
If you have a variable credit course that you are changing to a fixed credit, the information is to be entered

in the field below the variable Credit Hours and Billing Hours fields.

In some manner, you will want to take note of the credit and contact hours for combination lecture/lab
courses before leaving the first section. Many times this information will need to be manually
entered/fixed on the second section in the Hours per Week and Session Credit Hours fields.
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Maximum Enrollment

= Q ".'b Ferris State University ) Elise M Gramza @ Sign Out ?
X  Schedule SSASECT 9.3.7 (DEV4) ADD [ RETREVE gaRELATED ¥ TOOLS
Term: 201801 CRN: 12546 Subjectt SCWK  Course: 510 Title:  Policy Analysis & Advocacy

Course Section Information Section Enroliment Information Meeting Times and Instructor  Section Preferences.
Enroliment Details [TV TS

~ ENROLLMENT DETAILS @insert @ Delete T Copy Y, Filter

Maximum * |[__EJ Wailist Maximum * [ 0 Projected * | 0
Actual 15 Waitist Actual 0 Prior 0
Remaining 0 Waitist Remaining 0 Reserved
Authorization Codes Active for Section Generated Credit Hours ~ 45.000
Census One
Enroliment Count 15 Freeze Date  01/11/2018
Census Two
Enrollment Count 0 Freeze Date [ |
Add Authorization Registration Dates.
Calculated Section ~ 01/08/2018 Add Authorization Watlist Notification
Start Date Start Date Ending Date
4 SAVE
EDIT Record: 1/1 SSBSECT SSBSECT_MAX_ENRL [1] ellucian

Go to Section Enrollment Info to enter the max enrollment number.
Once the maximum information is filled in Save (F10).

To find the approved enrollment number, go directly to SCADETL and go to Supplemental Data tab and
view the Credit Category field.

Waitlist

If you wish to have a waitlist, add the waitlist maximum here.
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Meeting Time Section (SSASECT)

Options for course delivery and instructions.

e  Fully Online (current practices/coding) asynchronously or synchronously
o Asynchronous
= All contact hours taking place asynchronously via LMS (i.e. Canvas)
e  SSASECT
o Section VL
o Campus MB
=  NOTE - this will require students to be dropped and added
back into the course after the changes are made. We will be
looking at a mass way to do this to alleviate the need for
manual entry
o Meeting times block “Schedule Type” of WBD = Fully Online Course
Complete the meeting times block with no specific days and times
o Ensure Hours per Week Field is completed with the correct number of
contact hours
e SSADETL
o Attribute WBD = Fully Online Course
o Remove BIG Attribute
o  **COVID-19 Pandemic Only: Attribute of CV[previous campus code].
For example CVAG would be a course schedule f2f in Grand Rapids
changed to fully online due to covid; CVM would be a course scheduled
f2f on Main campus changed to fully online due to Covid. We have
done this for summer and continue to do so for fall as we get requests
to change things to fully online, confirming the reason is covid related.

O

o Synchronous
= All contact hours taking place synchronously
e  SSASECT
o Section VL
o Campus MB
= NOTE — this will require students to be dropped and added
back into the course after the changes are made. We will be
looking at a mass way to do this to alleviate the need for
manual entry
o Complete the meeting times block with the days and times the course
will meet online synchronously.
=  For those lines with the days/times change the “schedule type
to SYyC”
= |f thisis not an option for your course, please let the
registrar’s office know and we can add it so it will become an
option.

o Also add a blank Meeting times block line with the “Schedule Type” of
WBD = Fully Online Course
=  Ensure Hours per Week Field is completed with the correct
number of contact hours only in this line
e  SSADETL
o Attribute WBD = Fully Online Course
o Attribute SYNC = Synchronous Online Meeting Required
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o Remove BIG Attribute

o **COVID-19 Pandemic Only: Attribute of CV[previous campus code].
For example CVAG would be a course schedule f2f in Grand Rapids
changed to fully online due to covid; CVM would be a course
scheduled f2f on Main campus changed to fully online due to Covid.
We have done this for summer and continue to do so for fall as we get
requests to change things to fully online, confirming the reason is
covid related.

SSASECT:

Course Section Information Section Enroliment Information Meeting Times and Instructor Section Preferences
v
COURSE SECTION INFORMATION

Subject [...] ENGLISH Cam,\ Big Rapids/EIO
Course Number 150 [\ Status * |A - | Active

Title [English 1 ] Schedule Type  LEC [\ Lecture

VL3 ) I ‘ Instructional Method ’:‘
Cross List - Integration Partner ‘ \
| [

Sectlpn *

CLASS TYPE

SAASECT meeting times block:
Course Section Section Section Preferences
Times and Instructors Scheduler Preferences

Meeting Dates Meeting Location and Credits

¥ SCHEDULE £ Settings Insert (@@ Delete ¥m Copy ¥, Filter
Meeting Time  Meeting Type  Start Date * End Date * Monday Tuesday. Fhursday—Friday ¥ Start Time End Time Session Indicator *
syc 01/10/2022  04/29/2022 O O | O O 18@ 01
WBD 01/10/2022  04/29/2022 T 01

Record 1 of 2

G st Seton Secton e
Scstr s

Meeting Dates Meeting Location and Credits

¥ SCHEDULE £ Settings Insert @ Delete ¥m Copy ¥, Filter

Automatic a Building Room  Schedule Type * Hours per Week * Override Indicator Session Credit Hours Partition Details Room Attribute Details
Scheduler
ZOOM Syc 0.00 0.000
WBD 3.00 3.000

e Note- “ZO0OM” can be used if desired as the synchronous meeting location, not required.

Record 1 of 2

SSADETL:

Section Links and Corequisites Section Fees Degree Program Attributes Contract and Block Sct
v
¥ DEGREE PROGRAM ATTRIBUTES

Attribute * Description

’m | Communication Competence
CoOMW Written Communication
MFSU BigR

SYNC Synchronous Online Mtg Req
BD Fully On Line Delivery
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Banner Class Scheduling Instructions « Meeting Time Section (SSASECT)

e Face to Face (current practices/coding)
o Regular f2f, all coding same
o  Mixed Delivery

Meeting Face to Face but not for all contact hours, meeting some contact hours online

via LMS

e  SSASECT
o Sections as face to face
o Campus as desired
e Days, times and rooms listed when they need to meet f2f
o Schedule Type remains whatever the course is (i.e. LEC) and add a line
for WBM = mixed delivery/F2f Online Supplement
=  Please make sure the WBM line have hours per week and
session credit hours zeroed out. All hours per week and
session credit hours should be on one line that contains the
days and times.
e SSADETL
o Attribute WBM = mixed delivery/ F2f Online Supplement

o Pandemic Protocols, Do Not Use this section unless directed:

Meeting Dates Meeting Location and Credits

* SCHEDULE

Meeting Time Meeting Type

- |LEC

LEC

<
[[ECLEL-ETEC0 Meeting Location and Credits

SCHEDULE

Start Date *
08/31/2020
08/31/2020

Itomatic Scheduler Building

[]sTR

Room

214

For courses going online midway through semester
e Change end date for f2f meeting dates lines of the course and add mixed
delivery line and appropriate attributes for mixed delivery

insert @ Delete FaCopy Y.F

End Date * Monday Tuesday Wednesday Thursday Friday saturday

11/25/2020 (| N O (| (| 1200 1250 01
1211112020 O O O O O O [} 01

Sunday start Time End Time Sessi/

@ insert @@ Delete ¥ Copy

Schedule Type * Hours per Week * Override Indicator
3.00

0.00

Session Credit Hours Partition Details
3.000

0.000

Room Attribute Details
LEC
WBM

Record

e If meeting synchronously, change the end date for f2f meeting dates and add a
new line with new meeting dates changing the schedule type of SYC and the
building/room location. We have set up a building of “Zoom” that can be used if
desired. Also add SYNC to SSADETL

SSASECT Meeting times block:
[ T TETEETS ittt

CEOFLETE  Meeting Location and Credits.

SCHEDULE
eeting Time Meeting Type

- |LEC

Start Date *
08/31/2020
11/26/2020

Meeting Dates
SCHEDULE

utomatic Scheduler

SSADETL:

Attribute *

COMM
comMw

Einsert @ Delete ¥gCopy W, Fi

End Date * Monday Tuesday Wednesday Thursday Friday Saturday

O O O O
4] 0 v OJ ] O O

Sunday Start Time End Time Sessic

11/25/2020
12/11/2020

1200
1200

1250 01
1250 01

Ensert @ Delete WgCopy ¥

Hours per Week * Override Indicator Session Credit Hours Partition Details Room Attribute Details

3.00
0.00

3.000
0.000

Record

Description

Communication Competence

Written Communication

MFSU

Hian**

BigRaprds—+

JEYNC]

Synchronous Online Mtg Req
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e  HyFlex
Contact hours taking place at specific days/times f2f with the option of students attending online as determined
by instructor SSASECT
e  Section f2f
e Campus as desired
e Meeting times block Schedule Type remains whatever the course is (i.e. LEC)
e List days/times building for f2f component of the course
e Add an addition meeting line without days and times and add building of HyFlex
= SSADETL
e  Attribute: HYFX
= SSATEXT: Add additional text that might be helpful in communicating to student how
they will know whether to attend in person or via online platform.

SSASECT Meeting times block:
vourae s sxEuon I BT > T

Times and Instructors Scheduler Preferences

[EETFLES  meeting Location and Credits

¥ SCHEDULE Insert (@ Delete ¥ Copy ¥, Filte

Meeting Time Meeting Type start Date * End Date * Monday Tuesday Wednesday Thursday Friday saturday sunday start Time End Time session |
I T-Jiec 08/31/2020 12/11/2020 O O O O 1400 1450 01
LEC 08/31/2020 12/11/2020 O [ [l O [ O [ 01

<
MBI  screauier rrererences

IEUPT-SI  Meeting Location and Credits

SCHEDULE insert (@ Delete ¥ Copy = . Fil
Itomatic Scheduler Building Room Schedule Type * Hours per Week * Override Indicator Session Credit Hours Partition Details Room Attribute Details
LEC 3.00 3.000
LEC 0.00 0.000
Record 1 of
INSTRUCTOR nsert @ Delete  ¥ia Copy | V. Fil
SSADETL:

X @ellucian  Schedule Detail SSADETL 9.3.15 (GOLD)

Term: 201801 CRN: 12546 Subject: SCWK Course: 510 Title: Policy Analysis & Advocacy

Section Links and Corequisites Section Fees Degree Program Attributes Contract and Block Schedule Information

| DEGREE PROGRAM ATTRIBUTES

Attribute * Description

BIG Big Rapids Campus
MFSU Big Rapids Tuition™
HYFX | .- | HyFlex
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Banner Class Scheduling Instructions « Meeting Time Section (SSASECT)

Detailed information for entry:

Meeting Time

e Click on the down arrow box to view and select approved days and times.

e Double-click on a code or use the function keys SHIFT + F3 to bring the information forward to
this form.

e Dates and times can also be entered manually.
Meeting Type
Update the Meeting Type from CLAS to the schedule type for that part of the course. For example, if the

schedule type for part line in banner is LEC then the Meeting Type should be LEC. Or WBD and WBD, LAB
and LAB, PRA and PRA etc.

Term: 202101 CRN: 14555 Subject: PLSC Course: 465 Title: Local Govt Budget Analy

n Course Section Information Section Enroliment Information Meeting Times and InsESFRA IRy i Section i Meeting Times and Instructor Section Prefe
QPRI scheduler Preferences Scheduler Preferences
Meeting Dates Meeting Location and Credits Meeting Dates

Y SCHEDULE SCHEDULE

Meeting Time Meeting Type Start Date * End Date “Utomatic Scheduler Building Room Schedule Type *
—aT, LEC
- | LEC 01/11/2021 04/23/20¢

INSTRUCTOR

¥ INSTRUCTOR

Start and End Dates
Start and end dates should fall within the approved term calendar. The Vice President of Academic Affairs
Office, through the dean’s office, must approve any exceptions.

All sections are to have Start and End Dates, including those that are TBA. If you need the days/times TBA,
you must have the Start and End dates, Schedule Type, Hours per Week and Session Credit hours filled in.

Specific dates can be built using the Start and End Date fields. Examples would be a class meeting 3
weekends or a course meeting for only one week of the term.

Days

Enter days by clicking in the box below the day of the week the section will meet. Helpful Hint: As you tab
through the days, pressing on the space bar will enter or remove a check mark in the day fields.

If either days or times are unknown both fields are to be left blank until complete information is available.
Banner sorts sections with multiple lines in the order of days of the week rather than schedule type.
Therefore, a lecture/lab course could have the lab portion of the section listed before the lecture portion.
Start and End Times

Times are entered using military standards. Building a cheat sheet may be helpful for some people.
Something along the line of 1:00PM is equal to 1300, 2:00PM is equal to 1400, etc.

All section times should end with a 15, 20, 30, 45 or 50 minute time. Class sections do not end on the
hour. Some ending time examples are 9:15, 13:50, 17:20, 17:45. For consistency purposes this applies to
EIO sections also.
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Banner Class Scheduling Instructions « Meeting Time Section (SSASECT)

If either days or times are unknown both fields are to be left blank until complete information is available.

Changes/exceptions to the matrix require dean approval.

Auto Scheduler, Scheduler Preference, Partition Detail, Room Attribute Details

We will not be using the above fields at this time.

Building/Room

This part of the system compares room size to section size. Sections can be built in rooms too small for the

set max enrollment of a section; however, a pop up box will inform you of the room size discrepancy.

If either the building or the room is unknown both fields are to be left blank until complete information is
available.

To search for a building or room:

When in the Room field on SSASECT, click on Options and select SLQMEET, Query Available Class Room.
This will give you available rooms by building. The Records Office has added departments, and room
attributes as selections to be used on SLOMEET for added search features in the Desire Room Attribute
section.

5 NOTE: Using SLQMEET may change the Schedule Type and the Hours per Week. This information

will need to be re-entered.

Selecting the down arrow box under Room brings you ro SLQROOM. You can enter a building code and
then Execute a Query (F8). This will bring up a selection of classrooms for that building.. However, this
query does not indicate building or room conflicts. It is suggested the SLQMEET be used to find rooms.

Web Focus reports are available for an alternative way to view classroom space.

SS0009-RB (SSAMATX); SS010-RB (SLIAEVN); SSO11-RB (SLARDEF)
Banner forms that can also be used:

SLIAEVN or SSAMATX forms can be used to search for available rooms and SLAEVNT is used to build or view
special events. SLARDEF is the room definition form.

The SLIAEVN form is used to check room availability.

e Access the form and enter the pertinent information. Leave Room Type as All.
e Next Section (ALT + PAGE DOWN) to enter room attributes.

e Next Section (ALT + PAGE DOWN) to display available rooms. This part of the form does not have
a scroll bar so you may need to arrow or page down to view all available rooms.

The SSAMATX form is used to search for classes or events already booked in a building or room. This form
displays the term, dates, days, times, building and room for classes or special events. And it has a few
quirks.

e Entering day information will greatly restrict the search for information. An example,
if | check all the days, Monday through Sunday, the only return information | will
receive will be for classes/events held all seven days.
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e If you want to see classes and special events in a room do not enter a term in the
term field. By entering the term the form will not display special events.
e Start and End Dates must be entered as day/month/year. Example: 30-MAY-2014.
[ ]
SLAEVNT is the special events form. When searching on SSAMATX and a special event is booked in a room
a person can copy and paste the CRN (event number) into SLAEVNT to view information about the special

booking.

The form SLARDEF will list information about a room such as ownership, attributes, inactivity and special

comments.
= Q &‘b Ferris State University ) Elise M Gramza @ Sign Out ?
X Schedule SSASECT 9.3.7 (DEV4) B AoD B RETREVE g RELATED ¥ TOOLS
Term: 201801 CRN: 12546 Subjectt SCWK  Course: 510 Title:  Policy Analysis & Advocacy [ sanover ]
Course Section Section Section Preferences

Times and Instructors ‘Scheduler Preferences
[TFLES0  Meeting Location and Credits

~ SCHEDULE Insert (@ Delete ¥ Copy . Filter
Automatic Scheduler Building Room schedule Type * Hours per Week * Override Indicator Session Credit Hours Partition Details. Room Attribute Details
[ - | STR 129 LEC 3.00 3.000 (| 0

Record 10f 1
~ INSTRUCTOR [+] -] "a .
Session Indicator * D Name Instructional Workload Percent of Responsibility Primary Indicator Override Indicator Percent of Session
01 12098550 Stone, Mischelle T. 0.000 100 O 100

Record 1 of 1

]
|

v
ferri 2 ECT&ban_args=&ban_mode=xe#tabMeetings2TabCanvas-page_rooms

Schedule Type

For lecture/lab courses, be sure to change CLL (combined lecture lab) to LEC for lecture and LAB for the lab
portion of the section.

This is also where Internet codes are replaced from LEC or LAB to WBD (Fully on-Line). If a course is WBD
(Fully on Line) the approved Hours per Week and Session Credit Hours fields are filled in with the approved
contact and credit hours from the first section of the form. If the course is a combined lecture/lab course
the WBD code is used for both schedule types (lecture and lab). For courses that are fully online but are
meeting online at designated dates and times, enter those days and times on the meeting times block of
SSASECT with the schedule type of SYNC in addition to the WBD line with no days and times. For these
synchronsis courses, also add the attribute of SYNC to SSADETL.

Virtual Reality courses are built like face-to-face courses so long as they are meeting full contact hour in
the VR classroom (otherwise they may need mixed delivery added). VR courses alos have attributes of VR
and VRH added to SSADETL.

If a course is WBM (Web Based Mixed Delivery/ F2f Online Supplement) an additional line must be entered
to designate the mixed delivery portion of the section. The Hours per Week and Session Credit Hours are
filled in on the LEC, LAB, etc. line of the section and zeroes are entered on the WBM line in these fields.
WBM is used when the course is mixed delivery and Hours per Week are NOT met.
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If contact hours are met, but the Internet will be heavily used, the attribute type of WOCR should be be
entered on SSADETL.

If a course is SLA (Structured Learning Assistance) an additional line must be entered to designate that
portion of the section. The Hours per Week and Session Credit Hours are filled in on the LEC, LAB, etc. line
of the section and zeroes are entered on the SLA line in these fields.

The entry of some Schedule Types will cause a message to display “WARNING, Section does not have this
schedule type code.” We still don’t know why this message appears but the message is a warning only and
allows the change to be made. If you do have a schedule type that can’t be entered contact the Registrar’s
Office to update the catalog.

5 NOTE: Be sure to attach the correct attribute on SSADETL for WBD, WBM, WOCR and SLA sections
so students can easily view this information on SSB.

Override Indicator

This must be checked to override any schedule conflicts, such as scheduling two or more sections in the
same room at the same time.

DO NOT enter an Override Indicator on SSASECT unless you intentionally want to override a building
and/or room. Overrides should not be done on the first section of a course.

e Toverrides time conflicts

e Roverrides room conflicts

e O overrides both

It is suggested to use the O option.

Hours per Week (Contact Hours)

Refer to the first section of SSASECT for the correct break down of these hours.

Any section not meeting 50 or 75 minutes per meeting time will need to have the Hours per Week
manually adjusted/corrected. (Ex: If you have a LAB which meets for a 3 hour block, i.e. 0800-1050, this will
auto-calculate as 3.40 hours per week. You would need to manually adjust to correctly show 3.00 hours
per week).

There must be hours entered in Hours per Week or faculty cannot be added to the section. PRA and IND
sections do not have contact hours. In these cases the entry of zeroes is necessary. TBA sections should
have all fields left blank except the Date, Hours per Week, Session Credit Hours and Session Indicator
fields.

If adjustments are made to Start and End Dates, Days, Times and sometimes to the Building /Room fields,
these changes should be saved and then the Hours per Week manually corrected.
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Combination lecture/lab courses may need to be manually changed to reflect the correct break down of
the Hours per Week for the section. Summer term will be manual entry for all Hours per Week
information.

5 NOTE: If there are multiple lines for one Schedule Type, enter contact hours only in the first line of
each Schedule Type. Zeroes are entered in the following lines.

For sections meeting multiple hours (evening or weekends) all break and lunch times are to be
incorporated when figuring Hours per Week. When classes are scheduled in blocks of more than two
hours, accommodations for a 10-minute break for each two-hour time block must be included.

Session Credit Hours (Credit Hours)

Refer to the first section of SSASECT to determine the correct hours.

Combination lecture/lab courses will need to be manually changed to reflect the correct break down of
credit hours for the section.

The lab contact hours are actual meeting hours and the lab credit hours are what are left after credit
hours are used for the lecture.

’, NOTE: If the course is combination lecture/lab, the lecture contact and credit hours should be the same.

If there are multiple lines for one Schedule Type enter credit hours in only the first line.

Variable hours will always be reflected as the minimum number or the fixed number entered on the first
section.

Session Indicator
This code defaults to 01. If the section is a combination lecture/lab, 01 should be used for the lecture
portion of the section and 02 for the laboratory.

The SLA line of the section will be coded as 03.

ALL other sections will have a session indicator of 01 regardless of the number of lines used to enter the
section. This includes lecture, lab only, independent study, internet (Fully on Line), mixed delivery, etc.

Press F10 to save this information. Go to the next section (ALT + PAGE DOWN).
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Instructor Section (SSASECT)

= Q ".‘b Ferris State University ) Elise M Gramza @ Sign Out ?
X  Schedule SSASECT 9.3.7 (DEV4) ADD [ RETREVE g RELATED  $f TOOLS
Term: 201801 CRN: 12546 Subjectt SCWK  Course: 510 Title:  Policy Analysis & Advocacy [ sanover ]
Course Section section Section Preferences
Times and Instructors ‘Scheduler Preferences
[TTPLS Il  Meeting Location and Credits
~ SCHEDULE Insert (@ Delete ¥ Copy Y, Filter
Automatic Scheduler Building Room Schedule Type * Hours per Week * Override Indicator Session Credit Hours Partition Details Room Attribute Details
- | STR 129 IIEG] 3.00 3.000 (| O
Record 10f 1
~ INSTRUCTOR E3insert @ Delete ¥ Co Y, Filtes
Session Indicator * D Name Instructional Workload Percent of Responsibility Primary Indicator Override Indicator Percent of Session
01 12098550  Stone, Mischelle T. 0.000 100 O 100
Record 1 of 1
= || 4 SAVE
EDIT Record: 1/1 SSRMEET SSRMEET_SCHS_CODE [1] ellucian

Session Indicator

The session indicator in the Instructor section ties to the session indicator in the meeting dates section.
For every session indicator in the meeting dates section a session indicator needs to be assigned in the

instructor section. For example, even if the same instructor is teaching both the lec/lab of a course, the
instructor will need to be listed twice, as 01 and 02.

The SLA portion of a section does not have an instructor assigned.
ID

Clicking in the name field to the right of the ID field, faculty can be searched using the same search
methods for students. Upper/lower case is not needed when using this method to search for a faculty
name.

When searching using the ID field you must either know the faculty ID or click on the down arrow button to
go to the query form SIAIQRY. In this form go to the next section (ALT + PAGE DOWN).

e Tabto enter the faculty last name or portion of the last name, enter the wild card (%), and
Execute a Query (F8) to display a list of faculty name options. This field is case sensitive. You
must type the name in upper/lower case.

e Double-click on the ID to assign a faculty member to the section. Press Save (F10).

e Toremove/change faculty names, start with the last faculty name on the form and perform a
record remove (SHIFT + F6). Repeat as needed and Save (F10) when completed.

All faculty assigned to a section are able to enter grades for that section. Some coordination may be
required to insure grades are correctly assigned to all students.

If the Instructor section is left blank in SSASECT, self-serve will indicate TBA in the instructor field.
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Overloads for faculty are entered on the form SIAASGN in the Assignment Type field. The down arrow box
will list available options. See the faculty overload section of this manual for further instructions.

Instructional Workload
This field is not used at this time.
Percent of Responsibility

This is used to designate the instructional workload and session credits. The Percent of Responsibility total
should not exceed 100%.

Primary Instructor
This designates the primary instructor. There can be only one primary instructor for each section. All

instructors assigned to a section can enter grades.

When changing instructor names the current name must be removed (record remove) and the action
saved before entering a new name. If there are multiple instructors assigned to a section the removal
process must take place from the bottom up with the removal of the Primary Instructor taking place last.

Override Indicator
The override checkbox is used to determine if the faculty schedule will be checked for conflicts. The valid

entry is O — Override instructor conflicts. Do not enter an override code unless the faculty member is going
to teach multiple sections in the same day, time, building and room.

If a faculty override is not desirable, available faculty can be searched for by selecting Options from the
menu, and then selecting Query Available Faculty (SIAFAVL).

Percent of Session

This field must be filled in with 100.
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Team Teaching

= Q ".'b Ferris State University ) Elise M Gramza @ Sign Out ?

X Schedule SSASECT 9.3.7 (DEV4)

DD @ RETREVE ELATED % TO

Term: 201801 CRN: 12546 Subjectt SCWK  Course: 510 Title:  Policy Analysis & Advocacy
Course Section section Section Preferences
Seneuer rtreces

TIPSR Meeting Location and Credits

s

~ SCHEDULE Insel @ Delet: " C Y.
Meeting Time Meeting Type Start Date * End Date * Monday Tuesday Wednesday Thursday Friday saturday Sunday Start Time End Time Session Indicator *
|Lec 01/08/2018 04/27/2018 | | O | O J 1200 1450 o1
< >
Record 1 of 1
¥ INSTRUCTOR Insert (@ Delete W@ Copy [) More Information ¥, Filter
Session Indicator * D a Name Instructional Workload Percent of Responsibility Primary Indicator Override Indicator Percent of Session
01 12098550 Stone, Mischelle T. 0.000 50 D 100
01 12033301 Gramza, Elise M. 0.000 50 O ] 100

Record 1 0f 2

|

SAVE

EDIT SIRASGN.SIRASGN_PRIMARY__IND [1] ellucian

Team teaching information (multiple faculty listed for a session) is entered on the Instructor section of the
SSASECT form.

The Session Indicator, ID, and Percent of Responsibility need to be entered for each instructor on the
course session. Note: Only the first instructor will have the Primary Indicator checked.

Percent of Session will always be 100.

Faculty Overload

= Q % Ferris State University ) Elise M Gramza @ Sign Out ?

Faculty Assignment SIAASGN 9.3.5 (DEV4)

ADD BB RETREVE  J&RELATED  ¥§TO

1D: 120333¢ [ sertover ]

~ FACULTY ASSIGNMENT (3insert (@ Delete ¥ Copy [ More Information ¥, Filter
CRN 12546 [] Override Conflcts Assignment Type Code Validation (STVASTY) fad
Session 01 Workioad 0.000
ciera [0 ]
Subject SCWK Override Workload |
Course 510 Calculated Workload 0.000 Code Description ACTIVITY DATE
Section 001 Assignment Type [ROVL ~] | ADMO Admin Zero Dollars, Zero FTE 0411872006
Session Credt 3.000 Percent | 50 FROL Fall Overload Paid in Spring 05/31/2013
Fesarsi FSPO Fall Spiit Overld. Paid in Spr 05/31/2013
Institutional Credit 1.500 Weekly Contact 15 ROVL Ranked Overload 02/24/2006
Percentage of * 100| Total Contact 24 SOVE SIEOvercad 022312006
e sPov Spit Overload 04/302013
Session
SROL Summer Overioad Paid in Spring 1212012017
[] Primary Instructor Compensation Extracted
| sspo Sum Split Overid. Paid in Spr 121202017
uovL Unranked Overload 0212412006 geconiion
< >

Record 1 0f 9

=3 =

ecord: 1/1 SIRASGN.SIRASGN_ASTY_CODE [1] executing action
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Faculty overloads or Admin Zero Dollar/ Zero FTE or Faculty Zero Dollar /Zero FTE are entered on the first
section of SIAASGN in the Assignment Type field using the following codes:

ADMO — Admin Zero Dollars, Zero FTE (see FCMO, ADMO, EXMO explanation below)
EXMO — Expert/External, Zero $ Zero FTE (see FCMO, ADMO, EXMO explanation below)
FROL — Fall Overload Paid in Spring

FCMO — Faculty Zero $ Zero FTE (see FCMO, ADMO, EXMO explanation below)

FSPO — Fall Split Overld. Paid in Spr (**see additional Split Overload instructions below)
ROVL — Ranked Overload

SOVL — Staff Overload

SPQV — Split Overload (**see additional Split Overload instructions below)

UOVL — Unranked Overload

When entering overload information and you receive the message “*ERROR* Instructor Schedule Conflict”
you need to click in the Override Conflicts field on the far right side of the form. This message will display
when entering overload information for lecture/lab sections that have multiple listings of the lab portion of
the section. Once this field is checked the Assignment Type can be saved.

If the class has more session indicators of 01 and 02 (CLL), please ensure this is done for both sessions of
the course. 01 and 02 have their own row and each need this field populated.

If you need to delete an Assignment Type delete and save F10.

Go to the next section (ALT + PAGE DOWN) to the second section of SIAASGN to enter release time
assignments on the Faculty Non-Instructional Assignments section.

**Split Overload or Annualized split overload are also entered on the first section of SIASSGN by using the
SPQOV for Split Overload and code FSPO Fall Split Overload Paid in Spring. These codes are entered into the
Assignment Type field. After choosing the SPOV or FSPO code accordingly hit OK and then save F10.

While the same course is highlighted click More Infomration on the tool bar. This will open a new box in
which the overload and regular % can be entered. ONLY numeric values are to be entered. Do not enter
the actual % sign. After entering the numbers save, F10.

FCMO, ADMO and EXMO

ADMO, FCMO or EXMO are entered on the first section of SIAASGN in the Assighment Type field using the
following codes:

ADMO — Admin Zero Dollars, Zero FTE
FCMO — Faculty Zero Dollars, Zero FTE
EXMO — External professional/Expert in the field, Zero FTE

Scenario 1 — FSU instructor for SO- Courses for which a FSU faculty is assignhed but there are no
instructional dollars or FTE associated with the course.
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Instructor of record will be added at 100% responsibility with FCMO code. No administrator. The courses
themselves will have a code assigned to them in SCADETL, through the Curriculum Process, in order to
monitor that a FCMO is assigned.

Scenario 2 — Non FSU Instructor for $0- Courses for which a non FSU faculty is assigned and there are no
instructional dollars or FTE associated with the course.

Non FSU instructor of record will be added at 100% responsibility with FCMO code. No administrator. After
review, might suggest adding MSClI to this scenario (previously under scenario 4). Non FSU instructor could
be added as an affiliate, if not already, through HR and coded them using this new function.

Scenario 3 — Non FSU professional for SO (Courses for which an external professional/expert in the field is
facilitating and administering the course outcomes, assessment and ultimately determining the grade.

Instructor of record will be added at 100% responsibility with EXMO code. The courses themselves will
have a code assigned to them in SCADETL, through the Curriculum Process, in order to monitor that a
FCMO is assigned.

Scenario 4 — FSU Administrator is the instructor of record for SO — Courses for which a FSU administrator is
assigned but there are no instructional dollars or FTE associated with the course.

Administrator of record will be added at 100% responsibility with ADMO code.

= Q '.‘b Ferris State University ) Elise M Gramza @ Sign Out ?
X Faculty Assignment SIAASGN 9.3.5 (DEV4) ADD B RETREVE g% RELATED ¥ TOOLS
ID: 12033301 Gramza, Elise M. Tarm: 204204 [ surtover |
~ FACULTY ASSIGNMENT
CRN 12546 [] override Conflicts Generated Credits 22.500
Session 01 Workload 0,000 FTE
Subject  SCWK Override Workload | | Gontract Type
Course 510 Calculated Workioad 0.000 Compensation Applied
Section 001 Assignment Type | SPOV (] Position Number
Session Credit 3.000 S— = Position Number
Estiionatc et 100 ~ SUPPLEMENTAL DATA Insert @ Delete ¥m Copy | ¥, Fiter | |2 S
Percentage of * | 100 + = Required T
Sesson Overload Percent I
[] Primary Instructor Regular Percent
Record 1 of 2 Record 1 of 1
Enter Overload Percent (valid values are 1 through 99). Overload + Regular must = 100
a | X SAVE
EDIT Record: 112 GS_SDISP.GOVSDAV_VALUE_AS_CHAR [1] ellucian

Once Supplemental Data has been tied to a course there will be data under More Information.
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Release Time

'€ Warning! Due to inactivity, you X [ESIEISINCV e

& c @ ®E3 @ https://banner.ferris.edu:3400/applicationNavigator/seamless#Faculty Assignment e @ ¢ Q search I & @ =
= Q ?.'b Ferris State University ) Elise M Gramza @ Sign Out ?
X Faculty Assignment SIAASGN 9.3.5 (DEV4) AD B RETREVE A RELATED [E-RIGOE] 1
~
Q
ACTIONS
Refresh
Export Shift+F1
Print Cul+P
Clear Record Shift+F4
Clear Data Shift+F5

Item Properties
Display ID Image
Exit Quickflow

About Banner
OPTIONS

Faculty Assignments
Faculty Non-Instruct Assignment
Faculty Workload Summary

BANNER DOCUMENT MANAGEMENT

- —_ SAVE
EDIT Record: 1/1 SIRASGN.SIRASGN_CRN [1] ellucian

To access the Faculty Non Instructional Assignment (Release Time) Page Down using
ALT Page Down or the Page Down arrow.
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= Q '.'b Ferris State University ) Elise M Gramza @ Sign Out ?
X Faculty Assignment SIAASGN 9.3.5 (DEV4) ADD BB RETREVE g% RELATED ¥ TOOLS
ID: 12033301 Gramza, Elise M. Term: 201801
¥ FACULTY NON-INSTRUCTIONAL ASSIGNMENT Insert (@ Delete ¥ Copy ¥, Filter
Type Workload Weekly Contact College Department TOPS Contract FTE Assignment Type Position Number Position Suffix
Faculty Non-Instructional Type Validation (STVNIST) x Recordion!
Description
Compensation Extracted cieia (@]
Code Description Min Workload Max Workload  ACTIVITY DAT
ABND  Athletic Band Coordinator 03/07/200 ~

ACCC  Accreditation Coordinator 03/07/20C

ACCR  Accreditation Report 03/07/20C

ADMO  Admin Zero Dollars/Zero FTE 03/07/20C

ADPA  ADP Campus Audit 03/07/20C

ADPC  ADP Campus Coordinator 03/07/20C

ADVO  Advising/Orientation 03/07/20C

ADVS  Advising 03/07/20C

APRV  Academic Program Review 03/07/20C

P B e o

M« [{)ofs5p N Per Page Record 1 0f 91

=3

a | X SAVE
EDIT Record: 1/1 SIRNIST SIRNIST_NIST_CODE [1] ellucian

The Type, College, Department and TOPS fields must have pertinent information entered. At this time the
rest of the fields will not be used.

Release time codes can by viewed by clicking on the drop down box in the Type field. Enter the appropriate
code. If you are unable to find a code/description that closely matches your needs for a specific release
time please contact the Institutional Research Office, extension 3800, for assistance.

College, Department and TOPS codes can be viewed by clicking on the drop down box in the College,
Department or TOPS field. Enter the appropriate codes.
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Section Comment (SSATEXT)

= Q ".‘b Ferris State University ) Elise M Gramza @ Sign Out ?
X  Section Comment SSATEXT 9.3 (DEV4) ADD BB RETREVE g% TE 3 TooLS
Term: 201801 CRN: 12546 Subjectt SCWK Course: 510 Title: Policy Analysis & Advocacy [ serover ]
@ nsert @ Delete ¥ C v

~ SECTION TEXT

Section Text *

Record 1 of 1

~ SECTION LONG TEXT Insert (@ Delete ¥ Copy Y, Filter

B

Section Long Text

SAVE

P4 Activity Date 03/07/2018 12:00:00 AM
ellucian

EDIT Record: 1/1 SSBDESC.SSBDESC_TEXT_NARRATIVE [1]

To enter, edit or view text for a section go to the form SSATEXT. This form can be selected from Related at
the top of the SSASECT form, or you can close the SSASECT form (CTRL + Q) and type SSATEXT in the Go To
box on the main menu.

The Section Text section will not be used.

Section Long Text

This is a message area that will appear on self-serve when a student clicks on the CRN to get detailed
information about the section.

The course descriptions for _90 and _97 courses are entered in this field.
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Additional Information

Spedcial Topic (_90) andSpecialStudy ( 97)Courses

The Title is not to be changed for courses other than _90 or _97. This type of course can be given a section
title by typing it in the Title field. If a title is assigned, the hours need to be changed from variable to fixed
on the first section of SSASECT

Please note that both _90 and 97 courses should be assigned in accordance with the level of the subject
matter. If a request is made for a 390 or 397 then the subject matter should be equivalent to a 300 level
course.

The _90courses are Special Topic courses that can be held two semesters using the same Form EF. The
Registrar’s Office must have a Form F on file before processing requests for 90 courses. The title, plus
credit and contact hour information is entered from this form. These courses can be held in a variety of
ways. They can be entered into the system as lecture, lab or combination lecture/lab courses with fixed
credit hours. The course description is to be entered on SSATEXT so students can view this information.

90 sections must be assigned a title. This information is entered in the Title field. Credit hours are
entered in the fields just below the variable CreditHours and Biling Hours on the first section of SSASECT.

90 courses need to be approved by the department, the Dean’s Office and the VPAA Office. After the
second time they are held, the course either has to follow the approval process to be entered as a new
course or not be held again using that title and description.

_97 courses are designated Special Study (Independent Study) courses. These courses are normally built for
5 or less students. They are held as TBA without assigned days, time or room. The course work is done
independently by the student with supervision by a faculty member.

For faculty load purposes the department head/chair or other administrator is entered as the instructor with
100% responsibility. For grading and record keeping purposes the instructor working with the student
should also be listed on the course with 0% responsibility.

The course normally remains on the system with the generic title and variable credit, but if the course is to
be changed from variable to fixed credits a title must be added to the Title field of the course or included
with the request. Fixed credit hours are entered in the fields just below the variable Credit Hours and Billing
Hours on the first section of SSASECT.

The course description is to be entered on SSATEXT if the credits are fixed and a title is assigned.
Graduate Topicsin Education (_94) Courses

This type of section should be given a section title by typing it in the Title field. Credit hours are entered in
the fields just below the variable CreditHours and Billing Hours on the first section of SSASECT. These

courses can be held in a variety of ways with fixed credit hours. The course description is to be entered on
SSATEXT so students can view this information.
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Approved Enrollment Number

Go directly to SCADETL and go to the Supplemental Data tab. The enrollment number is in the Credit
Category field.

Scheduling and Catalog Screens

In addition to the SSASECT form, the following forms may be used when building sections of courses. The
information on the forms SSADETL, SSAPREQ, SSARRES will normally be brought over from the information
entered in the Course Catalog. Changes to these forms can be made based on what is appropriate for each
section.

e SSADETL

Use this form to enter attributes on the Degree Program Attributes section. Common attributes,
but not all, are the Permission Required code (1PRM), regional location codes (North, East, West,
Mid, ATC), Internet and Mixed Delivery codes (WBD, WBM), SLA, etc. Once registration has begun,
changes to this form may affect student billing.

e SSARRES

This form is used to enter college, field of study, class, or level restrictions on a section. When
entering a code the Include/Exclude field must be marked correctly. Please do not use the
program restrictions option.

e SSAPREQ

This form should not be used.

e SCACRSE

This is the Basic Course Information form (view only) that lists title, college, department, status
(active or inactive), credit and contact hours, if the course is repeatable, level, grade mode, and
schedule type.

e SCADETL

This is the Course Detail Information form (view only) and it contains information such as co-
requisites, equivalent courses, degree attributes (similar to the list given for SSADETL), the official
enrollment number for a course, and the course description. Within the description the terms
offered and any pre/co requisites are also listed.

e SCAPREQ

The Catalog Prerequisites and Test Score Restriction form (view only) lists all required
prerequisite(s), associated grade(s), and test score information for the course.

e SCARRES

The Course Registration Restriction form (view only) shows college, major, class, or level
restrictions.
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How to Calculate Contact Hours

Activity contact hours x 750 min per contact hour = required meeting contact
minutes

Total minutes for each meeting time (-10 min if over 2 hours) x number of meeting
times = contact min

If contact minutes are short, subtract contact minutes from required meeting contact
minutes divided by number of meeting times = additional meeting minutes required for each
meeting time

If contact minutes are over the required contact minutes, subtract required contact minutes from
requested contact minutes divided by number of meeting times = minutes that need to be
subtracted from each meeting time

Below is an equation example for computing the correct contact hours:

Activity contact hours 3 x 750 min per contact hour = required meeting contact
minutes_ 2250

Total required minutes for schedule type _ 2250 _ divided by total meeting times 12 =required min
for each meeting time__ 188 plus 10min for break=__ 198 =3 hr and 20 min.
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Matrix Information

Fall and Spring Term Class Information — Semester Transition Manual Fall 1993

Most institutions on the semester system use a Monday-Wednesday-Friday, Tuesday-Thursday calendar, at
least through the early afternoon hours. The typical MWF classes are 50 minutes long and the typical TR
classes are 75 minutes long.

Classroom scheduling will be improved with the MWF, TR concept. In a given three hour block of time, a
room could be scheduled for three MWF classes and two TR classes.

To achieve the maximum utilization of classroom space and to facilitate student scheduling,
departments/units are encouraged to follow the class scheduling recommendations listed below.

All lecture courses require 750 minutes of instructional time per contact hour. A 2-contact hour class
=1500 minutes, a 3-contact hour class = 2250 minutes, a 4-contact hour class = 3000 minutes and a 5-
contact hour class = 3750 minutes.

Class Scheduling Suggestions (Please remember the scheduling of classes must follow the approved matrix)

o Iftheclass is scheduled for two lecture hours per week, those hours should be scheduled in one of the
following configurations:

MW or MF or WF for 50 minutes
TR for 50 minutes
Any day for 100 minutes if the class meets at 3:00 p.m. or later

o Ifthe class is scheduled for three lecture hours per week, a department/unit is encouraged to use one
of the following configurations:

MWF for 50 minutes
TR for 75 minutes
MW for 75 minutes, if the class meets at 3:00 p.m. or later

o Ifthe class is scheduled for four lecture hours per week, those hours should be scheduled in one of
the following configurations:

Any four days for 50 minutes
MW for 100 minutes, if the class meets at 3:00 p.m. or later
TR for 100 minutes, if the class meets at 3:00 p.m. or later

o Ifthe class is scheduled for five lecture hours per week, those hours should be scheduled in one of the
following configurations:

MTWREF for 50 minutes
MW for 50 minutes, and TR for 75 minutes

o Laboratory hours may be scheduled any day of the week. However, if a class requires multiple weekly
sessions, they should be scheduled in either TR or MWF time blocks.

Campus Meeting Times

Classes should not be held from 11:00 to 11:50 on Tuesday and Thursday. These time slots are reserved
for meetings. Those courses which require three hour laboratories could schedule laboratories from 8:00
to 10:50, from 12:00 to 2:50 and from 3:00 to 5:50.
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Course Schedule Fall and Spring Terms

The scheduling of classes for fall and spring terms must follow the approved matrix:

Monday Tuesday Wednesday Thursday Friday

8:00 - 8:00 -

9:00-9:50am | | 9:d5am 9:15 am
9:30 - 9:30 -

10:45 am 10:45 am

11:00-11:50 am Campus Campus

Meeting Meeting
Time Time

12:00 - 12:00 -

1:00-1:50pm | | 115pm 1:15 pm
1:30 - 1:30 -

2:45 pm 2:45 pm

4:15 pm 4:15 pm
4:30 - 4:30 -

5:00-5:50pm | | 545pm 5:45 pm
6:00 - 6:00 -

7:15 pm 7:15 pm

8:45 pm 8:45 pm

9:00 - 9:50 pm

Campus meeting times are on Tuesday and Thursday at 11:00 a.m. No classes will be scheduled during this
time.

Course offering configurations starting at 3:00 p.m. do not have to follow the Monday-Wednesday-Friday
50-minute or the Tuesday-Thursday 75-minute timeframe.

Classes will not run later than 10:30 p.m. without dean and VPAA approval.
Changes/exceptions to the matrix require dean approval.

When classes are scheduled in blocks of more than two hours, accommodations for a 10-minute break for
each two-hour time block must be included.

All classes must be scheduled within the Board approved academic calendar for each semester. Classes
scheduled outside this timeframe will require department, dean and VPAA approval.

Once early registration has begun, courses scheduled both on and off campus must include days and times
the classes will meet. The dean of the appropriate college must approve any exceptions.
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Summer Term
12 week term 6 week term 8 week term 8 week term 4 week term 4 week term
(3 Cr Class) (3 Cr Class) (3 Cr Class) (4 Cr Class) (3 Cr Class) (4 Cr. Class
8:00-9:35a.m. 8:00-10:05a.m. 8:00-10:35a.m. 8:00-10:05a.m. 8:00—-9:55a.m. 8:00-10:40 a.m.
(2 days/week) (3 days/week) (2 days/week) (3 days/week) (5 days/week) (5 days/week)
8:00-9:05a.m. 8:00-9:35a.m. 8:00-9:35a.m. 8:00-9:35a.m.
(3 days/week) (4 days/week) (3 days/week) (4 days/week)
8:00-8:50a.m. 8:00-9:15a.m. 8:00—-9:15a.m. 8:00-9:15a.m.
(4 days/week) (5 days/week) (4 days/week) (5 days/week)
9:15-10:20 a.m. 9:30-10:45a.m. 9:30-10:45a.m. 9:30-10:45a.m.
(3 days/week) (5 days/week) (4 days/week) (5 days/week)
9:00-9:50a.m.
(4 days/week)
10:00-10:50 a.m.
(4 days/week)
11:00-12:35 p.m. 11:00-1:05 p.m. 11:00-1:35p.m. 11:00-1:05 p.m. 11:00-12:55 p.m. 11:00-1:40 p.m.
(2 days/week) (3 days/week) (2 days/week) (3 days/week) (5 days/week) (5 days/week)

11:00-12:05 p.m.

(3 days/week)

11:00-11:50 a.m.

11:00-12:35 p.m.

(4 days/week)

11:00-12:15 p.m.

11:00-12:35 p.m.

(3 days/week)

11:00-12:15 p.m.

11:00-12:35 p.m.

(4 days/week)

11:00-12:15 p.m.

(4 days/week) (5 days/week) (4 days/week) (5 days/week)

12:15-1:20 p.m. 12:30-1:45 p.m. 12:30-1:45 p.m. 12:30-1:45 p.m.

(3 days/week) (5 days/week) (4 days/week) (5 days/week)

12:00-12:50 p.m.

(4 days/week)

1:00 - 1:50 p.m.

(4 days/week)

2:00 - 3:35 p.m. 2:00 - 4:05 p.m. 2:00 - 4:35 p.m. 2:00 - 4:05 p.m. 2:00 - 3:55 p.m. 2:00 — 4:40 p.m.
(2 days/week) (3 days/week) (2 days/week) (3 days/week) (5 days/week) (5 days/week)
2:00 - 3:05 p.m. 2:00 - 3:35 p.m. 2:00 - 3:35 p.m. 2:00 - 3:35 p.m.

(3 days/week) (4 days/week) (3 days/week) (4 days/week)

2:00 - 2:50 p.m. 2:00 - 3:15 p.m. 2:00 - 3:15 p.m. 2:00 - 3:15 p.m.

(4 days/week) (5 days/week) (4 days/week) (5 days/week)

3:15-4:20 p.m. 3:30 - 4:45 p.m. 3:30 - 4:45 p.m. 3:30 - 4:45 p.m.

(3 days/week) (5 days/week) (4 days/week) (5 days/week)

3:00 - 3:50 p.m.

(4 days/week)

4:00 - 4:50 p.m.

(4 days/week)

6:00 — 7:35 p.m. 6:00 — 8:05 p.m. 6:00 — 8:35 p.m. 6:00 — 8:05 p.m. 6:00 — 8:35 p.m. 6:00 — 8:40 p.m.
(2 days/week) (3 days/week) (2 days/week) (3 days/week) (4 days/week) (5 days/week)
6:00 — 7:05 p.m. 6:00 - 7:35 p.m. 6:00 — 7:35 p.m. 6:00 - 7:35 p.m. 6:00 — 7:55 p.m.

(3 days/week) (4 days/week) (3 days/week) (4 days/week) (5 days/week)

6:00 - 6:50 p.m. 6:00 — 7:15 p.m. 6:00 — 7:15 p.m. 6:00 — 7:15 p.m.

(4 days/week) (5 days/week) (4 days/week) (5 days/week)

7:15—8:20 p.m. 7:30 - 8:45 p.m. 7:30 - 8:45 p.m. 7:30 - 8:45 p.m.

(3 days/week) (5 days/week) (4 days/week) (5 days/week)

7:00 = 7:50 p.m.

(4 days/week)

8:00 — 8:50 p.m.

(4 days/week)
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Any combination of days may be used. Example: Three day courses may be held M,W,F or M,T,W or
W,R,F. The only requirement is they must meet contact hours and fit within the above time frames.

Classes are not to run later than 10:30 p.m.

Classes do not need to follow this matrix after 5:00 p.m. in the summer term. They do need to meet
contact hours.

Changes/exceptions to the matrix require dean approval.

It is imperative that the course schedule matrix be followed so students have the opportunity to develop a
schedule of courses in both their major and general education with minimum conflicts. As the enrollment
increases, it is necessary to follow the matrix to provide maximum usage of our available classrooms.

Guide for Summer Term Matrix Configurations by Part of Term

Accommodation for a 10 minute break has been incorporated into these times for courses meeting two
hours or more per guidelines from the VPAA Office.

Part of Term D, E, F (4 weeks)

Each one contact hour class meets 750 minutes. This could be accomplished by meeting:
1 day for 200 minutes; 2 days for 95 minutes; 3 days for 65 minutes

Each two contact hour class meets 1500 minutes. This could be accomplished by meeting:

1 day for 375 minutes; 2 days for 200 minutes; 3 days for 125 minutes; 4 days for 95 minutes;
5 days for 75 minutes

Each three contact hour class meets 2250 minutes. This could be accomplished by meeting:

2 days for 305 minutes; 3 days for 200 minutes; 4 days for 155 minutes; 5 days for 115 minutes
Each four contact hour class meets 3000 minutes. This could be accomplished by meeting:

2 days for 400 minutes; 3 days for 250 minutes; 4 days for 200 minutes; 5 days for 160 minutes
Each five contact hour class meets 3750 minutes. This could be accomplished by meeting:

5 days for 200 minutes

Part of Term A, B (6 weeks)

Each one contact hour class meets 750 minutes. This could be accomplished by meeting:
1 day for 125 minutes; 2 days for 65 minutes

Each two contact hour class meets 1500 minutes. This could be accomplished by meeting:
1 day for 260 minutes; 2 days for 125 minutes; 3 days for 85 minutes;

4 days for 65 minutes; 5 days for 50 minutes

Each three contact hour class meets 2250 minutes. This could be accomplished by meeting:
1 day for 415 minutes; 2 days for 200 minutes; 3 days for 125 minutes;

4 days for 95 minutes; 5 days for 75 minutes

Each four contact hour class meets 3000 minutes. This could be accomplished by meeting:
4 days for 125 minutes; 5 days for 100 minutes

Each five contact hour class meets 3750 minutes. This could be accomplished by meeting:

4 days for 170 minutes; 5 days for 125 minutes
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Part of Term G, H (8 weeks)

Each one contact hour class meets 750 minutes. This could be accomplished by meeting:

1 day for 95 minutes 2 days for 50 minutes

Each two contact hour class meets 1500 minutes. This could be accomplished by meeting:

1 day for 200 minutes; 2 days for 95 minutes; 3 days for 65 minutes; 4 days for 50 minutes
Each three contact hour class meets 2250 minutes. This could be accomplished by meeting:

1 day for 305 minutes; 2 days for 155 minutes; 3 days for 95 minutes; 4 days for 75 minutes
Each four contact hour class meets 3000 minutes. This could be accomplished by meeting:

2 days for 200 minutes: 3 days for 125 minutes; 4 days for 95 minutes; 5 days for 75 minutes
Each five contact hour class meets 3750 minutes. This could be accomplished by meeting:

4 days for 120 minutes; 5 days for 95 minutes

Full Term (12 weeks)

Each one contact hour class meets 750 minutes. This could be accomplished by meeting:

1 day for 65 minutes

Each two contact hour class meets 1500 minutes. This could be accomplished by meeting:

1 day for 125 minutes; 2 days for 65 minutes; 3 day for 45 minutes

Each three contact hour class meets 2250 minutes. This could be accomplished by meeting:

1 day for 200 minutes; 2 days for 95 minutes; 3 days for 65 minutes; 4 days for 50 minutes
Each four contact hour class meets 3000 minutes. This could be accomplished by meeting:

1 day for 270 minutes; 2 days for 125 minutes; 3 days for 85 minutes; 4 days for 65 minutes;
5 days for 50 minutes

Each five contact hour class meets 3750 minutes. This could be accomplished by meeting:

3 days for 105 minutes; 4 days for 80 minutes; 5 days for 65 minutes

Keep in mind that due to the shorter Parts of Term during Summer term, if you offer a section meeting one
day of the week, and a holiday falls on that day of the week, you will need to add extra time to that
section. This may also be the case for four week Parts of Term sections meetings two days a week.

Courses meeting one day with a holiday falling on that day for the full term use this guide:
Each two contact class meets 1500 minutes. This could be accomplished by meeting:

11 times for 140 minutes

Each three contact class meets 2250 minutes. This could be accomplished by meeting:

11 times for 215 minutes
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Added Notes:

Some days and times listed above do not fit within the approved matrix configuration. Courses meeting
more than 180 minutes won’t meet the approved matrix. It is suggested they not be held before 2:00 p.m.
They are included only as a reference and in the instance of a non-matrix course receiving dean approval.
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