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Term Codes 
(Y stands for Year and T stands for Term) 

 
SIS 

• 1 = Spring  
• 5 = Summer 1 
• 7 = Summer 2 
• 9 = Fall 

 
Format: YYT 
(ex: 059 is Fall 2005) 

 

Banner 
• 10 = Spring  
• 50 = Summer 1 
• 70 = Summer 2 
• 80 = Fall 

 
Format: YYYYTT 
(ex: 200580 is Fall 2005)

 
 

SIS Terms/Banner Terms 
 

• Screens = Forms 

• Call Number = Course Reference Number (CRN) 

• Screens 129-132 = Form SSASECT 

• Enter (to move to next page) = Next Block 
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Keyboard Shortcuts 

 



5 

 

Toolbar Buttons 
 

Save 

Rollback 

Select 

Insert Record 

Delete Record 

Previous Record 

Next Record 

Previous Block 

Next Block 

Enter Query 

Execute Query 

Cancel Query 

Online Help 

Exit 
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Adding a Section of a Course 
The Schedule Form (SSASECT) is used to build and maintain the schedule of classes according to the 
definitions and restrictions created in the Course Catalog.  A course catalog record must exist prior to the 
creation of sections for a particular course. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Access the Schedule Form (SSASECT). 
 

2. Enter the term code in the Term field in the key block. 
 

3. Tab to the Course Ref. Number field and type ADD in the CRN (Course Reference Number) 
field. 

 
4. Perform a next block. 

 
5. Type the subject code (ex. MATH) in the Subject field.  If you do not know the subject code, 

double click (or pres F9) in the Subject field to access a list of existing subjects.  Then select the 
subject code you want.  

 
6. Type the course number (ex. 1101) in the Course Number field.  If you do not know the course 

number, double click (or press F9) in the Course Number field to access a list of existing course 
numbers.  The course title will automatically fill.  This information is brought from the catalog. 

 
7. Tab to the Section field. 

 
8. Enter a section number (can be letters or numbers up to 3 characters long).  If you have entered 

a section number that already exists, you will not be able to move past this field. 
 

9. Type the campus code in the Campus field.  If you do not know the campus code, double click 
(or press F9) in the Campus field to access a list of existing campus codes. *Required field 

 
10. Type the status code in the Status field.  If you do not know the status code, double click (or 

press F9) in the Status field to access a list of existing status codes.  *Required field 
 

11. Type the schedule type code in the Schedule Type field.  If you do not know the schedule type 
code, double click (or press F9) in the Schedule Type field to access a list of existing schedule 
type codes.  When you enter the schedule type, the Instructional Method field will automatically 
fill.  This information is brought from the catalog. 
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12. The Grade Mode field should be left blank to allow students the option of choosing the grade 
mode for their sections.  For courses that have been approved as only Pass/No Credit, this will 
be the only option the student has for grading. 

 
13. The Special Approval field will be used in place of the restriction “Permit needed from 

department”.  Double click (or press F9) in this field to access a list of existing Approval codes.  
Students will not be able to register for these sections unless a registration override is given. 

 
14. Tab to the Part of Term field.  Enter the Part of Term code (will be 1 for Fall and Spring terms).  

The dates of the term will automatically fill. 
 

15. If the course is a fixed credit hour course you will not need to enter the credit hours into the 
Credit Hours and Billing Hours fields.  This information is brought from the catalog. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

16. If the course is a variable credit hour course, the credit hours for this specific section need to be 
entered into the Credit Hours and Billing Hours fields. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
17. Click the Save icon (or press F10).  The CRN will be created once you save. 

 
18. Click the Exit icon (or Ctrl +Q) 

 

If you are adding/updating several sections, click the Rollback icon (or Shift F7) to navigate to the Key Block. 



8 

Adding a Lab Section of a Course 
1. Access the Schedule Form (SSASECT). 

 
2. Enter the term code in the Term field in the key block. 

 
3. Tab to the CRN field and type ADD in the CRN (Course Reference Number) field. 

 
4. Perform a next block. 

 
5. Type the subject code (ex. MATH) in the Subject field.  If you do not know the subject code, double 

click (or pres F9) in the Subject field to access a list of existing subjects.  Then select the subject 
code you want.  
 
Note: Labs have been set up with their own course number.  Lab courses will have “L” at the 
end of the course number. 
 

6. Type the course number (ex. 1110L) in the Crse Number field.  If you do not know the course 
number, double click (or press F9) in the Course Number field to access a list of existing course 
numbers.  The course title will automatically fill.  This information is brought from the catalog. 

 
7. Tab to the Section field. 

 
8. Enter a section number (can be letters or numbers up to 3 characters long).  If you have entered a 

section number that already exists, you will not be able to move past this field. 
 

9. Type the campus code in the Campus field.  If you do not know the campus code, double click (or 
press F9) in the Campus field to access a list of existing campus codes. *Required field 

 
10. Type the status code in the Status field.  If you do not know the status code, double click (or press 

F9) in the Status field to access a list of existing status codes.  *Required field 
 

11. Type the schedule type code in the Schedule Type field.  If you do not know the schedule type code, 
double click (or press F9) in the Schedule Type field to access a list of existing schedule type codes.  
When you enter the schedule type, the Instructional Method field will automatically fill.  This 
information is brought from the catalog. 

 
12. Tab to the Part of Term field.  Enter the Part of Term code (will be 1 for Fall and Spring terms).  The 

dates of the term will automatically fill. 
 

13. If the course is a fixed credit hour course you will not need to enter the credit hours into the 
Credit Hours and Billing Hours fields.  This information is brought from the catalog. 

 
14. If the course is a variable credit hour course, the credit hours for this specific section need to be 

entered into the Credit Hours and Billing Hours fields. 
 

15. Click the Save icon (or press F10).  The CRN will be created once you save. 
 

16. Click the Exit icon (or Ctrl +Q). 
 

If you are adding/updating several sections, click the Rollback icon (or Shift F7) to navigate to the Key Block. 
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Entering Maximum Enrollment 
(if you have already accessed the section, start with Step # 5) 

1. Access the Schedule Form (SSASECT). 
 

2. Enter the term code in the Term field in the key block. 
 

3. Tab to the CRN field and enter the Course Reference Number you want to update. 
 

4. Perform a next block. 
 

5. Click on the Options menu at the top of the screen.  Select Section Enrollment Info. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Enter the maximum number of students you want to allow to register for this section in the Maximum 
field. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. Click the Save icon (or press F10).  
 

8. Perform a next block to take you back to SSASECT. 
 

If you are adding/updating several sections, click the Rollback icon (or Shift F7) to navigate to the Key Block. 
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Assigning a Meeting Time 
(if you have already accessed the section, start with Step # 4) 

The Meeting Time Block of the Schedule Form (SSASECT) is used to assign meeting times for individual 
sections.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Access the Schedule Form (SSASECT). 

2. Enter the term code in the Term field in the key block. 

3. Tab to the CRN field and enter the Course Reference Number you want to update. 

4. Perform a next Block to navigate to the Meeting Time window. 

5. Double click in the Meeting Time field to access the pre-set meeting times. *times are in 24 hour 
format  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Double click on the meeting time that the section is scheduled for.  (It will automatically fill in the days 
and time).  If you do not see the meeting time you need, exit from the list of pre-set meeting times and 
you can manually select the meeting days and times for the section. 

7. If the section should be listed as TBA, tab to the Start Date field which will automatically fill with the 
term dates.  Using the scroll bar at the bottom of the form, scroll to the far right and enter the credit 
hours in the Hours per Week field.  The meeting day and meeting time fields should be left blank.  
This will automatically list TBA in the day and time columns on Self-Service. 

8. Click the Save icon (or press F10). 
If you are adding/updating several sections, click the Rollback icon (or Shift F7) to navigate to the Key Block. 
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Assigning a Building and Room 
(if you have already accessed the section, start with Step # 4) 

The Meeting Time Block of the Schedule Form (SSASECT) is used to assign meeting times, buildings and 
rooms for individual sections.   

 
1. Access the Schedule Form (SSASECT). 

 
2. Enter the term code in the Term field in the key block. 

 
3. Tab to the CRN field and enter the Course Reference Number you want to update. 

 
4. Perform a next Block to navigate to the Meeting Time window.  A meeting time must be entered 

before a building and room can be assigned. 
 

5. Scroll to the right of this window to view the Building and Room fields. (Scroll bar is at the bottom of 
the window.) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Enter the building code in the Building field and the room number in the Room field.  If you don’t 
know the building code, double click in the Building field to bring up a form that allows you to perform 
a query to find the building code.  If you don’t know the room number, double click in the Room field 
to bring up a form that allows you to perform a query to find the room number. 

 
7. If you receive a “Room Conflict” error message in the Help Line when assigning a building and room, 

the building and room you entered have already been scheduled for a different section.  Remove the 
room number first, then remove the building code and send the section information (including building 
and room information) to the Records & Registration office.  They will have to research the room 
conflict. 

 
8. The Auto Scheduler field should be left blank.  The Schedule 25 room scheduling system assigns 

these codes. 
 

9. Click the Save icon (or F10). 
 

10. Click the Previous Block icon (or Ctrl Page Up) to take you back to SSASECT. 
 

If you are adding/updating several sections, click the Rollback icon (or Shift F7) to navigate to the Key Block. 
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Assigning an Instructor 
(if you have already accessed the section, start with Step # 4) 

1. Access the Schedule Form (SSASECT). 
 

2. Enter the term code in the Term field in the key block. 
 

3. Tab to the CRN field and enter the Course Reference Number you want to update. 
 

4. Continue performing a next block until you come to the Instructor window (should be 3 next blocks). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. If you know the Instructor’s UNC Charlotte ID # (number beginning 800; not the Social Security 
Number) you may enter it in the ID field.   

• If you do not know the Instructor’s UNC Charlotte ID#, click on the Search Icon (blue magnifying 
glass) to take you to the Faculty/Advisor Query form (SIAIQRY).  Perform a next block to 
perform a search for the Instructor’s ID#.  Enter the Instructor’s Last Name (or partial last name) 
using a % wildcard at the end.  Then hit F8 to execute the query.   

• When you have found the instructor ID# you want, you can double click on the ID #, which will 
enter the ID # in the instructor window. 
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6. If this is the only instructor for the section, put 100 in the Percent of Responsibility and Percent of 
Session fields and check the box under the Primary Indicator field.  This indicates the instructor as 
the primary instructor.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. To add additional instructors, insert a new record by clicking the Insert Record icon, pressing the 
down arrow key, or pressing F6 and repeat Step # 5. 

 
8. If more than one instructor is entered, only one instructor should be checked as the primary in the P 

field (Primary Instructor) and the numbers in the Percent of Responsibility and Percent of Session 
fields should equal 100. 

 
9. If no instructor has been assigned to teach this section, you should leave the Instructor window 

blank.  TBA will appear in the Instructor column on Banner Self-Service. 
 

10. If you receive an “Instructor schedule conflict” error message in the Help Line, please remove the 
instructor and contact the Records & Registration office.  This message indicates the instructor is 
scheduled to teach another section at the same time. 

 
11. Click the Save icon (or F10). 

 
12. Click the Next Block icon (or Ctrl Page Down) 3 times to take you back to SSASECT. 

 
If you are adding/updating several sections, click the Rollback icon (or Shift F7) to navigate to the Key Block.
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Faculty Schedule Query 
Faculty Schedule Query form is a query only form that displays the faculty member's schedule by term. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Access the Faculty Schedule Query form (SIAASGQ). 
 

2. Enter the faculty ID # in the ID field.   
 

3. Enter the term code in the Term field in the key block. 
 

4. Perform a Next Block (or Ctrl Page Down). 
 

5. This will show all sections this faculty is scheduled to teach in that term.  
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Canceling a Section (without students enrolled) 
(if you have already accessed the section, start with Step # 4) 

NOTE: If students are enrolled, please contact the Records & Registration office to have the 
section cancelled. 

 
1. Access the Schedule Form (SSASECT). 

 
2. Enter the term code in the Term field in the key block. 

 
3. Tab the CRN field and enter the Course Reference Number you want to cancel. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. To determine if any students are enrolled, click on the Options menu at the top of the screen.  Select 
Section Enrollment Info.  The number of enrolled students will show in the Actual field.  If no students 
are enrolled, change the number in the Maximum field to zero. 

 
5. Perform a next block three times, which will open the Instructor window.  If only one instructor is 

listed, click on the Delete Record icon (or Shift F6).  If more than one instructor is listed, remove the 
secondary instructor first, click the Save icon (or F10), then remove the primary instructor.  This will 
take out the instructor(s) for this section.   

 
6. Click the Save icon (or F10). 

 
7. Perform a previous block, which will open the Meeting Time window. 

 
8. Click on the Delete Record icon (or Shift F6).  This will take out the meeting days, times, and room 

information for this section. 
 

9. Click the Save icon (or F10). 
 

10. Perform a previous block (Ctrl + Page Up) to take you back to the SSASECT form. 
 

11. In the Status field change the status code from A (Active) to C (Cancelled). 
 

12. Click the Save icon (or F10). 
 

13. Click the Exit icon (or Ctrl Q) to take you back to the General Menu. 
 

If you are adding/updating several sections, click the Rollback icon (or Shift F7) to navigate to the Key Block. 
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Updating an Existing Section 
(if you have already accessed the section, start with Step # 5) 

1. Access the Schedule Form (SSASECT). 
 

2. Enter the term code in the Term field in the key block. 
 

3. Tab to the CRN field and enter the Course Reference Number you want to update.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Perform a Next Block (or Ctrl Page Down). 
 

5. Update the section information. 
 

6. Click the Save icon (or press F10). 
 

7. Click the Exit icon (or Ctrl Q) to go back to the General Menu. 
 

If you are adding/updating several sections, click the Rollback icon (or Shift F7) to navigate to the Key Block.
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Searching for a section 
 

1. Access the Schedule Query Form (SSASECQ) either from the General Menu or by accessing 
SSASECT and double clicking (or press F9) in the Course Ref Number field. 

 
2. Click the Enter Query icon (or press F7) to enter search criteria. 

 
3. Enter the term you are searching in. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Enter section search criteria (subject, course number, section number, etc.). 
 

5. Click the Execute Query icon (or press F8) to search for sections that match your criteria. 
 

6. Select the section you want by double clicking on it, click the Select icon (or Shift F3) and the 
information will be entered on the SSASECT form. 
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Web Options for Sections 
(if you have already accessed the section, start with Step # 4) 

Banner allows the capability to choose the sections that will be made available on the web by using the 
Schedule Form (SSASECT).   

 
1. Access the Schedule Form (SSASECT). 

 
2. Enter the term code in the Term field in the key block. 

 
3. Tab to the CRN field and enter the Course Reference Number you want to update. 

 
4. At the bottom right hand corner of the SSASECT form you will see Voice Response and Self-Service 

Available).  If the box is checked, this section will be listed in the “Look-up Classes to Add” section on 
the web and will be available for registration on the Web. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. If the box is unchecked, the section will not be listed in the “Look-up Classes to Add” section on the 
web and will not be available for registration on the Web. 

 
6. Click the Save icon (or F10). 

 
7. Click the Exit icon (or Ctrl Q) to take you back to the General Menu. 

 
If you are adding/updating several sections, click the Rollback icon (or Shift F7) to navigate to the Key Block.
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Adding Section Comments (Footnotes) 
(if you have already accessed the section, start with Step # 4) 

1. Access the Schedule Form (SSASECT). 
 

2. Enter the term code in the Term field in the key block. 
 

3. Tab to the CRN field and enter the Course Reference Number you want to update. 
 

4. Select Course Section Comments (SSATEXT) from the Options Menu. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Perform a next block. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Enter Course Section Comments into the Section Text area. 
 
Note: Each line of text only allows 60 characters.  The comments you enter will have to be broken 
up onto different lines.  They will show correctly on the web. 

 
7. Click the Save icon (or F10). 

 
8. Click the Exit icon (or Ctrl Q) to take you back to SSASECT. 

 
If you are adding/updating several sections, click the Rollback icon (or Shift F7) to navigate to the Key Block. 
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Adding a Section Long Title 
(if you have already accessed the section, start with Step # 5) 

1. Access the Schedule Form (SSASECT). 
 

2. Enter the term code in the Term field in the key block. 
 

3. Tab to the CRN field and enter the Course Reference Number you want to update. 
 

4. Perform a next block. 
 

5. Select Section Syllabus Form (SSASYLB) from the Options Menu. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. In the Section Long Title field, enter the title of the course and the long title of the section (ex. Topics 
in English: British Literature in the 1900’s).  The Long title shows as the title of the section on Self-
Service. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. Click the Save icon (or F10). 
 

8. Click the Exit icon (or Ctrl Q) to take you back to SSASECT. 
 

If you are adding/updating several sections, click the Rollback icon (or Shift F7) to navigate to the Key Block.
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Viewing Section Degree Attributes 
(if you have already accessed the section, start with Step # 5) 

1. Access the Schedule Form (SSASECT). 
 

2. Enter the term code in the Term field in the key block. 
 

3. Tab to the CRN field and enter the Course Reference Number you want to update. 
 

4. Perform a next block. 
 

5. Select Course Section Detail (SSADETL) from the Options Menu. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Perform a next block 4 times to take you to the Degree Program Attributes block.  The codes in the 
Attribute field have been brought from the catalog.  This field is view only.  No changes should be 
made in the Degree Program Attributes block. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. Click the Exit icon (or Ctrl Q) to take you back to SSASECT. 
 

If you are adding/updating several sections, click the Rollback icon (or Shift F7) to navigate to the Key Block.
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Viewing Section Restrictions 
 (if you have already accessed the section, start with Step # 5) 

Pre-requisite Courses 
1. Access the Schedule Form (SSASECT). 

 
2. Enter the term code in the Term field in the key block. 

 
3. Tab to the CRN field and enter the Course Reference Number you want to update. 

 
4. Perform a next block. 

 
5. Select Course Pre-requisites (SSAPREQ) from the Options Menu. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Perform 2 next blocks to take you to the Section Test Score & Pre-requisite Restriction block.  The 
information in these fields has been brought from the catalog.  These fields are view only.  No 
changes should be made to the Section Test Score & Pre-requisite Restriction block. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. Click the Exit icon (or Ctrl Q) to take you back to SSASECT. 
 

If you are adding/updating several sections, click the Rollback icon (or Shift F7) to navigate to the Key Block.
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Viewing Section Restrictions 
 (if you have already accessed the section, start with Step # 5) 

Co-Requisites 
1. Access the Schedule Form (SSASECT). 

 
2. Enter the term code in the Term field in the key block. 

 
3. Tab to the CRN field and enter the Course Reference Number you want to update. 

 
4. Perform a next block. 

 
5. Select Course Section Detail (SSADETL) from the Options Menu. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Perform a next block 2 times to take you to the Co-Requisites block.  The information entered in the 
Course Reference Number, Subject, Course, and Section fields are for section specific co-requisites.  
These fields are view only.  No changes should be made to the Co-Requisites block. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. Click the Exit icon (or Ctrl Q) to take you back to SSASECT. 
 

If you are adding/updating several sections, click the Rollback icon (or Shift F7) to navigate to the Key Block.
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Viewing Section Restrictions 
 (if you have already accessed the section, start with Step # 5) 

College Restrictions 
1. Access the Schedule Form (SSASECT). 

 
2. Enter the term code in the Term field in the key block. 

 
3. Tab to the CRN field and enter the Course Reference Number you want to update. 

 
4. Perform a next block. 

 
5. Select Course Section Restrictions (SSARRES) from the Options Menu. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Perform a next block to take you to the College Restriction block.  The information in the 
Include/Exclude and College fields have been brought from the catalog.  These fields are view only.  
No changes should be made to the College Restriction block. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. Click the Exit icon (or Ctrl Q) to take you back to SSASECT. 
 

If you are adding/updating several sections, click the Rollback icon (or Shift F7) to navigate to the Key Block.
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Viewing Section Restrictions 
 (if you have already accessed the section, start with Step # 5) 

Major Restrictions 
1. Access the Schedule Form (SSASECT). 

 
2. Enter the term code in the Term field in the key block. 

 
3. Tab to the CRN field and enter the Course Reference Number you want to update. 

 
4. Perform a next block. 

 
5. Select Course Section Restrictions (SSARRES) from the Options Menu. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Perform 2 next blocks to take you to the Major Restriction block.  The information in the 
Include/Exclude and Major fields have been brought from the catalog.  These fields are view only.  
No changes should be made to the Major Restriction block. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. Click the Exit icon (or Ctrl Q) to take you back to SSASECT. 
 

If you are adding/updating several sections, click the Rollback icon (or Shift F7) to navigate to the Key Block. 
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Viewing Section Restrictions 
 (if you have already accessed the section, start with Step # 5) 

Class Restrictions 
1. Access the Schedule Form (SSASECT). 

 
2. Enter the term code in the Term field in the key block. 

 
3. Tab to the CRN field and enter the Course Reference Number you want to update. 

 
4. Perform a next block. 

 
5. Select Course Section Restrictions (SSARRES) from the Options Menu. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Perform 3 next blocks to take you to the Class Restriction block.  The information in the 
Include/Exclude and Class fields have been brought from the catalog.  These fields are view only.  
No changes should be made to the Class Restriction block. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. Click the Exit icon (or Ctrl Q) to take you back to SSASECT. 
 

If you are adding/updating several sections, click the Rollback icon (or Shift F7) to navigate to the Key Block.
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Viewing Section Restrictions 
 (if you have already accessed the section, start with Step # 5) 

Level Restrictions 
1. Access the Schedule Form (SSASECT). 

 
2. Enter the term code in the Term field in the key block. 

 
3. Tab to the CRN field and enter the Course Reference Number you want to update. 

 
4. Perform a next block. 

 
5. Select Course Section Restrictions (SSARRES) from the Options Menu. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Perform 4 next blocks to take you to the Level Restriction block.  The information in the 
Include/Exclude and Level fields have been brought from the catalog.  These fields are view only.  
No changes should be made to the Level Restriction block. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. Click the Exit icon (or Ctrl Q) to take you back to SSASECT. 
 

If you are adding/updating several sections, click the Rollback icon (or Shift F7) to navigate to the Key Block. 


