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How to Use this Guide

This guide is intended to supplement instructor-led training for the UI-Integrate System. It is meant for you to use as a learning guide during class and as a reference on the job.

About this Guide

Each lesson is organized into process descriptions and step-by-step activities. Lesson topics provide the background and concepts for the new processes, while the activities allow you to apply these concepts to hands-on examples.

Organization of this Guide

Each lesson includes a brief introduction to the lesson, along with the objectives of that lesson. In addition, each lesson includes the following information, when applicable:

· Topics relating to each lesson objective

· Process description relating to each topic

· Process flow diagrams

· Menu paths and form names for the Banner application

· Step-by-step process explanations

· Topic Exercises

· Lesson Exercises

· Lesson Review

This guide also includes a final Course Exercise, Course Summary, and an Appendix with reference information. 

Conventions Used in this Guide

Throughout this guide, you will find icons representing various types of information. These icons serve as reminders of their associated text.
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	Indicates an Activity where you can test your skills.
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	Indicates a Hint such as a tip, shortcut, or additional way to do something.
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	Indicates a Note or additional information that might be helpful to you.
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	Indicates a Glossary Term, which is also defined in the Glossary section of the Appendix.

	*
(asterisk)
	Indicates a required field on a Banner form.
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	Indicates a Warning of an action that you should not perform or that might cause problems in Banner.


Agenda

	Agenda Item UIS
	Length

	Introductions, Orientation
	20 minutes

	Lesson 1: Packaging Sections
	40 minutes

	Break
	15 minutes

	Lesson 2: Packaging Sections with Shared Components
	1hour

	Lesson 4: Packaging and Linking Scenarios – Exercise and Practice
	30 minutes

	Course Summary
	15 minutes

	TOTAL COURSE TIME
	3 hours


	Agenda Item UIC & UIUC
	Length

	Introductions, Orientation
	20 minutes

	Lesson 3: Linking Sections 
	1hour 15 minutes

	Break
	15 minutes

	Lesson 4: Packaging and Linking Scenarios – Exercise and Practice
	30 minutes

	Course Summary
	10 minutes

	TOTAL COURSE TIME
	2 hours 30 minutes


Course Overview

Each term, the University creates a schedule of classes (containing one or more sections of each course) that will be offered for that term. Some courses require two or more components to be taken concurrently, such as a Physics course comprised of a lecture class component and a lab class component. Banner provides two different methods to ensure that students register for all the appropriate components of a course.

This training course will present those methods for linking and/or packaging related course components. In the process, participants will also learn the appropriate coding schemes for each method.

Course Objectives 

When you have completed the materials presented in this course you will be able to:

· Explain the relationship between schedule-type in the Course Catalog and schedule-type in sections.

· Explain the relationship of the schedule-type in individual components to what has been already built and to future edits at the section, catalog, and session level.

· Package sections in Banner.

· Use the appropriate coding scheme in Banner for the Session Indicator in order to track faculty throughout the package.

· Package courses in Banner with some sessions as shared components.

· Use the appropriate coding scheme in Banner for course packages with shared components.

· Link sections in Banner.

· Understand the relationship between the Link Identifier and the Link Connector in Banner.

· Use the appropriate coding scheme for both the Section IDs and Link Identifiers in Banner to link sections.
Lesson 1: Packaging Sections

When a course is made up of two or more component class types, the student typically must register for all the components simultaneously. One method to ensure that students take all component parts of a course is to “package “ the components, making them one section (having only one Course Reference Number, or CRN.)

For example, a Philosophy course might require participation in a large lecture class and one of two smaller class discussions. Therefore, in Banner, each Philosophy lecture would be packaged with one of the discussion classes. As a result, students who register for the lecture will automatically get a discussion class.

Lesson Length

This lesson takes approximately 40 minutes to complete.

Lesson Objectives

When you have completed the materials presented in this lesson you will be able to:

· Explain how catalog and section-level records impact the packaging of components.

· Define terminology related to packaging.

· Demonstrate the coding scheme used when packaging a section.

· Package components into one Course Reference Number (CRN) using the appropriate codes.

Lesson Process Diagram
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Topic 1.1: Catalog and Section-Level Schedule Types

When a course is initially described and defined for the Catalog in the Basic Course Information form (SCACRSE), the schedule types (Such as: LEC = Lecture, LAB = Laboratory, LCD = Lecture/Discussion Class, etc.) are defined in the third additional block of the SCACRSE form (“Schedule Type”). Later, when sections of that course are created during the Scheduling process, each section must be given a specific schedule type from the list defined for course. 

Topic 1.2: Definitions of Packaging Terminology

Elements of the packaging process should be somewhat familiar to anyone acquainted with the Banner Catalog module and/or basic Banner Section Creation (taught in the SACS 102 Create/Maintain the Schedule course). Packaging builds upon the processes and records resulting from the creation of the Course Catalog. On the other hand, packaging also introduces some new concepts and terminology. This topic will define and explain the more important concepts and terms used in packaging. 

Concepts and Terms Discussed

· Components

· Packaging

· Sessions

Components

Some university courses may require more than one instructional setting to deliver the necessary material. For example, a Biology class might include a classroom lecture where concepts are presented to a large group, but also a smaller laboratory class where students can work “hands-on” with biological specimens. Each of the instructional settings in the example (lecture or lab) could be referred to a component of the overall Biology course.

Packaging

Packaging, as it relates to the Scheduling process, is a method of assembling separate course components so that Banner views them as one section (having the same Course Reference Number -- CRN). When packaging, all course component labs, lectures, discussions, and/or quizzes, along with their corresponding meeting times, room assignments, and instructors, are bundled into one section. The schedule type associated with each component is designated on the meeting record that designates the time and place for that component; the schedule type assigned to the CRN on the first block of SSASECT is PKG: Package. 

	[image: image7.png]



	NOTE: Before a course’s components can be packaged under one section, two things must have been set up at the Catalog level:

The Schedule Type of PKG (Packaged Section) must exist in the list of Schedule Types on SCACRSE

and

All of the various Schedule Types that the different components for the package will also have to be listed as values in SCACRSE!
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Fig 1.2.1 The Meeting Time block of SSASECT, where packaging takes place.

Advantages and Disadvantages of Packaging

	Advantages
	Disadvantages

	Students enroll in only one CRN and are “fully” registered.
	Harder for Institutional Reporting to extract which lectures are distinct sections vs. re-listing of previously scheduled meeting.

	One CRN can represent multiple schedule types and multiple instructor responsibilities.
	Multiple rosters for shared components (there isn’t one roster for the large lecture).

	
	Difficult seat and location management of any shared component (since the large lecture is listed in each packaged section, it may not be scheduled in a large enough room).


Sessions (Packaging)

Each row of the Schedule form (SSASECT) Meeting and Instructor blocks (made up of a component schedule type, meeting times, a room and an instructor) has a session ID.  Each occurrence of a unique session ID represents one session; multiple meeting records can either belong to one session (same session ID for all) or distinct sessions (unique session ID for each).  Packages will contain two or more sessions. 

In the following example, on the first row there would be a session for the lecture components of the Chemistry 100 course, taught by Professor DeCoste that meets in Lecture Hall 100 at 2pm on Tuesday and Thursday. Then the next two rows would be devoted to listing the Lab and Discussion components.
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Please note that there is a shared component in the above example. “Packaging Sections with Shared Components” is explored in more depth in Lesson Two.

Topic 1.3: Session Indicator Coding Scheme

The Session Indicator field (Sess Ind) on the Meeting block of SSASECT identifies whether multiple meeting records represent unique sessions or the same session

The value for the Session Indicator defaults to 01 for all records created in the Meeting Time block of SSASECT. To indicate that each meeting pattern and the associated schedule type are distinct sessions, and to aid in the assigning of instructors to each session, the session indicator value should be reset according to the following coding scheme.

The University of Illinois will use a two-digit code featuring the letter code for the Schedule Type of the component followed by a number to differentiate between unique instructional arrangements (time, room, instructor). The Session Indicator code entered for a component will be brought over to the Instructor block where the instructor will be assigned. For example: L1 = a lecture session.  This value is used to assign instructors to CRN’s.  Instructors are assigned to sessions of CRN’s.  More detail will be discussed in Topic 2.1.

Sample Session Indicator Codes used in Packaging

	Components 
	Code 
	Session Indicator

	Lecture
	L + one-up number 
	L1

	Lab
	B + one-up number
	B1

	Quiz:
	Q + one-up number
	Q1

	Discussion
	D + one-up number
	D1

	Conference
	C + one-up number
	C1

	Practice
	P + one-up number
	P1


The Session Indicator Codes from one package might look like: L1 + B1 + D1.
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Fig 1.3.1

Topic 1.4: Packaging Sections (Basic Build)

The basic procedure to create a section was covered in the SACS 102 Create/Maintain the Schedule class. This topic will review that process and highlight steps that have special relevance to packaging. 

Step-by-Step Procedures

In this exercise, we will set up a basic package. For those campuses using packages, the vast majority should be of the basic variety. This package will be a lecture/lab combination. 
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	NOTE: We will only set up one package in this exercise, so even though the lecture hall might hold more, we can only accommodate as many students as the lab will handle. In Lesson 2 we will discuss how to set up multiple packages that might share a larger lecture component.


	Step
	Action
	Results/Decisions

	1. 
	Using the Menu or Direct Access field, display the Schedule form (SSASECT). 
	SSASECT appears with the cursor in the Term field. 



	2. 
	Type the term 1200XX in the Term field of the Key block.
	

	3. 
	Press TAB to access the Course Reference Number (CRN) field. 
	The cursor moves to the second field and “Course Ref. Number” appears on the form in front of the field.

	4. 
	Type ADD in the Course Ref Number (CRN) field. 
	

	5. 
	Click the Next Block button. 
	This moves the cursor to the Subject field in the Section Information block.

	6. 
	Type XXXX in the Subject field and press TAB.
	

	7. 
	Type 1XX in the Crse Number field and press TAB four times to reach the Campus field.
	Leave the Section ID as zero when multiple versions of the packaged course will be created. Otherwise enter a distinguishing code for Section ID.  

If zero is left in this field, multiple versions of this section arrangement can be copied later, if necessary.

	8. 
	Type100 in the Campus field.
	

	9. 
	Press TAB to access the next field and type A in the Status field.
	

	10. 
	Press TAB to access the next field and type PKG in the Schd Type field.
	Every Package must have this Schedule type listed here.

	11. 
	Press TAB seven times to access the Part/Term field and type 1.
	

	12. 
	Press TAB thirteen times to reach the Enrollment Data block.
	The Attendance Method Information pop-up screen displays after pressing TAB the twelfth time. Press TAB again to reach the Enrollment Data block.
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	HINT: If you ever need to go straight to the Enrollment Data block (like when you are editing an existing section) from the primary block of SSASECT, it can also be reached from the Options menu or by pressing the F3 key! 


Enrollment and Meeting Times

	Step
	Action
	Results/Decisions

	13. 
	Press TAB to reach the Maximum field of the Enrollment block if the cursor is not already there.
	

	14. 
	Type 25 and press TAB twice to reach the Projected field.
	

	15. 
	Type 25.
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	NOTE: Even though the room where the lecture section will be scheduled might hold more, since the lab can only hold 25 this must be the enrollment that we enter into Banner when we build the package. 

The rule of thumb: Packages are always set with an enrollment equal to what their smallest component can hold!

	16. 
	Click the Save button or press the F10 key to save this record.
	Now your new section has been saved. Transaction complete: X records applied and saved should appear in the auto-help line.

	17. 
	Click Next Block twice.
	The Meeting Time block displays.

	18. 
	Press TAB twice.
	This will auto populate the Start and End dates.

To simplify our packaging exercises, we will create all of our sections as TBA (meeting times “to be announced”). That way we can avoid the entire process of mapping out meeting times to avoid conflicts.

Obviously, during production, the campuses would have all of this worked out and will therefore enter specific meeting times in this block. 

	19. 
	Press TAB 10 times.
	

	20. 
	Type 1XXXX in the Build field and press TAB.
	

	21. 
	Type 1XX in the Room field and press TAB.
	

	22. 
	Change the value that has defaulted into the Schd field to LEC and press TAB twice.
	

	23. 
	Type 3 in the Hrs/Wk field and press TAB twice.
	Banner requires that this be completed.  Usually the value defaults from the Meeting Time block.

	24. 
	Type L1 in the Sess Ind field.
	The Sess Ind value will be used to assign the instructor assignment for that component. (Ex. L1 might refer to Professor Smith who will teach the lecture.)

	25. 
	Click the Save button or press the F10 key to save this record.
	Now your new section has been saved. Transaction complete: X records applied and saved should appear in the auto-help line.

	26. 
	Press ARROW DOWN to the next record in the Meeting Time block.
	

	27. 
	Press TAB twice.
	Note Start/End dates default.

	28. 
	Press TAB 10 times.
	

	29. 
	Type 1XXXX in the Build field and press TAB.
	

	30. 
	Type 2XX in the Room field and press TAB.
	

	31. 
	Change the value that has defaulted into the Schd field to LAB and press TAB twice.
	

	32. 
	Type 4 in the Hrs/Wk field and press TAB.
	Banner requires that this be completed.

	33. 
	Type 0 in the Session Credit field and press TAB.
	

	34. 
	Type B1 in the Sess Ind field.
	The Sess Ind value will be used to assign the instructor assignment for that component. (Ex. B1 might refer to Professor Smith who will teach the lab.)

	35. 
	Press ARROW DOWN to the next record in the Meeting Time block.
	The next empty record is highlighted.

	36. 
	Press TAB twice.
	This will complete the Start and End dates.

	37. 
	Press TAB 10 times.
	

	38. 
	Type 1BU in the Build field and press TAB.
	

	39. 
	Type 3XX in the Room field and press TAB.
	

	40. 
	Change the value that has defaulted into the Schd field to DIS and press TAB twice.
	

	41. 
	Type 1 in the Hrs/Wk field and press TAB.
	Banner requires that this be filled out for faculty load purposes.

	42. 
	Type 0 in the Sess Cred field.
	

	43. 
	Type D1 in the Sess Ind field.
	The Sess Ind value will be used to assign the instructor assignment for that component. (Ex. D1 might refer to Professor Taylor who will teach the discussion.)

	44. 
	Click the Save button or press the F10 key to save this record.
	Now your new section has been saved. Transaction complete: X records applied and saved should appear in the auto-help line.


Assign Instructors

	Step
	Action
	Results/Decisions

	45. 
	Click Next Block.
	The Instructor block displays.

	46. 
	Change the default value in the Session Ind field to L1.
	The Sess Ind value will be used to assign the instructor assignment for that component. (Ex. L1 might refer to Professor Smith who will teach the lecture.)

	47. 
	Press F9.
	The Faculty/Advisor Query form (SIAIQRY).

	48. 
	Click Next Block.
	

	49. 
	Press F8 to run a query that will bring up all instructors.
	

	50. 
	Double-click the record for Gloria CheliosXXX.
	You return to the Instructor block and the instructor information is completed.

	51. 
	Press ARROW DOWN to the next available line to enter a new record.
	

	52. 
	Change the default value in the Session Ind field to B1.
	The Sess Ind value will be used to assign the instructor assignment for that component. 

	53. 
	Press F9.
	The Faculty/Advisor Query form (SIAIQRY).

	54. 
	Click Next Block.
	

	55. 
	Press F8 to run a query that will bring up all instructors.
	

	56. 
	Double-click the record for Rose CortezXXX.
	You return to the Instructor block and the instructor information is completed

	57. 
	Click the Save button or press the F10 key to save this record.
	Now your new section has been saved. Transaction complete: x records applied and saved should appear in the auto-help line.

	58. 
	Press the DOWN ARROW to reach the next row.
	

	59. 
	Change the default value in the Session Ind field to D1.
	The Sess Ind value will be used to assign the instructor assignment for that component. 

	60. 
	Press F9.
	The Faculty/Advisor Query form (SIAIQRY).

	61. 
	Click Next Block and press TAB to reach the Last Name field.
	

	62. 
	Type ShannahanXXX and press F8.
	

	63. 
	Double-click the record for Molly ShannahanXXX.
	You return to the Instructor block and the instructor information is completed.

	64. 
	Click Save.
	

	65. 
	Click the Rollback button.
	This takes you back to the Key block where only the Term and the CRN for the entire packaged course will be visible.

Best Practice is to write down the CRN for future reference.
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Fig 1.4.1 The Instructor block of the Schedule form (SSASECT)
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	NOTE: Please notice how the primary instructor defaulted as the first one but under some circumstances, you’ll have to select another instructor as the “Primary Instructor”. 


Basic Package Build Lesson Activity
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	Apply Your Knowledge


Package component sections: 

BADM 6XX – A Lecture (in a room that holds 100 students) and a Laboratory (in a room that holds 20 students). Use zero for the Section ID.

Harrison CurtisXXX will teach the Lecture in Building 1BU, Room 3XX and Michael DaysukXXX will teach the Lab session in Building 1BU, Room 4XX.

Lesson Summary

· Course information from the Course Catalog can default into or restrict the categories of information available for the creation of sections during scheduling.

· Individual components combine with other components to create more complex sections.

· Packaging is the process of connecting two or more course components so that Banner views them as one section with one CRN. 

· Schedule Types at the section level must correspond to schedule types that were entered originally in the Course Catalog

· A coding scheme is used to identify different components in a packaged course. 

Lesson Review

1. What is the relationship between Catalog- and Section-level Schedule Types?

At the section-level schedule types can only be assigned if they were attached 
to the course record. (Topic 1.1)

2. What is a CRN, and when is it assigned in Banner?

CRN stands for Course Reference Number, which is a unique identifying 
number assigned by Banner to each course section that is created on the
 SSASECT form. (Topic 1.1) 
Lesson 2: Packaging Sections with Shared Components

In addition to packaging multiple components into one Course Reference Number (CRN), it is also possible to share components (such as lectures) with other packages.

For example, the College of Engineering plans to offer an Aerospace Engineering lecture class AE 600 in lecture hall 10 that will be led by Professor Barbanti.  The lecture can seat 100 students.

One packaged section (CRN 10789) will be comprised of Professor Barbanti’s lecture -- AE 600, plus a lab and a discussion class for 25 students. Another packaged section (CRN 10790) will use the same lecture AE 600 (that now has the CRN 10789 associated with it) and combine it with a different lab and a discussion class for another 25 students. Two more packaged sections for 25 students, with their own CRN’s, will also include Professor Barbanti’s AE 600 lecture.

Another example is presented below in graphic form. From looking at the picture, can you determine how many sections would have to be set up in Banner?  Notice the relationship between the enrollment limits, the number of sections and the total enrollment of the shared component.
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Packaged Sections


This lesson will discuss how to package sections from two or more CRN’s.

Lesson Length

This lesson takes approximately one hour to complete.

Lesson Objectives

When you have completed the materials presented in this lesson you will be able to:

· Describe the coding scheme to be used with course packaging. 

· Package sessions that utilize shared components across multiple Sections using the appropriate codes.

Topic 2.1: Concerns When Packaging Sections with Shared Components (Multiple CRN’s)

The process for packaging sections that share components starts much the same as the process for packaging sections within one CRN (the basic build). 

However, to accommodate the complication of sharing components across two or more packages, additional steps may be needed in the areas of: Enrollment, Room Assignment, Session Indicators (discussed Topic 1. 4) and Room/Instructor Overrides. 

When more than one section that references the same, shared component (such as a lecture) is packaged, the Banner system reads the situation as a scheduling conflict. (This is part of the system that normally catches real schedule conflicts.)  In order to continue packaging, the Banner conflict detectors must be overridden.
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	NOTE: When the Banner conflict detectors are over-ridden it becomes the responsibility of the person packaging courses to keep track of package variables such as enrollment maximums and room scheduling so that no actual conflicts occur.


Concerns when Packaging Sections with Shared Components

	Category 
	Measures
	Fields and Forms Used

	Enrollment
	It is expected that the enrollment maximum for the lecture component (or whatever is the larger, shared component) is no less than the sum of the enrollment maximums set for each of the CRN’s that include that larger component. 

For example, if five lab components, each with maximum enrollments of 20 students share a lecture component, that lecture will need to accommodate up to 100 students. 
(5 x 20 =100)

If the maximum enrollment of the lecture is less than 100 (based on what the lecture hall can hold or optimal class size), either the number of packaged labs will need to be reduced to reduce the sum of lab enrollments, one or more of the lab maximum enrollments will need to be reduced to reduce the sum of lab enrollments, or all sections that share the component will need to be cross-listed and the maximum enrollment of the lecture set as the cross-list maximum.
	Enrollment Data block of the SSASECT Form
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	HINT: Also remember that the enrollment that you set for each package in SSASECT must be equal to the enrollment of its smallest component. This is to ensure that enrollment for the CRN does not exceed what the smallest component can accommodate. 

	Room Assignment
	When a component is shared across a CRN, it also shares a room; re-listing the shared component in a second and subsequent CRN’s will cause a room conflict error with the original listing of that room. 

To override this error, it is necessary to navigate to the O field on the Meeting block of SSASECT and enter the value “R” to override the room conflict error. While this step makes it possible to schedule components across CRN’s in Banner, it also illustrates the need to monitor enrollment limits and room assignments for schedule components that are shared across CRN’s, since Banner processing does not recognize the six scheduled lecture meetings as one meeting. As you build a new package with a shared component, best practice would be to check in Banner just what the room’s capacity is in order to avoid overbooking the room across packages.
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NOTE: Once an Override is entered, the field can no longer be updated. To make changes, you will need to delete the meeting record and create a revised meeting record that reflects the change.

If a group of Packaged CRN’s is originally set up as above – 100 students in the shared lecture components and 20 students in each of the five lab components – and the unit later determines that an additional 20 seat lab section is needed and the lecture will also need to expand by 20, care must be taken to confirm that the room in which the shared lecture was scheduled will accommodate 120 students or another room must be found.
(100 + 20 =120)
	Scroll to the right portion of the Meeting Time block and type an R in the O field on the SSASECT.

	Instructor Override
	For re-listed components, assigning the same instructor to a meeting time to which the instructor has already been assigned will produce a time conflict error; this error will need to be overridden by entering an “O” in the “O” field (Override) field for that instructor. 
	O field on Instructor block of SSASECT
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Fig 2.1.1 A Section Packaged with a Shared Component

Topic 2.2: Packaging Sections with Shared Components

Step-by-Step Procedures (Shared Components)

Topic 1.4 presented the basic steps needed to package course components into a single package. Packaging components with a shared component uses the same exact steps that were used to input information on the Section Information block and Enrollment block of the SSASECT form. The process for packaging components with a shared component differs in the steps that take place on the Meeting and Instructor blocks, specifically in the codes that are entered in the Sess Ind field and Room/Instructor overrides.

In the next exercise, we will introduce the following scenario:  We are creating another package of VP 1XX that will share the same lecture component.  This section will share the Lecture class from the previous package. 
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	NOTE: While it is not a specific Banner function, you need to confirm the room assigned for the lecture holds the number of students enrolled


The Composition of the Two Packages

VP 1xx Package in Topic 1.5     
This VP 1xx Package (with L1 as the Shared Component)

LEC  --  L1            


LEC  --  L1

LAB  --  B1



LAB  --  B2

DIS  --  D1



DIS  --  D2

Primary Block Information

	Step
	Action
	Results/Decisions

	1. 
	Using the Menu or Direct Access, display the Schedule form (SSASECT). 
	SSASECT appears with the cursor in the Term field.

	2. 
	Type the term 1200XX in the Term field of the Key block.
	

	3. 
	Press TAB to access the Course Reference Number (CRN) field.
	The cursor moves to the second field and “Course Ref. Number” appears on the form in front of the field.

	4. 
	Type ADD in the Course Ref Number (CRN) field. 
	

	5. 
	Click the Next Block button. 
	This moves the cursor to the Subject field in the Section Information block.

	6. 
	Type VP in the Subject field and press TAB.
	General Pathology displays in the name field.

	7. 
	Type 1XX in the Crse Number field and press TAB four times to reach the Campus field.
	Leave the Section ID as zero when multiple versions of the packaged course will be created, otherwise enter a distinguishing code for Section ID.

If zero is left in this field, multiple versions of this section arrangement can be copied later.

However, information in the Meeting and Instructor blocks will not be copied.

	8. 
	Type100 in the Campus field.
	

	9. 
	Press TAB to access the next field and type A in the Status field.
	

	10. 
	Press TAB to access the next field and type PKG in the Schd Type field.
	Every Package must have this Schedule type listed here.

	11. 
	Press TAB seven times to access the Part/Term field and type 1.
	

	12. 
	Press TAB thirteen times to reach the Enrollment block.
	The Attendance Method Information pop-up screen displays after pressing TAB the twelfth time. Press TAB again to reach the Enrollment block. 


Enrollment and Meeting Time Information

	Step
	Action
	Results/Decisions

	1. 
	Press TAB to reach the Maximum field of the Enrollment block if the cursor is not already there.
	

	2. 
	Type 25 and press TAB twice to reach the Projected field.
	 

	3. 
	Type 25.
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	NOTE: Even though our lecture section holds 50, remember that 25 of those students will enroll in the other package (the one we set up in the last lesson). 

The rule of thumb still holds true: Packages are always set with an enrollment equal to what their smallest component can hold!

	4. 
	Click the Save button or press the F10 key to save this record.
	Now your new section has been saved. Transaction complete: X records applied and saved should appear in the auto-help line.

	5. 
	Click Next Block.
	The Meeting Time block displays.

	6. 
	Press TAB twice.
	This will complete the Start and End dates. 

	7. 
	Press TAB 10 times.
	

	8. 
	Type 1BU in the Build field and press TAB.
	

	9. 
	Type 1XX in the Room field and press TAB.
	This is the same room as the lecture session from the last package.

	10. 
	Change the value that has defaulted into the Schd field to LEC and press TAB.
	

	11. 
	Type R in the O(verride) field and press TAB.
	

	12. 
	Type 3 in the Hrs/Wk field and press TAB twice.
	Banner requires that this be filled out for faculty load purposes.

	13. 
	Type L1 in the Sess Ind field
	The Sess Ind value will be used to assign the instructor assignment for that component. 

The number 1 in the Session Indicator indicates that this meeting is a re-listing of the lecture component that created previously. 

	14. 
	Click the Save button or press the F10 key to save this record
	Now your new section has been saved. Transaction complete: X records applied and saved should appear in the auto-help line.

	15. 
	Press ARROW DOWN to the next record in the Meeting Time block.
	The next empty record is highlighted.

	16. 
	Press TAB twice.
	This will complete the Start and End dates.

	17. 
	Press TAB 10 times.
	

	18. 
	Type 1BU in the Build field and press TAB.
	

	19. 
	Type 4XX in the Room field and press TAB.
	

	20. 
	Change the value that has defaulted into the Schd field to LAB and press TAB twice.
	

	21. 
	Type 4 in the Hrs/Wk field and press TAB.
	Banner requires that this be filled out for faculty load purposes.

	22. 
	Type 0 in the Sess Cred field.
	

	23. 
	Type B2 in the Sess Ind field.
	The Sess Ind value will be used to assign the instructor assignment for that component. 

The number 2 in the Session Indicator denotes the second lab packaged with the shared lecture.

	24. 
	Press ARROW DOWN to the next record in the Meeting Time block.
	The next empty record is highlighted.

	25. 
	Press TAB twice.
	This will complete the Start and End dates.

	26. 
	Press TAB 10 times.
	

	27. 
	Type 1BU in the Build field and press TAB.
	

	28. 
	Type 5XX in the Room field and press TAB.
	

	29. 
	Change the value that has defaulted into the Schd field to DIS and press TAB twice.
	

	30. 
	Type 1 in the Hrs/Wk field and press TAB.
	Banner requires that this be filled out for faculty load purposes.

	31. 
	Type 0 in the Sess Cred field.
	

	32. 
	Type D2 in the Sess Ind field.
	The Sess Ind value will be used to assign the instructor assignment for that component. 

The number 2 in the Session Indicator denotes the second discussion packaged with the shared lecture.

	33. 
	Click the Save button or press the F10 key to save this record
	Now your new section has been saved. Transaction complete: X records applied and saved should appear in the auto-help line.


Instructor Information

	Step
	Action
	Results/Decisions

	1. 
	Click Next Block.
	The Instructor block displays.

	2. 
	Change the default value in the Session Ind field to L1.
	The Sess Ind value will be used to assign the instructor assignment for that component. (Ex. L1 might refer to Professor Smith who will teach the lecture.)

	3. 
	Press F9.
	The Faculty/Advisor Query form (SIAIQRY) displays.

	4. 
	Click Next Block.
	

	5. 
	Press F8 to run a query that will bring up all instructors.
	

	6. 
	Double-click the record for Gloria CheliosXXX.
	You return to the Instructor block and the instructor information is completed.

	7. 
	Press TAB twice.
	

	8. 
	Type O in the O(verride) field.
	The instructor is shared between components, so you will get a conflict that needs to be overridden.

	9. 
	Press ARROW DOWN to the next available line to enter a new record.
	

	10. 
	Change the default value in the Session Ind field to B2.
	The Sess Ind value will be used to assign the instructor assignment for that component. 

	11. 
	Press F9.
	The Faculty/Advisor Query form (SIAIQRY) displays.

	12. 
	Click Next Block and press TAB to access the Last Name field.
	

	13. 
	Type HullXXX and press F8 to run a query.
	

	14. 
	Double-click the record for Philip HullXXX.
	You return to the Instructor block and the instructor information is completed.

	15. 
	Press ARROW DOWN to the next available line to enter a new record.
	

	16. 
	Change the default value in the Session Ind field to D2.
	The Sess Ind value will be used to assign the instructor assignment for that component. 

	17. 
	Press F9.
	The Faculty/Advisor Query form (SIAIQRY) displays.

	18. 
	Click Next Block and press TAB to access the Last Name field.
	

	19. 
	Type McCartyXXX and press F8 to run a query.
	

	20. 
	Double-click the record for Ginger McCartyXXX.
	You return to the Instructor block and the instructor information is completed.

	21. 
	Click the Save button or press the F10 key to save this record.
	Now your new section has been saved. Transaction complete: x records applied and saved should appear in the auto-help line.

	22. 
	Click the Rollback button.
	This takes you back to the Key block where only the Term and the CRN for the entire packaged course will be visible.

Best Practice is to write down the CRN for future reference.


Shared Component Packages Lesson Activity
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	Apply Your Knowledge


For this activity, package an Aerospace Engineering (AE 4XX) entitled, “Aircraft Safe Feature Dsgn”. 

· Package 1 components will include a lecture (200 student max), one lab (25 student max) and one discussion class (also 25 student max). 

· Package 2 components will include the same lecture (200 student max), one lab (25 student max) and one discussion class (also 25 student max).

· The Lecture will be taught by Lucinda DraperXXX in Building 1BU, Room 6XX on M, W, F from 10:00 to 10:50.

· The Lab and Discussion sessions will all be taught at times to be announced by a teaching assistant named Dimitri FederovXXX in Building 1BU, Room 2XX (lab) and Room 4XX (discussion). Hint: Since the lab and discussion sessions are no doubt at different times between the two packages, there would be no need to Override him for instructor conflicts.

Lesson Summary

· Course components can be shared between two or more packaged sections (and Course Reference Numbers). 

· Because components can be shared with other packages, the two-digit Session Ind number becomes an important tool in distinguishing which components are being packaged are new and which are shared.

· When components are shared across CRN’s, Banner views them as schedule conflicts

· Packaging with shared components requires that manual overrides be used to eliminate Banner schedule conflict warnings.

· The person packaging with shared components must make sure no real schedule conflicts arise while the safeguards are overridden.

Lesson Review

3. Why might it become necessary to package shared components?

Larger components, like lectures, typically have the capacity to serve more 
than one packaged section. When a component is assigned to one package it
 is associated with one CRN. In order to create another package that will share
 the lecture, the resulting package must cross over two CRNs (the previous one
 and the new one). (Lesson 2 Overview)

4. How does one stop the Banner scheduling conflict messages that occur when a component is shared between packages? 

By entering an R in the O field of the Meeting Time Block of SSASECT for 
Room conflicts and entering O in the O field of the Instructor Block of
 SSASECT (Topic 2.2)
5. What logistical room concern must be kept in mind as one packages shared components?

Care must be taken to ensure that the combined capacity of individual 
packages does not exceed the maximum capacity of the shared course
 component. (Topic 2.2) 
Lesson 3: Linking Sections

Linking is the way to connect component sections in order to create a complex course that will be used most often at UIUC. Unlike packaging, linking creates relationships between course components while retaining unique individual Course Reference Numbers (CRN’s) for each component.

This lesson will explain the linking process and outline the procedure needed to link components. 

Lesson Length

This lesson takes approximately one hour and 20 minutes to complete.

Lesson Objectives

When you have completed the materials presented in this lesson you will be able to:

· Define terminology related to linked sections.

· Link sections in Banner.

· Describe the embedded coding scheme used for linking and its implications in practice.

Lesson Process Flow Diagram


[image: image25.wmf]Coding Scheme for Linked Sections in Banner

Link ID 

 -- Entered in the 

Link Ident

 field.  Identifies the section currently being viewed on SSASECT.  The

ID code is an alpha character followed by a letter indicating the schedule type.   (Ex.  First linkage = A

Lecture = L, so  

AL

 .)

Section ID

  -- Entered in the 

Section

 field. This 

information only

 code helps the user track to which linkage

group a component belongs and which component it is, where multiple combinations are possible.  The

Section ID code is the Link ID code followed by a number. (Ex. AL1 = where component is in link grouping A

and is a Lecture. It is also the first of possible lecture components in the "A" grouping. )

Start

Does Course

exist?

"Create a

Course in

Banner"

No

Yes

NEXT

BLOCK

Will the section

be graded?

Set credit and

billing value as

appropriate

Save and exit

SSASECT

Yes

End

No

Go to SSADETL

form, enter term and

CRN of section to

which first section is

being linked

NEXT

BLOCK

Enter Link ID from

first section in Link

Connector field of

Section Links

Block

Go to

SSASECT

form, enter

Term and CRN

in Key Block

Does Section to

be Linked Exist?

"Create a

Section in

Banner"

No

Set credit and

billing hour

values to zero,

uncheck

gradable box

Save and exit

SSADETL

Enter Link ID and

update Section

ID according to

coding scheme

CS

Linked Sections in Banner

CS


Topic 3.1: Definitions of Linking Terminology
Elements of linked courses will be somewhat familiar to anyone acquainted with the Banner Catalog module, basic Banner course scheduling and/or the packaging method described in Lesson 1 and Lesson 2. Linking, like packaging, builds upon the information and records emanating from the Master Course Catalog. On the other hand, Linking also introduces some new concepts and terms. This topic will define and explain some of the more vital concepts and terms used when discussing Linking sections of a course. 

Components and Linking

As mentioned previously, components are individual instructional sessions that are combined to create more complex university course offerings. For example, a Theater class might include a classroom lecture where acting methods are presented to a large group, but also a smaller practice or laboratory class where students get a chance to implement those acting techniques. Each of the instructional sessions in the example (lecture or practice) could be referred to a component of the overall Theater course.

The key to setting up linked sections is the relationship between the Link Identifier on Schedule form (SSASECT) and the Link Connector on Schedule Detail Information form (SSADETL).
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	NOTE: Please refer to the glossary in the back of this guide or ask your instructor if you become confused at any point regarding the various concepts.


The most common reason for linking is when the sections are set up as different schedule types of the same course, such as a lecture section and a lab section. In such a situation, a lecture for 100 students could be scheduled under one CRN, and that section could then be linked to four 25-student lab sections of the same course. (This is the example demonstrated in the table on the next page.)

Linking only works between sections of the same course (e.g. cannot link a math course to an English course to a chemistry course). 

Course Credit

An important consideration when setting up linked sections is credit: if more than one section of a linked group carries credit/is graded/rolls to Academic History, then the appropriate amount of credit needs to be assigned to each section; these credit values must have been defined for the course on SCACRSE. If only one section of a linked group is to carry the credit, bear the grade and roll to Academic History, then the remaining section(s) should be set up for zero credit and zero billing hours and the Gradable indicator (first block of SSASECT) should be unchecked; if unchecked, the section will not roll to Academic History. 
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	NOTE: To schedule a section for zero credit, zero credit must be an option that has been defined for the course on SCACRSE.


Linking Sections

When we say “Linking Sections”, we are referring to implementing the proper codes during our section build so that Banner will enforce the link during student registration.

At registration, it works like this: Whichever of the linked sections that the student registers for, Banner will go to SSADETL for that course and find its Link Connector. Whatever codes are listed there, Banner will enforce that the student must also concurrently enroll for other sections of the same course where the section’s Link ID matches the Link Connector code. 

So, for example, when a Student enrolls in CRN=20001 (Lecture), then Banner will force that student to also register for only one of the following labs: 20003, 20004, 20005, or 20006 since each of those sections also share the “AB” code.

Why Link? 

At this point, we should consider the strengths and weaknesses of Linking. 

Advantages and Disadvantages of Linking

	Advantages
	Disadvantages

	Easier for Institutional Reporting to track course offering and faculty load information.
	Students must enroll in more than one CRN.

	Only one roster for large component that is shared by multiple smaller components.
	Error message for “incomplete” registration is cryptic (LINK ERROR:  XX Required).

	Seat and location management of components is easier with a link (the large lecture is independent of the smaller sections).
	

	Scheduling sections is straightforward: one schedule/meeting time/place per CRN.
	

	Direct relationship between seat max and room max.
	


So, to review: “Linking” in Banner refers to the ability to connect separate course sections to create a composite section. Linking allows course components to be created under separate CRN’s and connects them with corresponding reference codes. Banner reads the codes and requires that the separate parts be included for complete registration.

Obviously, great care must be given to thinking out the coding scheme before you ever build a linked section. The next topic goes into detail about planning out your Linking code schema.

Topic 3.2: Linking Sections—Pre-planning
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By linking the sections, the requirement that a lecture section must be taken concurrently with a lab section can be enforced at registration: a student must select both a lecture section and a lab section in order to successfully register for the course. If the lecture section were divided into two lectures of 100 students each, the department could require that either lecture be taken with any lab, or it could specify that one lecture be paired with one of five labs, and the other lecture be paired with the other five labs.

	CRN “Section Type”
	Section ID
	Schedule Type
	Link Identifier (SSASECT)
	Link Connector (SSADETL)
	Class Max

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Here is a modified version of our Linking Job Aid. We will use this to demonstrate the pre-planning process. We will use this worksheet to demonstrate how the coding scheme is used for a basic link…

Step 1- Determine the structure of your Link. For example, the basic link is “One-to-Many” (usually one Lecture to one-of-many possible Labs or Discussions)

Step 2- The 2nd place of the Link ID will be according to the following coding scheme (see handout for other schedule types):

· Lecture
= L

· Lab = B 

· Quiz = Q 

· Discussion = D 

· Lab-discussion - Y
· Lecture-discussion - E
Step 3- The 1st character of the Link ID will be a “one-upped” alpha-character. This is only incremented for each NEW group of sections. So, for example all of these labs are in the same group (any of the labs can be linked to the lecture), so they would all start with “A”

Step 4- The 3rd Digit of the Section ID is also a consideration. The Section ID is the Link ID with a “one-upped” number or alpha-character that represents the different times that the same component is being offered within a group. In this example, the 4 different labs are numbered AB1, AB2, etc.   If you have more than 9 sections that will be linked, it’s suggested to use the alpha-characters instead of numbers for listing purposes online.
Step 5- The Link Connector (Remember, this is what Banner looks at FIRST) must be added in SSADETL. This will be equal to the Link Identifier of the other section(s). The link connector signifies “What else do I have to take?”

Next we can look at exactly where these various codes will be entered in Banner:
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Fig 3.2.1 Linking using the Schedule form (SSASECT)
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Fig 3.2.2 Linking using the Schedule Detail form (SSADETL)

	[image: image31.png]



	NOTE: The error message a student receives in web registration when failing to register for all linked sections is somewhat cryptic: “LINK ERROR: XX REQUIRED,” where XX is the two-character Link Identifier. Since the schedule of classes as displayed in Banner Web registration does not display links, students will likely have trouble resolving such registration errors.  However, students will see a section ID that has the link ID embedded in it.  This should help them resolve registration errors.


Linking Sections—Basic Understanding and Pre-planning Activities
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	Apply Your Knowledge


6. This topic has introduced terms and concepts related to linking. In the activity below, read the following statements and indicate whether it is true or false for linking: 

Each component has its own Course Reference Number (CRN)

The Schedule Types for all the components are updated in the Meeting block of SSASECT.  FALSE
A code is entered in the Link Ident field on the SSASECT form.

Components are connected via the SSADETL form.

If the student doesn’t register for all the necessary components online, a cryptic error message will occur.

Each combination of components is identified by one CRN.  
FALSE

7. Now, go ahead and fill out a worksheet to plan out the following basic link. You don’t know the CRN’s yet, but plan out the coding scheme in order to link one lecture to one of six different discussions.  The Class Max for the Lecture is 120.
	CRN “Section Type”
	Section ID
	Schedule Type
	Link Identifier (SSASECT)
	Link Connector (SSADETL)
	Class Max

	Lecture
	AL1
	LEC
	AL
	AD
	120

	Discussion1
	AD1
	DIS
	AD
	AL
	20

	Discussion2
	AD2
	DIS
	AD
	AL
	20

	Discussion3
	AD3
	DIS
	AD
	AL
	20

	Discussion4
	AD4
	DIS
	AD
	AL
	20

	Discussion5
	AD5
	DIS
	AD
	AL
	20

	Discussion6
	AD6
	DIS
	AD
	AL
	20


Topic 3.3: Link Coding Scheme In-Depth

Not all links will be the “One-to-Many” scenario as it is described in the previous topic. Often links will be “Many-to-Many” in nature. The coding scheme provides for all of these possibilities as well. This topic will explore the coding scheme even more fully.

Link Identifiers

Link Identifiers are two-digit codes used to signal Banner which sections of a course should be connected to one another for registration purposes. 

The first character of the two-character ID will be a “one-up” alpha character that is unique for each group of linked sections. 

The second character is an alpha character identifying the Schedule Type.

Sample Values

· Lecture: 
L

· Lab: 
B 

· Quiz: 
Q 

· Discussion
D 

· Lab-discussion
Y
· Lecture-discussion
E 

In Example 1 -- a two hundred seat lecture linked to any one of ten 20-seat labs -- there is one group of linked sections; all would be assigned an “A” as the first character. 

In Example 2 (below), one 100-seat lecture is paired with five 20-seat labs and a second 100-seat lecture is paired with five other 20-seat labs, there are two groups of linked sections. The first group would be assigned an “A” as the first character, and the second group would be assigned a “B” as the first character. Notice how the second character corresponds to the schedule type of the section: 

Example 1

Example 2
200-seat lecture: 
AL
First 100-seat lecture: 
AL

Each 20-seat lab:
AB
First five 20-seat labs:
AB



Second 100-seat lecture:
BL



Second five 20-seat labs:
BB

Since Section ID’s are displayed in the Banner web registration, embedding the Link Identifier’s (which are referenced in the error message) in the Section ID’s will help students identify which sections of a course will resolve the link error. The Section ID will be a three-character alphanumeric field, the first two characters will be the Link Identifier for the course, and the last character will be a one-up alphanumeric character to differentiate between sections of the same schedule component within a linked group. To see how this third character would be applied to examples 1 and 2 look at the sample section ID’s that follow: 

Example 1

       Section ID         
Example 2                             Section ID
200-seat lecture: 
AL1
First 100-seat lecture: 
AL1

First 20-seat lab:
AB1
First 20-seat lab:
AB1

Second 20-seat lab:
AB2
Second 20-seat lab:
AB2

Third 20-seat lab:
AB3
Third 20-seat lab:
AB3

Fourth 20-seat lab:
AB4
Fourth 20-seat lab:
AB4

Fifth 20-seat lab:
AB5
Fifth 20-seat lab:
AB5

Sixth 20-seat lab:
AB6
Second 100-seat lecture
BL1

Seventh 20-seat lab:
AB7 
Sixth 20-seat lab:
BB1

Eighth 20-seat lab:
AB8
Seventh 20-seat lab:
BB2

Ninth 20-seat lab:
AB9
Eighth 20-seat lab:
BB3

Tenth 20-seat lab:
ABA 
Ninth 20-seat lab:
BB4



Tenth 20-seat lab:
BB5

If the sections were set up as in Example 2, and a student who attempted to register only for the first 100-seat lecture (section AL1) received the error message “LINK ERROR: AB REQUIRED, “ the student would be better able to determine that a section where the Section ID starts with AB satisfies the link requirement.
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Example 1: Linking Labs with a Lecture
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The graphic above once again shows us a “One-to-Many” scenario. Now let’s look at a typical “Many-to-Many” scenario…an “Any combination allowed” Many-to-Many where the students pick one from each of the available schedule types.  The example shows eight labs and two lectures, where any lab can be taken with any lecture.
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Example 2: Any Lab with any Lecture
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Finding the Missing Link Activity
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	Apply Your Knowledge


Study the table below, which illustrates how all the course components of Veterinary Pathobiology (VP) Course 400 will be linked. Based on the numbering scheme discussed in this topic, write in the missing codes ion the blank cells. 
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	HINT: Remember to go through your worksheet steps from the explanation given in Topic 3.2 to try to recreate what this link is all about. 

Remember, this is “Many-to-Many”, so students have a choice for each of the various components!


	SCHED TYPE
	SUBJ
	CRSE#
	SECT ID
	LINK ID
	LINK CONNECT
	CLASS MAX

	DIS
	VP
	400
	AD1
	
	AB, AP
	

	
	VP
	400
	
	AD
	
	40

	
	VP
	400
	AB1
	
	
	

	
	VP
	400
	
	
	
	20

	
	VP
	400
	
	
	AD, AP
	

	LAB
	VP
	400
	
	AB
	
	

	PR
	VP
	400
	
	AP
	
	

	
	VP
	400
	
	
	
	20

	
	VP
	400
	AP3
	
	
	

	
	VP
	400
	
	
	AD, AB
	


Topic 3.4: Linking
The previous topic explained the term “Linking”, as used in Banner. This topic will present the forms and procedures necessary to actually create linked sections. 

Sections are created from the Course Catalog record. Sections are then combined in the packaging process or the linking process. The Banner Schedule form (SSASECT) is used to perform all of these scheduling processes. 

Schedule Detail Information Form (SSADETL)
The Schedule Detail Information form (SSADETL) can be accessed from the initial Banner menu using the path provided below or by locating the form on the Options Menu bar (while in the SSASECT form). 
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Fig 3.4.3

The Linking Procedure

We will now link a lecture, a lab, and two discussions of a 400-level class in your department. All students must take one of each (we’ll only have one lecture and one lab, but a choice of two discussions to take).

The linking procedure starts the same way as the creation of a section in Banner. 

	Step
	Action
	Results/Decisions

	66. 
	Using the Menu, display the Schedule form (SSASECT). 
	The Schedule form appears with the cursor in the Term field. 

	67. 
	Type the term 1200XX in the Term field of the Key block.
	

	68. 
	Press TAB to advance to the Course Ref Number (CRN) field. 
	The cursor moves to the second field and “Course Ref. Number” appears on the form in front of the field.

	69. 
	Type ADD in the Course Ref Number (CRN) field. 
	

	70. 
	Click the Next Block button. 
	This moves the cursor to the Subject field in the Section Information block.

	71. 
	Type XXXX in the Subject field.  Press TAB to access the Crse Number field.
	

	72. 
	Type 4XX in the Crse Number field.
	Pick a 400-level class in your department

	73. 
	Press TAB twice.
	

	74. 
	Type AL1 for the Section ID. 
	

	75. 
	Press TAB twice and type100 in the Campus field.
	

	76. 
	Press TAB to access the next field and type A in the Status field.
	

	77. 
	Press TAB to access the next field and type LEC in the Schd Type field.
	This indicates that the first lecture course is being scheduled.

	78. 
	Press TAB seven times to access the Part/Term field and type 1.
	

	79. 
	Press F3 to access the Enrollment block.
	You can also tab 13 times to access the Enrollment block.

	80. 
	Type the enrollment limit for the lecture section. Type 25 and press TAB twice.
	Similar to Packaging, the user needs to have some idea of the overall enrollment needs prior to building the sections. We have 25 students that need to be enrolled overall, so we enter that.

	81. 
	Type 25 in the Projected field.
	

	82. 
	Press Next Block back to SSASECT.
	You return to the Section information block.

	83. 
	Press TAB thirteen times to reach the. Credit/CEU Ind field.
	You may also click on the box below Credit/CEU Ind field with your mouse.

	84. 
	Type X (the credit value of the course) under the Credit/CEU Ind field and press TAB.
	We will proceed as though this is the graded section.

	85. 
	Type X  under the Billing field.
	

	86. 
	Press TAB three times to reach the Link Ident field.
	

	87. 
	Type AL in the Link Ident field.
	

	88. 
	Click the Save button or press the F10 key to save this record
	Now your new section has been saved. Transaction complete: x records applied and saved should appear in the auto-help line.


Meeting Information

	Step
	Action
	Results/Decisions

	89. 
	Click Next Block to reach the Meeting Time block.
	The Meeting Time block displays.

	90. 
	Tab through the Start and End Dates and check the Tuesday and Thursday checkboxes.
	The Start Date, End Date, Days, and Start –End Time are completed: T, Th: 8-9:20.

	91. 
	Tab to the Start Time field and type 0800.
	This will automatically take you to the End Time field.

	92. 
	Type 0920 in the End Time field.
	

	93. 
	Tab to Build field and type 1BNR and press TAB.
	

	94. 
	Type 1XX in the Room field and press TAB twice.
	

	95. 
	Click the Save button or press the F10 key to save this record.
	Now your new section has been saved. Transaction complete: x records applied and saved should appear in the auto-help line.


Assign Instructors 

	Step
	Action
	Results/Decisions

	96. 
	Click Next Block.
	The Instructor block displays.

	97. 
	Press TAB to reach the ID field.  
	

	98. 
	Click Search button or press F9. 
	The Faculty/Advisor Query form (SIAIQRY) displays.

	99. 
	Click Next Block.
	

	100. 
	Press TAB to reach the Last Name field.
	

	101. 
	Type XXXX in the Last Name field and Press F8 to execute the query.
	

	102. 
	Double-click on the record for the instructor.
	

	103. 
	Click the Save button or press the F10 key to save this record
	Now your new section has been saved. Transaction complete: x records applied and saved should appear in the auto-help line.


Identify Sections of a course that will be linked to the Original Section

	Step
	Action
	Results/Decisions

	104. 
	Display the SSADETL form, by selecting SSADETL from the Options Menu on SSASECT.
	The Schedule Detail form (SSADETL) will display details about the section previously opened.

	105. 
	Click the Next Block button to access the first field in the Section Links block.
	

	106. 
	Type AB. 
	This signals Banner that a student registering for the AL lecture course must also register for a laboratory class as well.

	107. 
	Press the DOWN ARROW to reach the next Section Links field.
	

	108. 
	Type AD.
	This signals Banner that a student registering for the AL lecture course must also register for a discussion session in addition to the lab class.

	109. 
	Click the Save button or press the F10 key to save this record.
	Now the Section Links associated with the new section has been saved. Transaction complete: 2 records applied and saved should appear in the auto-help line.

	110. 
	Click Exit back to SSASECT
	


The result is that the lecture component (AL) is now linked in Banner to the lab component (AB) and a discussion component (AD). Students registering for the lecture component will have to also take the lab and the discussion section. 

Now we will make the Lab component.

	Step
	Action
	Results/Decisions

	1. 
	Type the term 1200XX in the Term field of the Key block.
	

	2. 
	Tab to the Course Ref Number (CRN) field.
	The cursor moves to the second field and “Course Ref. Number” appears on the form in front of the field.

	3. 
	Type ADD in the Course Ref Number (CRN) field. 
	

	4. 
	Click the Next Block button.
	This moves the cursor to the Subject field in the Section Information block.

	5. 
	Type XXXX in the Subject field.  Press TAB.
	

	6. 
	Type 4XX in the Crse Number field.
	

	7. 
	Press TAB twice.
	

	8. 
	Type AB1 for the Section ID.
	This indicates that the first lab course is being scheduled.

	9. 
	Press TAB twice and type100 in the Campus field.
	

	10. 
	Press TAB to access the next field and type A in the Status field.
	

	11. 
	Press TAB to access the next field and type LAB in the Schd Type field.
	

	12. 
	Press TAB seven times to access the Part/Term field and type 1.
	

	13. 
	Press F3 to access the Enrollment block.
	

	14. 
	Type the enrollment limit for the lecture section. Type 25 and press TAB twice to reach the Projected field.
	

	15. 
	Type 25 in the Projected field.
	

	16. 
	Press Next Block back to SSASECT.
	

	17. 
	Press TAB 13 times to reach the Credit/CEU Ind field.
	

	18. 
	Type 0 under the Credit/CEU Ind field and press TAB.
	This is the non-graded section. 

	19. 
	Type 0 under the Billing field.
	

	20. 
	Press TAB three times to reach the Link Ident field.
	

	21. 
	Type AB in the Link Ident field 
	

	22. 
	Press TAB two times to reach the Gradable check box.
	

	23. 
	Clear the Gradable check box using the spacebar.
	This is the non-graded section.

	24. 
	Click the Save button or press the F10 key to save this record.
	Now your new section has been saved. Transaction complete: 1 records applied and saved should appear in the auto-help line.

	25. 
	Click Next Block to reach the Meeting Time block.
	

	26. 
	Tab through the Start and End Dates and check the Monday checkbox.
	The section meets Mondays, 6-9:20 pm.

	27. 
	Tab to the Start Time field and type 1800.
	This will automatically take you to the End Time field.

	28. 
	Type 2120 in the End Time field.
	

	29. 
	Tab to Build field and type 1BNR and press TAB.
	

	30. 
	Type 2XX in the Room field and press TAB twice.
	

	31. 
	Click the Save button or press the F10 key to save this record.
	Now your new section has been saved. Transaction complete: x records applied and saved should appear in the auto-help line.

	32. 
	Click Next Block.
	The Instructor block displays.

	33. 
	Place cursor in ID field.
	

	34. 
	Press F9 or click the ID button
	The Faculty/Advisor Query form (SIAIQRY) displays.

	35. 
	Click Next Block and press TAB to reach the Last Name field.
	

	36. 
	Type XXXX and press F8 to run a query.
	Instructor will give you the name to use

	37. 
	Double-click on the record for XXXX.
	

	38. 
	Click the Save button or press the F10 key to save this record.
	Now your new section has been saved. Transaction complete: x records applied and saved should appear in the auto-help line.

	39. 
	Display the SSADETL form, by selecting SSADETL from the Options Menu on SSASECT 
	The Schedule Detail form (SSADETL) will display details about the section previously opened. 

	40. 
	Click the Next Block button to access the first field in the Section Links block.
	

	41. 
	Type AL. 
	This signals Banner that a student registering for the AB lab section must also register for a lecture class as well. 

	42. 
	Press the DOWN ARROW to reach the next Section Links field.
	

	43. 
	Type AD.
	This signals Banner that a student registering for the AB Lab section must also register for a discussion session in addition to the lecture class.

	44. 
	Click the Save button or press the F10 key to save this record
	Now the Section Links associated with the new section has been saved. Transaction complete: x records applied and saved should appear in the auto-help line.

	45. 
	Click Exit to return to SSASECT.
	


Now we will make the first discussion component.

	Step
	Action
	Results/Decisions

	1. 
	Type the term 1200XX in the Term field of the Key block.
	

	2. 
	Tab to the Course Ref Number (CRN) field. 
	The cursor moves to the second field and “Course Ref. Number” appears on the form in front of the field.

	3. 
	Type ADD in the Course Ref Number (CRN) field. 
	

	4. 
	Click the Next Block button. 
	This moves the cursor to the Subject field in the Section Information block.

	5. 
	Type XXXX in the Subject field.
	

	6. 
	Type 4XX in the Crse Number field.
	

	7. 
	Press TAB twice.
	.

	8. 
	Type AD1 for the Section ID.
	

	9. 
	Press TAB twice and type100 in the Campus field.
	

	10. 
	Press TAB to access next field and type A in the Status field.
	

	11. 
	Press TAB to access the next field and type DIS in the Schd Type field.
	This indicates that the first lecture course is being scheduled.

	12. 
	Press TAB seven times to access the Part/Term field and type 1.
	

	13. 
	Press F3 to access the Enrollment block.
	

	14. 
	Type the enrollment limit for the lecture section. Type 10 in Max and Projected fields.
	Ten students can enroll for this discussion, fifteen for the other one (that we’ve yet to create).

	15. 
	Press Next Block.
	

	16. 
	Press TAB thirteen times to reach the Credit/CEU Ind field.
	

	17. 
	Type 0 under the Credit/CEU Ind field and press TAB. 
	

	18. 
	Type 0 under the Billing field. 
	

	19. 
	Press TAB three times to reach the Link Ident field.
	

	20. 
	Type AD in the Link Ident field and press TAB
	

	21. 
	Press TAB three times to reach the Gradable check box.
	

	22. 
	Clear the Gradable check box using the spacebar.
	This is the non-graded section.

	23. 
	Click the Save button or press the F10 key to save this record.
	Now your new section has been saved. Transaction complete: x records applied and saved should appear in the auto-help line.

	24. 
	Click Next Block to reach the Meeting Time block.
	

	25. 
	Tab through the Start and End Dates and check the Thursday checkbox.
	The section meets Thursdays, 6-9:20 pm.

	26. 
	Tab to the Start Time field and type 1800.
	This will automatically take you to the End Time field.

	27. 
	Type 2120 in the End Time field.
	

	28. 
	Tab to Build field and type 1BNR and press TAB.
	

	29. 
	Type 2XX in the Room field and press TAB twice.
	

	30. 
	Click the Save button or press the F10 key to save this record.
	Now your new section has been saved. Transaction complete: x records applied and saved should appear in the auto-help line.

	31. 
	Click Next Block.
	The Instructor block displays.

	32. 
	Place cursor in ID field.
	

	33. 
	Press F9 or click the ID button.
	The Faculty/Advisor Query form (SIAIQRY) displays.

	34. 
	Click Next Block.
	

	35. 
	Click Next Block and press TAB to reach the Last Name field.
	

	36. 
	Type XXXX and press F8 to run a query.
	Instructor will give you the name to use

	37. 
	Double-click on the record for XXXX.
	

	38. 
	Click the Save button or press the F10 key to save this record.
	Now your new section has been saved. Transaction complete: x records applied and saved should appear in the auto-help line.

	39. 
	Display the SSADETL form, by selecting SSADETL from the Options Menu on SSASECT.
	The Schedule Detail form (SSADETL) will display details about the section previously opened. 

	40. 
	Click the Next Block button to access the first field in the Section Links block.
	

	41. 
	Type AL. 
	This signals Banner that a student registering for the AD discussion session must also register for a lecture class as well. 

	42. 
	Click the cursor in the next Section Links field.
	

	43. 
	Type AB.
	This signals Banner that a student registering for the AD discussion session must also register for a laboratory class in addition to the lecture class.

	44. 
	Click the Save button or press the F10 key to save this record
	Now the Section Links associated with the new section has been saved. Transaction complete: x records applied and saved should appear in the auto-help line.

	45. 
	Click Exit to return to SSASECT.
	


Now we will enter the other discussion section.

	Step
	Action
	Results/Decisions

	1. 
	Type the term 1200XX in the Term field of the Key block.
	

	2. 
	Tab to the Course Ref Number (CRN) field. 
	The cursor moves to the second field and “Course Ref. Number” appears on the form in front of the field.

	3. 
	Type ADD in the Course Ref Number (CRN) field. 
	

	4. 
	Click the Next Block button. 
	This moves the cursor to the Subject field in the Section Information block.

	5. 
	Type XXXX in the Subject field.  Press TAB to access the Crse Number field.
	

	6. 
	Type 4XX in the Crse Number field.
	

	7. 
	Press TAB twice.
	

	8. 
	Type AD2 for the Section ID.
	This is the second discussion.

	9. 
	Press TAB twice and type100 in the Campus field.
	

	10. 
	Press TAB to access the next field and type A in the Status field.
	

	11. 
	Tab to the next field and type DIS in the Schd Type field
	This indicates that the first lecture course is being scheduled.

	12. 
	Press TAB seven times to access the Part/Term field and type 1.
	

	13. 
	Press F3 to access the Enrollment block.
	The Enrollment block displays.

	14. 
	Type the enrollment limit for the section. Type 15 in the Max and Projected fields.
	

	15. 
	Press Next Block.
	

	16. 
	Press TAB thirteen times to reach the Credit/CEU Ind field.
	

	17. 
	Type 0 under the Credit/CEU Ind field and press TAB.
	This is the non-graded section. 

	18. 
	Type 0 under the Billing field.
	

	19. 
	Press TAB three times to reach the Link Ident field.
	

	20. 
	Type AD in the Link Ident field 
	

	21. 
	Press TAB twice to reach the Gradable check box.
	

	22. 
	Clear the Gradable check box using the spacebar.
	This is the non-graded section.

	23. 
	Click the Save button or press the F10 key to save this record
	Now your new section has been saved. Transaction complete: x records applied and saved should appear in the auto-help line.

	24. 
	Click Next Block to reach the Meeting Time block.
	

	25. 
	Tab through the Start and End Dates and check the Tuesday checkbox.
	The section meets Tuesdays, 6-9:20 pm.

	26. 
	Tab to the Start Time field and type 1800.
	This will automatically take you to the End Time field.

	27. 
	Type 2120 in the End Time field.
	

	28. 
	Tab to Build field and type 1BNR and press TAB.
	

	29. 
	Type 2XX in the Room field and press TAB twice.
	

	30. 
	Click the Save button or press the F10 key to save this record.
	Now your new section has been saved. Transaction complete: x records applied and saved should appear in the auto-help line.

	31. 
	Click Next Block.
	The Instructor block displays.

	32. 
	Place cursor in ID field.
	

	33. 
	Press F9 or click ID button.
	The Faculty/Advisor Query form (SIAIQRY) displays.

	34. 
	Click Next Block.
	

	35. 
	Tab to Last Name field and type XXXX and execute query.
	Instructor will give you the name to use.

	36. 
	Double-click on the record for XXXX. 
	

	37. 
	Click the Save button or press the F10 key to save this record.
	Now your new section has been saved. Transaction complete: x records applied and saved should appear in the auto-help line.

	38. 
	Display the SSADETL form, by selecting SSADETL from the Options Menu on SSASECT.
	The Schedule Detail form (SSADETL) will display details about the section previously opened. 

	39. 
	Click the Next Block button to access the first field in the Section Links block.
	

	40. 
	Type AL. 
	This signals Banner that a student registering for the AD discussion section must also register for a lecture class as well. 

	41. 
	Click the cursor in the next Section Links field.
	

	42. 
	Type AB.
	This signals Banner that a student registering for the AD discussion section must also register for a laboratory class in addition to the lecture class.

	43. 
	Click the Save button or press the F10 key to save this record
	Now the Section Links associated with the new section has been saved. Transaction complete: x records applied and saved should appear in the auto-help line.


Picture This Activity
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	Apply Your Knowledge


Examine the screenshots on the left and be prepared to answer the questions on the right pertaining to the linking process. 

	Banner Form
	
	Linking Process
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	Before course components can be linked, what must take place on the SSASECT form?

Each component must be created as a section under its own CRN. 

Also, each component must have their Link Identifier Code entered in the Link Ident field for their section on SSASECT

Link ID embedded into section 0 + non-grad where appropriate
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	Presuming all steps were accomplished on the SSASECT, from where will the SSADETL form be accessed and what will be done on the form?

From the starting component section (typically the Lecture) the SSADETL form is accessed using the Options menu. Then in the Section Links fields you enter the Link Identifier codes for all the other components that you want to link to the starting component. 


Linking Lesson Activity
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	Apply Your Knowledge


The College of Engineering at the University of Illinois wants to offer a course on Basic Aerodynamics and Design (AE 1XX) for the Fall Term of 2004. Create this course offering by linking 50 students into the following course components: A lecture with 100 students and 2 labs with 50 students each

For your information: two different instructors will teach The Lecture and the Labs. The Lecture (which is the graded component) will be taught in Building 1BU, Room 10XX during Meeting Time code 1A by Robert LidstromXXX.  Laura LarianovXXX will teach both Labs, but the first will be scheduled at Meeting Time code 1W while the other will be taught at a special time (Sat 3pm-6:30pm).

Feel free to use the worksheet below to plan out your linking scheme:

	CRN “Section Type”
	Section ID
	Sched Type
	Link Identifier (SSASECT)
	Link Connector (SSADETL)
	Class Max

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Lesson Summary

· Linking is another method for combining course components in Banner to make a complex course offering. 

· Linked course components all have their own Course reference Numbers (CRN’s).

· Linking course components involves placing identifying codes on each component, so that Banner will associate them as a group.

· Link identifier (or Link ID for short) and link connector codes are placed on the SSASECT and SSADETL Forms, respectively, to establish links.

· A variety of course linking combinations are available by changing the first character of the Link Identifier code.

· When sections are linked, one component will typically carry the full credit and the grade for the entire combination.

Lesson Review

8. What is the Link Identifier and why is it important to linking?

The Link Identifier is the 2-digit code used to let Banner know the components 
should be associated as a unit. (Topic 3.1)
9. The second letter in the link identifier is an alphabetical character signaling the Schedule Type of the component. What is the first letter in the Link Identifier?
The first character of the two-character ID will be a “one-up” alpha character 
that is unique for each group (Topic 3.3)
10. What should be entered in the Link Ident field on the SSASECT form for the first Lecture component in a linked combination?

The Link Identifier code on SSASECT would be AL (Topic 3.3)
11. What will be the relationship between a course component labeled AL and another labeled AB? 
The both are part of course linking (or session) “A”. The first component is 
the lecture portion and the second is a lab to support that lecture. (Topic 3.3)
Lesson 4: Packaging and Linking Scenarios – Exercise and Practice

Banner provides two methods for combining component sections to make complex courses. There are a few common scenarios in which linking and packaging methods are required. This lesson provides the opportunity to practice the linking and packaging methods taught in earlier lessons on the scenarios that will be most common on the job. 
Lesson Length

This lesson takes approximately 45 minutes to complete.

Lesson Objectives

When you have completed the materials presented in this lesson you will be able to:

· Package sections that combine Multiple Labs and Multiple Discussions w/ one Lecture.

· Link sections to handle the scenario of Multiple Labs and Multiple Discussions w/ one Lecture.

· Link sections to handle the scenario of Multiple Labs w/ Multiple Lectures—any combination allowed.

· Link sections to handle the scenario of Multiple Labs w/ Multiple Lectures—only certain combinations allowed.

Topic 4.1: Multiple Labs, Multiple Discussion Classes, and One Lecture
One of the most common scenarios at the University of Illinois requiring linking or packaging of component sections is: one large lecture class with multiple smaller lab or discussion classes (to provide those lecture students with a more personal setting to discuss and/or apply the concepts learned in the lecture). 

Topic 4.1.A: The Many-to One Scenario…Reviewing Packaging and Linking

Either linking section components or creating packages with a shared component can address this Many-to-One Scenario. In either method the attendance maximums of the smaller component sections will add up to the total attendance of the lecture. The number of students assigned to smaller component sections will largely be governed by the size of available rooms. 

In the below graphic, the lab on either side of the line represent the same thing. This graphic shows how both linking or packaging could address the “Many-to-one” scenario.
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The pattern of  “X Labs  + X Discussions  +1 Lecture” can be created in Banner by either linking multiple component sections (many CRN’s) or -- creating a package of components (one CRN) 

In the case of packaging, one lecture will be shared between two (or more) packages containing the multiple lab and discussion components.

Package 1  = Lecture (Session Ind L1) + LAB (Sess Ind B1) + DIS (Sess Ind D1)

Package 2 = Lecture (Session Ind L1) + LAB (Sess Ind B2) + DIS (Sess Ind D2)

Each package will be defined and scheduled in one section (with the type PKG for packaged section). Therefore, packaged sections should be carefully planned. To make a change to any individual shared component one must enter SSASECT for each packaged section by accessing each affected CRN. 

In the case of linking, each shared component will be created as its own section with its own CRN. Rather than defining all components in one section, the individual component sections (already defined as sections) are merely linked. To make a change to an individual component, one need only access the section itself and make the change; the original links will remain in place. 
Topic 4.1.B: Packaging Practice 

Package the following components: 

BADM 7XX – A Full Term Lecture and two Labs offered for four Credit Hours. 

Use 001 as the Section ID.

Go ahead and put all three sessions in Building 1BU, Room 7XX. The room holds 100 students; however, the course will be restricted to 25 students for administrative reasons.

The lecture uses meeting time code 1A, the first lab uses 1B, and the second lab uses 1C.

Jean FeireXXX will teach the Lecture, James VanduXXX will teach the first lab; while Jon YamastuXXX teaches the second lab.

Topic 4.1.C: Linking Practice 
Create linked sections to handle the following Many-to One scenario:

Course -- Term: 1200XX, Subject: JAPN 2XX: Secondary Japanese (Incorporating one lecture of 90 students, with six labs of 15 students each). 

	CRN “Section Type”
	Section ID
	Sched Type
	Link Identifier (SSASECT)
	Link Connector (SSADETL)
	Class Max

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


The lecture class will be taught by Roger Josephxxx and scheduled in Building 1BU, Room 8XX at meeting time code 1A. The lecture is gradable and carries full credit. The labs will be taught by Kim Kobiashixxx and scheduled in whatever rooms are available at the odd time of 5pm-6pm on Monday through Saturday (a different lab section each day). Do a query to see what rooms are available at that time. 

The labs are not gradable and will have zero credit.
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	NOTE: Since creating linked sections is very repetitive and time-consuming we will just create the worksheet with the appropriate codes at this time. But please feel free to go into Banner and build these sections during the Open Lab/Practice Time scheduled after this training course is completed!!




Topic 4.2: Linking Practice -- Multiple Labs with Multiple Lectures – Any Combination Allowed
We need to use this technique when complex courses are offered, involving multiple course components, containing more than one lecture. It opens the possibility of providing students various component options to choose from. For example, a Physics major, who is required to take Physics 200 as a part of his or her degree, may have two sessions of the Phys 200 lecture to choose from (LEC, CRN #10001 or LEC #103XX). Banner requires the student to also sign up for a laboratory session from the eight different lab sessions available (CRN #’s 10003-10010). Students must select a combination but the make-up of that combination is of their choosing. 

Linking best handles the scenario of “Many Components to Many Components with Any Combination Allowed”. The use of linking codes makes adding new components and combinations easy. 
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Multiple Labs with Multiple Lectures 

Follow along as the instructor guides the class in an example of “Many-to-Many Any Combination Allowed” on the board.

 Topic 4.3: Linking Practice -- Multiple Labs with Multiple Lectures – Only Certain Combinations Allowed
Previous topics have discussed course creation scenarios: “One Lecture to Many Components” and “Many Components to Many Components with Any Combination Allowed”. This topic will discuss the “Many to Many with Only Certain Combinations Allowed” scenario. For these courses it will be necessary to offer only certain possible combinations. (For example, if two lectures are being taught and the instructors each take a different approach or emphasize different aspects of a subject, it might be necessary to direct the students to labs or discussions that will best fit the lecture they have selected.)

Like the “Many to Many with Any Combination Allowed” scenario, the “Many to Many Only Certain Combinations Allowed” scenario is easily handled using the linking method to connect components in various combinations. Determining the combinations requires careful thought and planning at the time of schedule-building.
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Multiple Labs with Multiple Lectures – Only Certain Combinations: Linked

Follow along as the instructor guides the class in an example of “Many-to-Many Only Certain Combination Allowed” on the board.

Lesson Summary

· The two methods for combining course components are packaging and linking.

· Either packaging or linking can be used to create Many-to-One combinations.

· Other common section combinations include: “Many to Many” (Any Combination Allowed), and “Many to Many” (Only Certain Combinations Allowed).

Lesson Review

Complete the following questions based on the information provided in this lesson.

12. What is meant by a section combination of “Many-to-One”?

A scheduled course that is comprised of multiple labs and/or discussion 
classes combined with one common component type (typically a lecture).
13. Why might a “Many to Many” course composition be desirable? 

Students can register for necessary components types in a multitude of 
possible scheduling combinations. 
14. What kinds of course compositions would packaging best handle? 

Smaller course compositions, where fewer combinations are necessary. Where students registering online won’t intuitively recognize the sub-components required.
Course Summary

· Desired schedule-types at the section level must have been created at the catalog-level.

· Complex courses that involve more than one instructional type can be created as a single section/package in Banner.

· The University of Illinois has a coding scheme to identify the instructional type of individual component sections for the purpose of identifying section, session, and link IDs. 

· Sections packaged in Banner can share components between two or more packages (and Course Reference Numbers)

· Appropriate session IDs assigned to components make manageable the packaging of sections that share one or more components. 

· Assembling components that have their own section is called “Linking”. 

· In linking, the section components are connected by placing a Link Identifier code and Link Connector codes for all the individual components in the linked sections. 

· A specific coding scheme is used to identify which components will be linked and which will not. 

Final Course Exercise

Create two linked combinations of the course “Social and Cultural Effects of Mass Media” for the Communication Department of the School of Liberal Arts and Sciences [Comm 2xx (UIUC)]. Each linked combination will consist of a lecture and a discussion class. Both linked combinations should share the same 100-seat lecture (linked components will be held in 25 seat rooms). 

Before you begin, ask (as part of an in-class discussion): What more information do I need to complete this exercise? 

Appendix A

The Schedule Form (SSASECT)

The Schedule form (SSASECT) can be accessed from the initial Banner menu using the path provided below or by locating the form on the Options Menu bar (while in the SCACRSE form).

	Form Description
	Form Name
	Path

	Schedule Form
	SSASECT
	SCT Banner»

      Student»

            Class Schedule 
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Fig. 1.1.1 The Schedule form (SSASECT)

Key Block

	Field Name
	Input Data
	Output Data
	Usage

	Term
	Six-digit term code.
	See Usage.
	The term in which the section is being offered.

	Course Ref. Number
	Five-digit CRN number.
	See Usage.
	When students register, they register for classes by Course Reference Number (CRN). CRNs are how individual sections of classes are actually tracked in Banner.


Primary Block 1—Section Information

	Field Name
	Input Data
	Output Data
	Usage

	Subject
	Up-to-four-character subject code (STVSUBJ).
	See Usage.
	Must be completed.

	Crse. Number
	Three-digit course number code…this must be a proper number in combination with the Subject as per what has been set up at the catalog level.
	Once this and Subject are entered and you press TAB, the Title, Credit/CEU Ind. and Billing fields display default information from their catalog level counterparts.
	Must be completed.

	Section Title
	Up-to-30 character title of the course. Defaults from the Course Title field; can be updated here with approval from appropriate campus office. 
	This title displays in the Web for Student Look up Classes to Add feature and on the student’s schedule and rolls to academic history to display on the student transcript. 
	Must be completed. 

	Section
	Three-character alphanumeric field. If a value other than the default value of “0” is entered, the ID must be unique for sections of the same course. When creating multiple sections of a course, the value can be left as “0” and that section can be duplicated to expedite creating the remaining sections. 
	See Usage.
	Must be completed.

	Cross List
	Four-character field. Identifies the section as part of a cross list. Cross lists must first be defined on the Schedule Cross List Definition form (SSAXLST)
	See Usage
	Indicates section meets at the same time in the same room with the same instructor as other sections in the cross list; enrollment across all sections can be limited by the cross list maximum enrollment value. Sections can be defined to a Cross List by entering the cross-list ID in this field or by entering the CRN on SSAXLST.

	Campus
	100 for UIUC, 200 for UIC, or 400 for UIS.
	
	Must be completed.

	Status
	A (Active: allowing registration)

P (Pending: no registration allowed)

C (Cancelled: no registration allowed)

D (Drop: no registration allowed, section will not roll to next like term)

I (Inactive: no registration allowed)
	
	

	Schd Type
	One of the List of Values (LOV) that were set at the catalog level when the course was created.
	See Usage.
	Must be completed.

	Instruct Meth.
	Field should be left unpopulated for sections scheduled in a part-of-term. 
	See Usage
	USED FOR OPEN LEARNING SECTIONS ONLY. Type of instructional method and description for the section. Instructional Method must be defined on SOAORUL for the term.


	Grade Mode
	One of the LOV that were set at the catalog level when the course was created.
	See Usage.
	This can be left blank. When this is left blank, the grade mode identified as the default in the course record defaults at registration. Should only be populated on SSASECT if no other grade mode is allowed for the section.

	Session
	These U of I codes are one character codes that indicate non-traditional modes of instructional delivery (STVSESS).
	If a code is selected, then a code should also be entered in the Attn. Meth field. 
	Used to indicate delivery method for class search in Web registration. 



	Appr
	These U of I codes are two character codes that represent different types of approval codes (STVSAPR).
	See Usage
	This controls access to courses at the time of registration. Regardless of the approval needed, a manual “Registration Permit Override” is necessary in Banner at time of registration

	Duration
	Field will be unpopulated for sections scheduled in a part of term. 
	See Usage
	USED FOR OPEN LEARNING SECTIONS ONLY. 

Amount of time (number of units) the student is given to complete the section.

	Duration Unit
	Field will be unpopulated for sections scheduled in a part of term. 
	
	USED FOR OPEN LEARNING SECTIONS ONLY. 

Unit of duration and its description (week, month, etc.) Used in set up of registration status codes and refunding.

	Part/Term
	Appropriate part-of-term value should be entered.
	See Usage
	One of the Parts of Term that are defined on SOATERM. Some may have start and end dates that can be edited (this is also set on SOATERM). Not used for Open Learning sections.

	Reg Dates (Registration From Date)
	 Not used for sections scheduled in a part of term. Indicates the first date that registration is open to the learner for this section for an open learning course
	 See Usage
	FOR OPEN LEARNING SECTIONS ONLY. Defaults from SOAORUL, but may be changed here if OVR indicator is selected for the corresponding rule on SOAORUL.  This date cannot be changed after registration records have been processed for the section.

	Reg Dates (Registration To Date)
	Not used for sections scheduled in a part of term. Indicates the last date that registration is open to the learner for this section for an open learning course
	See Usage
	FOR OPEN LEARNING SECTIONS ONLY. Defaults from SOAORUL, but may be changed here if OVR indicator is selected for the corresponding rule on SOAORUL.

.

This date cannot be changed after registration records have been processed for the section.

	Start Dates (Start From Date)
	Not used for sections scheduled in a part of term. Indicates the earliest date that a student can start the open learning section 
	See Usage. 
	FOR OPEN LEARNING SECTIONS ONLY. Defaults from SOAORUL, but may be changed here if OVR indicator is selected for the corresponding rule on SOAORUL.

This date cannot be changed after registration records have been processed for the section.

	Start Dates (Start To Date)
	Not used for sections scheduled in a part of term. Indicates the latest date that a student can start the open learning section
	See Usage.
	FOR OPEN LEARNING SECTIONS ONLY. Defaults from SOAORUL, but may be changed here if OVR indicator is selected for the corresponding rule on SOAORUL.
This date cannot be changed after registration records have been processed for the section.

	Extn Max (Maximum Allowable Extension)
	When a new section is created, this field will be populated with a value of zero.


	
	FOR OPEN LEARNING SECTIONS ONLY. 

The maximum number of extensions permitted for an open learning section for a learner who is actively registered. 

The value in this field cannot be changed after registration records have been processed for the section.

	CEU/Credit 
	Zero to 99.99. For courses defined by a range of credit, a specific value from the range may be entered here. If course is not defined as a range, this field may be left null. 
	Value defined here is assigned to all registrations for the section.
	 Available credit hour values from course definition are displayed above in gray.  If the Credit field is left null, the values from the course limit what can be set at registration.

	Billing
	Zero to 99.99. For courses defined by a range of billing hours, a specific value from the range may be entered here. If course is not defined as a range, this field may be left null 

Note: Sections defined with a credit hour value of 0 hours - where the 0 value is not intended for use in linked sections of the course - should have the billing hour value set to .01. This is necessary to ensure that assessment and refunding functions properly if students enroll in these sections with the intention of being assessed the Range IV tuition rate (Assessment for 0 credit). The low credit hour value should be set to zero.
	Value defined here is assigned to all registrations for the section.
	Available billing hour values from course definition are displayed above in gray; if the Billing Hour field is left null, the values from the course limit what can be set at registration.

	Contact
	Not used
	Not used
	Not used

	Link Ident
	Two-character code.
	See Usage.
	This field holds the two-digit link code identifier. 

On linked courses (courses that require registration in more than one section of the course), the value in this field must match the value in the Link Connector field of SSADETL for the other section to ensure complete registration. 

	Attendance Method
	One-character code that indicates the technology used in course delivery.  (STVACCT).
	See Usage.
	Repurposed field; information is used for Department of Education reporting.  

Note you must click the Detail button to access this and the next two fields.

	Weekly Contact Hours
	Not Used
	Not Used
	Not Used

	Daily Contact Hours
	Not Used
	Not Used
	Not Used

	Print
	Check box.
	See Usage.
	If box is selected, this section prints in the printed schedule and on the Web schedule.

	Gradable
	Check box.
	See Usage.
	If box is selected, this section is graded and added to academic history.

	Tuit/Fee Waiver
	Check box.
	If selected, the credits for this course are not used in the normal calculation based on SFARGFE rules. For example, a course-specific tuition may be assessed in lieu of the hours being applied to the range calculation.
	Defaults from SCACRSE, but may be changed here.

	VR/Web Avail
	Check box.
	See Usage.
	If selected, this course is available for Web registration. If unselected, the section does not appear on the web and cannot be added in Web registration.

	CAPP Areas for Pre-requisites
	Check box.
	Controls which block of Schedule Pre-requisite and Test Score Restrictions form (SSAPREQ) is used for Pre-requisite checking. If selected, the bottom block is used and CAPP Area pre-requisites must be entered on SSAPREQ.
	Defaults from SCACRSE, but may be changed here

	Long Title
	Check box.

Display only.
	See Usage.
	If selected, a long title exists as part of the section syllabus information on SSASYLB.  Not Used at the U of I.

	Comments
	Check box.

Display only.
	See Usage.
	If selected, section comments exist in the Section Text block of SSATEXT.  Not Used at the U of I.

	Syllabus
	Check box.

Display only.
	See Usage.
	If selected, learning objectives, required materials, and/or technical requirements have been defined on SSASYLB.  Not used at the U of I.


Additional Block 1 —Enrollment Data

	Field Name
	Valid Input Data
	Valid Output Data
	Usage

	Maximum
	Up-to-four-digit integer
	This field affects the values of the two fields directly below it.

See Usage.
	The maximum number of students who can enroll in the section.  The value should not exceed the maximum number of seats in the classroom to which the section is assigned.  This field can be manipulated to control enrollment in the section.

	Projected
	Up-to-four-digit integer
	See Usage
	This field is informational only. It is completed with a value equal to the anticipated maximum enrollment that the section is able to hold.

	Actual (under Maximum)
	This field indicates the number of students currently enrolled for the section.  Stored and recalculated every time a student enrolls, adds or drops.
	This field affects the calculation for the field directly under it
	See Below (Remaining)

	Remaining (under Maximum)
	The value is equal to the difference between the “Maximum” and “Actual” fields. This value represents how many more students may register for this section.
	See Usage
	Once the value in this field is zero, registration for this section is effectively prevented (i.e.” closed”)

	Waitlist Maximum
	Up-to-four-digit integer
	See Usage
	This field sets the number of students that may be put on a waiting list once enrollment for the course is complete. 

	Waitlist Actual
	This field displays. Its value represents the number of students on the waiting list (“waitlisted” status) for this section.
	This field affects the calculation for the field directly under it
	See Below (Waitlist Remaining)

	Waitlist Remaining
	This field displays. Its value is equal to the difference between the “Waitlist Maximum” and “Waitlist Actual” fields. This value represents how many more students may be on the waiting list (“waitlisted” status) for this section.
	See Usage
	NOTE: once a student is registered as “on the waitlist” for a course during registration, if a seat then opens up in regular enrollment, the student must be manually taken out of the waitlist and then enrolled in the course normally.

A student may be waitlisted for one section of a course and register successfully for another section. This can also be done in reverse order as well.

	Prior 
	Display only.
	See Usage
	This field displays final enrollment from previous term.


Additional Block 2—Meeting Time
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	HINT: For packaged sections, all of the components are listed as separate records on the Meeting Time and Instructor blocks. 


	Field Name
	Valid Input Data
	Valid Output Data
	Usage

	Meet
	Two-character alphanumeric code (STVMEET)
	When an existing code is selected, the appropriate M though U fields are selected and start/end time fields are populated.
	This field is used to select pre-set meeting patterns. 



	Mtg (Meeting) Type
	Defaults to CLAS.


	See Usage.
	Defines the purpose of the meeting time.

	Start Date
	Defaults the dates from the section information block on SSASECT when the user tabs out of the Mtg Type field.
	See Usage
	Must be completed. May be changed even after it displays; may not be set earlier than Start date on section information block of SSASECT.

	End Date
	Defaults the dates from the section information block on SSASECT when the user tabs out of the Mtg Type field.
	See Usage
	Must be completed. May be changed even after it displays; may not be set later than End date on section information block of SSASECT.

	M (Monday)
	Check box
	See Usage
	May be changed even after it displays

	T (Tuesday)
	Check box
	See Usage
	May be changed even after it displays

	W (Wednesday)
	Check box
	See Usage
	May be changed even after it displays

	R (Thursday)
	Check box
	See Usage
	May be changed even after it displays

	F (Friday)
	Check box
	See Usage
	May be changed even after it displays

	S (Saturday)
	Check box
	See Usage
	May be changed even after it displays

	U (Sunday)
	Check box
	See Usage
	May be changed even after it displays

	Start Time
	Start time of class meeting (according to 24-hour clock). When using a code from STVMEET in the meet field, defaults from the data input into the specific meeting time related fields
	See Usage
	May be entered manually if it does not default

	End Time
	End time of class meeting (according to 24-hour clock). When using a code from STVMEET in the meet field, defaults from the data input into the specific meeting time related fields
	See Usage
	May be entered manually if it does not default.  Note: end times need to reflect when the class actually ends.  For example, if sections meet every hour, a 9:00 section should have an end time of 09:50 instead of 10:00. Otherwise, Banner will not allow a student registered in the 9:00 to register for a 10:00 since it would read this as a time conflict.

	Hrs/wk
	Automatically calculated according to the data input into the specific meeting time related fields.  Fifty minutes will calculate as one hour per week.
	See Usage
	Must be completed. Contact hours for the section are based on this. 

To assign an instructor to a part-of-term section where no meeting pattern has yet been defined, a value must be entered into this field in order to save a meeting record and then assign an instructor.  This value can be used to calculate faculty load. It is adjusted by the “% Resp” and the “% Sess” values in the next block.

	Sess Cred
	The lowest credit value from the first block defaults to this field.
	See Usage
	The total of session credit values for all meeting records cannot exceed the highest credit value defined for the section/course.

This value can be used to calculate faculty load. It is adjusted by the “% Resp” value in the next block.

	Sess Ind
	Up-to-two-character alphanumeric 
	
	Defaults to “01”. This can be changed. Multiple meeting records can use the same Sess Ind value.  Instructors are assigned to sessions of sections


Additional Block 3—Instructor

	Field Name
	Valid Input Data
	Valid Output Data
	Usage

	Session Ind
	Up-to-two-digit number. Must have been assigned to at least one meeting record on the previous (Meeting) block
	See Usage.
	This block is where you assign instructors—although it can also be done using SIAASGN.

	ID 
	The ID of any available instructor. Queries can be executed on SIAIQRY
	See Usage.
	Faculty must already exist in SPAIDEN and SIAINST to be assigned.

	% Resp
	Percentile.
	This value affects such faculty load-related fields as: faculty workload, session credit, generated credit, weekly contact hours, and total contact hours. See Usage.
	If >1 instructor is assigned to a session, their relative workload can be represented here.

	P
	Check box.
	See Usage.
	Required. If at least one instructor is assigned to a section, one of the instructors must have this selected (indicated “Primary Instructor”).

	O
	Check box.
	See Usage.
	Selecting this overrides “instructor conflict errors.

	% Sess
	Percentile.
	This further adjusts the weekly contact hours and total contact hours. See Usage.
	An indicator used when multiple instructors teach the same session.


Schedule Detail Information Form (SSADETL)
The Schedule Detail Information form (SSADETL) can be accessed from the initial Banner menu using the path provided below or by locating the form on the Options Menu bar (while in the SSASECT form). 

	Form Description
	Form Name
	Path

	Schedule Detail Information Form
	SSADETL
	Products»
      Student System»
              Class Schedule Menu



Key Block

Recall that in Banner there are typically three crucial Key block fields identifying a course throughout its existence from the master Course Catalog to the section level: Subject, Course and Term. At the section level, a fourth identifier, the Course Reference Number (CRN) is assigned to each section. This number becomes part of the Key block in scheduling forms such as SSADETL.

Primary Block1—Section Links 

	Field Name
	Input Data
	Output Data
	Usage

	Section Links
	A series of two-digit codes.
	Link Identifiers of CRN(s) to which the current section is linked. (Also sometimes referred to as link connectors) 

Coding scheme proposed for linking courses.  
	These fields are used to identify all Sections of same subject/course that will be linked to the current Section. 


Appendix B

Glossary

	Term
	Definition

	Section
	Each instance of a course that will be offered during a term must be created as a new record or “section” of that course. Sections are created in the SSASECT form, building upon existing course information in the Master Course Catalog.


	CRN
	The Course Reference Number -- Each time a course section is created in Banner, that section is assigned a Course Reference Number. This number is then used to reference individual or packaged sections of a course. 


	Components
	When more than one instructional settings or sections of a course are needed to deliver a complex university course, the individual instructional settings/sections of a course (such as lecture or lab) are referred to as components of the overall course.


	Packaging
	A method of linking separate course components so that Banner views them as one course (having the same Course Reference Number -- CRN).


	Session
	A record (row) or records on the meeting block of SAASECT identified by a unique session ID.  Each component in a packaged section is typically comprised of one session. 


	Link Identifier
	The Link Identifier is a two-digit code used to “name” or identify the section currently being created on SSASECT. The code is entered on the Link Ident field of SSASECT. 


	Link Connector
	The Link Connector or Section Link is a two-digit code used to identify the section of other course components that will be linked to the current section. Link connectors will be entered on the SSADETL form.


Appendix C

Answers to Questions

Lesson1 Review

15. What is the relationship between Catalog- and Section-level Schedule Types?

At the section-level schedule types can only be assigned if they were attached 

to the course record. (Topic 1.1)

16. What is a CRN, and when is it assigned in Banner?

CRN stands for Course Reference Number, which is a unique identifying 

number assigned by Banner to each course section that is created on the

 SSASECT form. (Topic 1.1) 

Lesson2 Review

17. Why might it become necessary to package shared components?

Larger components, like lectures, typically have the capacity to serve more 

than one packaged section. When a component is assigned to one package it

 is associated with one CRN. In order to create another package that will share

 the lecture, the resulting package must cross over two CRNs (the previous one

 and the new one).(Lesson 2 Overview)

18. How does one stop the Banner scheduling conflict messages that occur when a component is shared between packages? 

By entering an R in the O field of the Meeting Time Block of SSASECT for 

Room conflicts and entering O in the O field of the Instructor Block of

 SSASECT (Topic 2.2)

19. What logistical room concern must be kept in mind as one packages shared components?

Care must be taken to ensure that the combined capacity of individual 

packages does not exceed the maximum capacity of the shared course

 component.(Topic 2.2) 

Topic 3.2 Apply Your Knowledge

20. This topic has introduced terms and concepts related to linking. In the activity below, read the following statements and indicated which statements are true or false of linking: 

Each component has its own Course Reference Number (CRN)  TRUE
The Schedule Types for all the components are updated in the Meeting block of SSASECT.  FALSE
A code is entered in the Link Ident field on the SSASECT form.  TRUE
Components are connected via the SSADETL form.  TRUE
If the student doesn’t register for all the necessary components online, a cryptic error message will occur.  TRUE
Each combination of components is identified by one CRN.  FALSE

21. Now, go ahead and fill out a worksheet to plan out the following basic link. You don’t know the CRN’s yet, but plan out the coding scheme in order to link one lecture to one of six different discussions.

	CRN “Section Type”
	Section ID
	Schedule Type
	Link Identifier (SSASECT)
	Link Connector (SSADETL)
	Class Max

	Lecture
	AL1
	LEC
	AL
	AD
	120

	Discussion1
	AD1
	DIS
	AD
	AL
	20

	Discussion2
	AD2
	DIS
	AD
	AL
	20

	Discussion3
	AD3
	DIS
	AD
	AL
	20

	Discussion4
	AD4
	DIS
	AD
	AL
	20

	Discussion5
	AD5
	DIS
	AD
	AL
	20

	Discussion6
	AD6
	DIS
	AD
	AL
	20


Topic 3.3 Apply Your Knowledge

Study the table below, which illustrates how all the course components of Veterinary Pathobiology (VP) Course 4XX will be linked. Based on the numbering scheme discussed in this topic, write in the missing codes ion the blank cells. 

	[image: image48.png]



	HINT: Remember to go through your worksheet steps from the explanation given in Topic 3.2 to try to recreate what this link is all about. 

Remember, this is “Many-to-Many”, so students have a choice for each of the various components!


	SCHED TYPE
	SUBJ
	CRSE#
	SECT ID
	LINK ID
	LINK CONNECT
	CLASS MAX

	DIS 
	VP
	400
	AD1
	AD
	AB, AP
	40

	DIS 
	VP
	400
	AD2
	AD
	AB, AP
	40

	LAB
	VP
	400
	AB1
	AB
	AD, AP
	20

	LAB 
	VP
	400
	AB2
	AB
	AD, AP
	20

	LAB 
	VP
	400
	AB3
	AB
	AD, AP
	20

	LAB 
	VP
	400
	AB4
	AB
	AD, AP
	20

	PR 
	VP
	400
	AP1
	AP
	AD, AB
	20

	PR 
	VP
	400
	AP2
	AP
	AD, AB
	20

	PR 
	VP
	400
	AP3
	AP
	AD, AB
	20

	PR 
	VP
	400
	AP4
	AP
	AD, AB
	20


Topic 3.4 Apply Your Knowledge

Examine the screenshots on the left and be prepared to answer the questions on the right pertaining to the linking process. 

	Banner Form
	
	Linking Process
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	Before course components can be linked, what must take place on the SSASECT form?

Each component must be created as a section under its own CRN. 

Also, each component must have their Link Identifier Code entered in the Link Ident field for their section on SSASECT

Link ID embedded into section 0 + non-grad where appropriate
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	Presuming all steps were accomplished on the SSASECT, from where will the SSADETL form be accessed and what will be done on the form?

From the starting component section (typically the Lecture) the SSADETL form is accessed using the Options menu. Then in the Section Links fields you enter the Link Identifier codes for all the other components that you want to link to the starting component. 


Lesson 3 Review

22. What is the Link Identifier and why is it important to linking?

The Link Identifier is the 2-digit code used to let Banner know the components 

should be associated as a unit. (Topic 3.1)

23. The second letter in the link identifier is an alphabetical character signaling the Schedule Type of the component. What is the first letter in the Link Identifier?
The first character of the two-character ID will be a “one-up” alpha character 

that is unique for each group (Topic 3.3)

24. What should be entered in the Link Ident field on the SSASECT form for the first Lecture component in a linked combination?

The Link Identifier code on SSASECT would be AL (Topic 3.3)

25. What will be the relationship between a course component labeled AL and another labeled AB? 
The both are part of course linking (or session) “A”. The first component is 

the lecture portion and the second is a lab to support that lecture. (Topic 3.3)

Lesson 4 Review

Complete the following questions based on the information provided in this lesson.

26. What is meant by a section combination of “Many-to-One”?

A scheduled course that is comprised of multiple labs and/or discussion 

classes combined with one common component type (typically a lecture).

27. Why might a “Many to Many” course composition be desirable? 

Students can register for necessary components types in a multitude of 

possible scheduling combinations. 

28. What kinds of course compositions would packaging best handle? 

Smaller course compositions, where fewer combinations are necessary. Where students registering online won’t intuitively recognize the sub-components required.
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Packaging �
�
Packaging, within the scheduling module, refers to a way to create multiple course components on one Banner form (SSASECT). Banner views this combination, or package, as one section (referenced by one Course Reference Number).
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APPROPRIATE USE AND SECURITY OF CONFIDENTIAL AND SENSITIVE INFORMATION


Due to the integrated nature of the various Human Resources, Finance, and Student modules in Banner and the reporting information in the Enterprise Data Warehouse (EDW), you may have access to information beyond what you need to perform your assigned duties. Your access to Banner and the EDW has been granted based on business need, and it is your responsibility to ensure the information you access is used appropriately.


Here are some reminders of good data stewardship to help you carry out your responsibility:


Do not share your passwords or store them in an unsecured manner. Do not leave your workstation unattended while logged on to administrative information systems. You are responsible for any activity that occurs using your logon ID.


Do not share confidential and sensitive information with anyone, including colleagues, unless there is a business reason. 


Retrieve printed reports quickly, and do not leave the reports lying around in plain view.


Secure reports containing confidential and sensitive information (e.g., FERPA, EEO, or HIPAA protected data). 


Regarding FERPA, the University of Illinois maintains individual records and information about students for the purpose of providing educational, vocational, and personal services to its students. It is University policy to comply fully with federal statutes and regulations regarding the confidentiality of student educational records. As required by the Family Educational Rights and Privacy Act (FERPA) of 1974, as amended, University policy outlines procedures covering the privacy rights of students. The policy is intended to ensure the confidentiality of student education records, to establish the right of students to inspect and review their education records, and to provide guidelines for the correction of inaccurate or misleading data.


When disposing of reports containing confidential or sensitive information, shred the documents in a timely manner.


Your responsibilities regarding the protection and security of administrative information are outlined in the University of Illinois Information Security Policy for Administrative Information and Guidelines posted at http://www.aits.uillinois.edu/security/securestandards.html and � HYPERLINK "http://www.aits.uillinois.edu/security/guidelines.html" ��http://www.aits.uillinois.edu/security/guidelines.html�. Any violation could subject you to disciplinary action, which could include dismissal or, in those cases where laws have been broken, legal action. You should have signed a compliance form that indicates you have read, understand and agree to comply with the University's Information Security Policy for Administrative Information. If you have not already signed the compliance form, please see your Unit Security Contact, who is responsible for maintaining these forms.





This is where you enter the Link Connectors





Instructor Note


The Session Indicator values are NOT the same as the Schedule Types on the Section Information block of SSASECT.. 





Instructor Note


Use course VP 2xx to create a section so that you can show each of the fields on SSASECT where the additional measures in the table (on the page) are performed   This can be if cross-listed.








Each course component in the package gets a line on the Meeting Time Block where the Meeting Time, Schedule and Session Ind can be entered. 





Each course component in the package gets a line on the Meeting Time Block where the Meeting Time, Schd, Session Cred and Session Ind can be entered. 





Notice that the Schd code letters have been added in the Sess Ind field on the Meeting Time Block





Also note that one must scroll to the right to find the necessary fields.





Start with the course component (and CRN) upon which the package will be built.





This is the section that is for credit!








Start with the PKG course component (and CRN) upon which the package will be built.





Although the lab and discussion components within packaged course ENGL 397 (CRN 32115) are package #2 -- the lecture component is shared with package #1 (another CRN). 








The Link Identifier is entered here.





Instructor Note


In Lesson One you presented packaging terminology. Now that the subject is Linking course components, we will look at some of the terms that are related to both packaging and linking as well as provide an explanation of linking and linking terms.
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Instructor Note


The answer is: 5





Instructor Note


In this lesson demonstrate each step chart, then have the participants do it. 





Instructor Note


Section Links wthin the block are NOT an “or” relationship, but an “and” relationship.  This is different than other blocks in Banner.





Some of the sections in a link are not graded for credit!
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Instructor Note


Lesson Transition - Lessons one and two focused on the packaging method of combining course components to make more complex courses. 





The next lesson will present another method for combining separate course components into a single composite course – called Linking.





Instructor Note





For the Apply Your Knowledge activity:





What was the enrollment that you set?





How many sections did this package have?


How many sessions?





Did you write the CRN down after you saved it?





Instructor Note





Review on the Board:


A component is one of the multiple instructional settings needed to deliver a complex offering.





Related concepts are: 


Meeting time/place,


Instructor, and Schedule-type (segue)





Instructor Note


<<INSERT INSTRUCTOR NOTE TEXT HERE>>





Instructor Note


You might want to mention that Co-Requisites and Cross-Listed Courses were covered in the Create and Maintain Schedule  (SACS 102) course. 

















The Key Block displays the Term, CRN, Subject, and Course number. This will auto-populate if you use the Options menu from the SSASECT record of the same Subject/Course# combination.





Two-digit codes are entered to create links between Banner component sections.
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Instructor Note


Section Links wthin the block are NOT an “or” relationship, but an “and” relationship.  This is different than other blocks in Banner.

















Instructor Note


Do a walkthrough demonstration of the entire linking procedure using the step-by-steps provided. 





It is recommended that participants just watch this time, rather than follow along by themselves. 














Instructor Note


The term Link Connector displays in the Auto Hint line for this block.
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Instructor Note


After completing the review questions -- pass out the Packaging Job Aid. 





Instructor Note


The participants should be familiar with linking and packaging procedures by this point. 





The focus in this topic, therefore, is to help participants practice how these methods for combining sections are used in a typical scenarios. 








Instructor note


The participants should be able to create packages by now if given the detailed information about the course offering. 





Walk around the class and observe the participants. 


Take special note in checking how they create the packages that share a component. 
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Instructor Note


Use the worksheet handout for this activity.





Instructor Note


For this activity, give the participants a few moments to review the statements.   


Then, as a group, review the correct answers. 














Instructor Note


Introduce the Schedule Types job aid.





The Section ID embeds the Link Identifier and adds a one-up number.





Instructor Note


Also, bear in mind that UIUC used to have a Primary Instructor for each meeting time and that is no longer the case.




















Instructor Note


Allow the participants a few moments to arrive at their own answers before going over the answers as a group. 














Instructor Note


<<INSERT INSTRUCTOR NOTE TEXT HERE>>





Instructor Note


Ask the participants why not package this? 





Answer: There would be too many combinations. 





Instructor Note


Inform the participants that there is no Lesson Activity for Lesson 4 because the courses are either Any Combination Allowed or Multiple Combinations.
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Link Connectors�
�
The Link Connector or Section Link is a two-digit code used to “name” or uniquely identify the section of other course components that will be linked to the current section. Link Connectors will be entered on the SSADETL form.
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Linking Sections in Banner

Physics 200: Lecture and Lab

10001 PHYS 200 1	LEC	100	 

Link Connector

Link ID	10003	PHYS	200	A	LAB	25	

Link ID	10004	PHYS	200	B	LAB	25	

Link ID	10005	PHYS	200	C	LAB	25	

Link ID	10006	PHYS	200	D	LAB	25	

Each arrow represents a Linked section, comprised of attendance in the Lecture class and one smaller Lab class. 
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Many Labs & Many Discussion Classes to One Lecture

 



CHEM 101

(M,W,FR)

One Lecture Section

 (100 students)

Linked Sections 

Packaged Sections



CHEM 101

(TU)

LAB A (25 students)



CHEM 101

(TH)

LAB B 

(25 students)



CHEM 101

(TH)

Discussion A 

(25 students)



CHEM 101

(TU)

Discussion B 

(25 students)



CHEM 101

(TU)

LAB A (25 students)

CRN #10111



CHEM 101

(TH)

Discussion B 

(25 students)

 CRN #10114



CHEM 101

(TU)

Discussion A

(25 students)

 CRN #10113



CHEM 101

(TH)

LAB B (25 students)

CRN #10112

Package 1

CRN #10116

Codes on SSADETL

CRN

 #10115

Package 2

CRN #10117
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		CRN

		Subject 

		Course Number

		Section


ID


SSASECT

		Sched
Type

		Link 
Identifier
SSASECT

		Link 


Connctr
SSADETL

		Class Max.



		20001

		PHYS

		112

		AL1

		LEC

		AL

		AB

		100



		20003

		PHYS

		112

		AB1

		LAB

		AB

		AL

		25



		20004

		PHYS

		112

		AB2

		LAB

		AB

		AL

		25



		20005

		PHYS

		112

		AB3

		LAB

		AB

		AL

		25



		20006

		PHYS

		112

		AB4

		LAB

		AB

		AL

		25
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Sample Packaged Sections 





UIUC Fall, 2002: CHEM 100 





10016   DIS  9     	F        214 DAVENPORT	 -- 

        LAB  9-1050 	W        201 CHEMANNEX  	 -- 

        LEC  2    	TUTH     100 NOYES LAB  	 DECOSTE, D 

10023   DIS  1     	F        212 DAVENPORT	 -- 

        LAB  3-450 	W        201 CHEMANNEX  	 -- 

        LEC  2    	TUTH     100 NOYES LAB  	 DECOSTE, D 




















