


 2

 
TABLE OF CONTENTS 

Section 1:To View Course Inventory—Viewing Capability Only ................................................ 6 
I. Course Inventory Form (SCACRSE) .............................................................................................. 7 

Basic Course Information Form .......................................................................................................................... 7 
Course Level ....................................................................................................................................................... 8 
Grading Mode ..................................................................................................................................................... 9 
Schedule Type ..................................................................................................................................................... 9 

II. Course Detail Form (SCADETL ) ................................................................................................. 10 
Corequisite Course ............................................................................................................................................ 10 
Equivalent Courses ........................................................................................................................................... 11 
Fee Codes .......................................................................................................................................................... 11 
Degree Attributes .............................................................................................................................................. 12 
Course Text ....................................................................................................................................................... 12 

III. Course Registration Restriction Form (SCARRES) .................................................................... 13 
College Restrictions .......................................................................................................................................... 13 
Major Restrictions ............................................................................................................................................. 14 
Class Restrictions .............................................................................................................................................. 14 
Level Restrictions ............................................................................................................................................. 14 
Degree Restrictions ........................................................................................................................................... 15 
Program Restrictions ......................................................................................................................................... 15 
Campus Restrictions ......................................................................................................................................... 16 

IV. Course Prerequisite Restrictions (SCAPREQ) ............................................................................. 17 

V. Student Registration Permit Override Form (SFASRPO) .......................................................... 18 
Section 2: To Change Course Section Information after Roll ................................................... 19 
I. Schedule Form (SSASECT)—Update Capability ........................................................................ 19 

Meeting Time .................................................................................................................................................... 20 
Instructor ........................................................................................................................................................... 22 
Section Enrollment Information ........................................................................................................................ 24 
Study Abroad Course Sections ......................................................................................................................... 25 

II. Schedule Detail Form (SSADETL)—Viewing Capability Only .................................................. 26 
Catalog Level (SCADETL) .............................................................................................................................. 26 
Section Level (SSADETL) ............................................................................................................................... 26 

III. Section Registration Restrictions (SSARRES)—Viewing Capability Only ............................... 28 
College Restriction ........................................................................................................................................... 28 
Major Restriction .............................................................................................................................................. 28 
Class Restrictions .............................................................................................................................................. 29 
Level Restriction ............................................................................................................................................... 29 
Degree Restriction ............................................................................................................................................ 30 
Program Restriction .......................................................................................................................................... 30 
Campus Restriction ........................................................................................................................................... 31 

IV. Section Comments (SSATEXT)—Update Capability. ................................................................. 32 
V. College/Department Text Form (SCATEXT)—Update Capability ........................................... 33 
VI. Crosslist Definition (SSAXLST)—Viewing Capability Only ...................................................... 36 
Section 3: To Add or Delete Course Sections ............................................................................. 37 
To Add a Section ....................................................................................................................................... 37 
I. Schedule Form (SSASECT)—Update Capability ........................................................................ 37 

Scheduled Meeting Times ................................................................................................................................. 40 
Instructor ........................................................................................................................................................... 42 
Study Abroad Course Sections ......................................................................................................................... 44 





 4

 
TABLE OF FIGURES 

 
Figure 1—Banner General Menu Form ........................................................................................................................ 6 
Figure 2—SCACRSE—Course Inventory Form ............................................................................................................ 7 
Figure 3—SCACRSE—Course Level............................................................................................................................. 8 
Figure 4—SCACRSE—Grading Mode .......................................................................................................................... 9 
Figure 5—SCACRSE—Schedule Type ........................................................................................................................... 9 
Figure 6—SCADETL—Course Detail Information Form—Co-requisites .................................................................. 10 
Figure 7—SCADETL—Course Detail Information Form—Equivalent Course .......................................................... 11 
Figure 8—SCADETL—Fee Code ................................................................................................................................ 11 
Figure 9—SCADETL—Degree Attributes ................................................................................................................... 12 
Figure 10—SCADETL—Course Text (Subtitles) ......................................................................................................... 12 
Figure 11—SCARRES—College/Major Restrictions .................................................................................................. 13 
Figure 12—SCARRES—Class/Level Restrictions ....................................................................................................... 14 
Figure 13—SCARRES—Degree/Program Restrictions ............................................................................................... 15 
Figure 14—SCARRES—Campus Restrictions ............................................................................................................. 16 
Figure 15—SCAPREQ—Course Prerequisite Restrictions ......................................................................................... 17 
Figure 16—SFASRPO—Student Registration Permit-Override Form ........................................................................ 18 
Figure 17—SSASECT—Schedule Form—Section Information ................................................................................... 19 
Figure 18—SSASECT—Meeting Time ......................................................................................................................... 20 
Figure 19—STVMEET—Meeting Time Code Validation Form .................................................................................. 21 
Figure 20—SSASECT—Instructor ............................................................................................................................... 22 
Figure 21—SIAIQRY—Faculty/Advisor Query Form ................................................................................................. 22 
Figure 22—SIAASGQ—Faculty Schedule Query Form .............................................................................................. 23 
Figure 23—SSASECT—Schedule—Course Section Information................................................................................. 24 
Figure 24—SSASECT—Section Enrollment Information ............................................................................................ 24 
Figure 25−−SSASECT−−Study Abroad Course Sections ............................................................................................ 25 
Figure 26—SSADETL—Schedule Detail Form ........................................................................................................... 26 
Figure 27—SSADETL—Schedule Detail Form ........................................................................................................... 27 
Figure 28—SSARRES—College & Major Restriction ................................................................................................. 28 
Figure 29—SSARRES—Class & Level Restriction ...................................................................................................... 29 
Figure 30—SSARRES—Degree & Program Restrictions ........................................................................................... 30 
Figure 31—SSARRES—Campus Restriction ............................................................................................................... 31 
Figure 32--SSATEXT--Section Comments (Non-Standard Notes) ............................................................................... 32 
Figure 33—SCATEXT—College/Department Text Form—College Text (Non-Standard Notes) ................................ 33 
Figure 34—SCATEXT—Department Text Form (Non-Standard Notes) ..................................................................... 34 
Figure 35—SSAXLST—Schedule Cross List Definition .............................................................................................. 35 
Figure 36—SSAXLST—Schedule Cross List Definition .............................................................................................. 35 
Figure 37--SSASECT--Schedule Form ........................................................................................................................ 37 
Figure 38—SSASECT—Schedule Form/Variable Credit ............................................................................................ 39 
Figure 39—SSASECT—Section Enrollment Data ....................................................................................................... 39 
Figure 40—SSASECT—Meeting Time ......................................................................................................................... 40 
Figure 41—STVMEET—Meeting Time Code Validation Form .................................................................................. 41 
Figure 42—SSASECT—Instructor ............................................................................................................................... 42 
Figure 43—SIAIQRY—Faculty/Advisor Query Form ................................................................................................. 42 
Figure 44—SIAASGQ—Faculty Schedule Query Form .............................................................................................. 43 
Figure 45—SSASECT—Instructor—Change/Delete Instructor .................................................................................. 44 
Figure 46—SSATEXT—Section Comment Form (Non-Standard Notes) ..................................................................... 45 
Figure 47—SCATEXT—College/Department Text Form—College Text (Non-Standard Notes) ................................ 46 
Figure 48—SCATEXT—Departmental Text (Non-Standard Notes) ............................................................................ 47 
Figure 49—SSADETL—Schedule Detail Form—Section Link .................................................................................... 48 
Figure 50—SSADETL—Section Detail Form—Section Fees/Degree Program Attributes ......................................... 49 
Figure 51—SSAXLST—Schedule Cross-List Definition .............................................................................................. 50 
Figure 52—SSASECT—Schedule Form ...................................................................................................................... 51 
Figure 53—SSASECQ—Schedule Section Query Form .............................................................................................. 52 
Figure 54—SSASECQ—Schedule Section Query Form—Lab Sections ...................................................................... 52 
Figure 55—SCACRSE—Basic Course Information Form ........................................................................................... 54 
Figure 56—SCARRES—Course Registration Restriction Form.................................................................................. 55 
Figure 57—SCADETL—Course Detail Information Form ......................................................................................... 55 
Figure 58—SSASECT—Schedule Form ...................................................................................................................... 56 



 5

Figure 59—SFASLST—Class Roster Form ................................................................................................................. 58 
 
 
 

FYI 
 

For Schedule Preparation departments will update only SSASECT, SSATEXT and SCATEXT.  
 

Additional Information to be added to schedule will be processed from information supplied by 
departments to the Office of the Registrar. 
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This first form contains the box where you enter the seven letter form name.  It also contains a directory of the forms 
that are available in Banner.  Once you have retrieved a form from this first window of Banner, click Options on the 
Menu Bar or right-click to access Options that relate to that particular form.  In this preparation manual you will find 
instructions to perform one of these commands—press control page down, click next block, or click a form in the 
Options menu—in order to access other blocks, windows or related forms.  You should click the option name to 
retrieve or enter the desired window or form. 

 
You will encounter new terms in this manual, such as Query and Commit.  A query form is a search engine for a 
specific data element.  When Banner gives you an auto hint line that says you must Commit before leaving the 
block, you are supposed to save the form by pressing f10 or Save icon. 
 
When a window has a horizontal or vertical scrollbar, you should always look for more information.  You may do 
this by paging down or up, arrowing down or up or by using mouse to move scrollbar.  

 
In Go To box on General Menu Form, type SCACRSE.  Press  
 

I. Course Inventory Form (SCACRSE) 
There are four basic parts to this form: course information, course level, grade modes and schedule type. 

Figure 2—SCACRSE—Course Inventory Form 

 
 
Basic Course Information Form 
 
1. Type Subject abbreviation (e.g., ENG, FIN, PSY, BIOL, DENG). 
 
2.                   to Course. 
 
 
3. Type Course (e.g. 100, 153, 200, 120). 
 
4.                    to Term. 

Enter subject 
abbreviation 

Enter course 
number 

Title of course 
is 30 
characters.  
Transcript is 
also 30 
characters.

Variable 
Credit 
information 

Options 



 
5. Enter term for which you want to see course information. Example:  Fall semester 2009 would be entered 

as 200930 (yyyyxx with “y” being year, “x” being the term); Spring semester 2010 would be 201010. (See 
Attachment 1 for year and term conversion.) 

 
 
6. To fill in course information, click Basic Course Information in Options, Next Block, or 
 
 
If text in the box is blue, you can double-click on the box or use the down arrow to get a listing of information 
applicable for that box. 
 
After viewing the basic course information in the first window, click Course Levels in Options, Next Block or 
 

    to see course level information. 
 

Figure 3—SCACRSE—Course Level 

 
Course Level 
Lists level of student who is permitted to take the course (i.e., GR—Graduate, UG—Undergraduate). 
 
To see grading mode information about this course, click Course Grading Modes in Options,  
 
Next Block or  
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Level of 
student who 
may take 
course 
 



Figure 4—SCACRSE—Grading Mode 

 
Grading Mode 
This is the Grading Mode permitted for this course. 
 
To see schedule type for this course, click Course Schedule Types in Options, Next Block, or    
 

Figure 5—SCACRSE—Schedule Type 

 

Schedule Type 
This window lists the Schedule type applicable for this course. 
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Denotes activity  
or type of course, 
e.g. lecture, lab, 
etc. Course may 
have up to three 
schedule types.  To 
see Schedule type 
options, click 
Schedule drop 
down arrow. 



Course Detail Information 
 
In Options, click Course Details. 
 

II. Course Detail Form (SCADETL ) 
 

To see Co-requisite information, click Course Co-requisites in Options, Next Block, or 
 

Figure 6—SCADETL—Course Detail Information Form—Co-requisites 

  
Co-requisite Course  
 
Co-requisite Courses are courses that must be taken together at all times. Registration will not be allowed unless 
student registers for section of both. 

 
 

To enter Equivalent Course window pane, click Course Equivalents in Options, Next Block, or 
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Co-requisite 
course for 
CHEM 120 



Figure 7—SCADETL—Course Detail Information Form—Equivalent Course 

 
Equivalent Courses 
Example given is PSYC 100C and PSY 100.  Other examples would include ENG 100 and ENGL 100C; CHEM 
280, BIOL 280, ENV 280, GEOG 280, CH 280.  This does NOT stop registration but will not allow credit to count 
for both at degree audit. 

 
 

To see fee information, if applicable for this course, click Fee Codes tab. 
 

Figure 8—SCADETL—Fee Code 

 
 
Fee Codes 
If fee is to be charged, it must be approved by the Provost and entered by Billings and Receivables.  If the fee code 
is entered on the catalog form, it will be attached to every section after entry is made.  Course sections created prior 
to fee entry will not carry fee, at which case, the fee must be added by Billings and Receivables at the section level. 
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Equivalent to 
PSY 100 

Course fee 
approved by 
Provost, entered 
by Billings and 
Receivables. 

 
Do not click drop 
down arrow for 
information.  It 
will take you to 
Billings & 
Receivables forms. 



 
To see degree attributes, click Degree Attributes tab. 
 

Figure 9—SCADETL—Degree Attributes 

 
 
Degree Attributes 
To see list, click drop down arrow under Attribute.  Attributes include, but are not limited to, the following: 

 
1) General Education category 
2) Section attributes 
3) Evaluation 
 

To see course text, click Course Text tab. 

Figure 10—SCADETL—Course Text (Subtitles) 

 
Course Text 
 
Course Text field will be used to maintain Subtitles approved by the Academic Deans.  Course description will be 
maintained on the Web version. 
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Click Exit icon twice to return to General Menu Form. 



Course Registration Restrictions 
 
 

In General Menu box, type SCARRES.  Press  
 

 
 

Figure 11—SCARRES—College/Major Restrictions 

  
 

III. Course Registration Restriction Form (SCARRES) 
 

If the subject and course for which you wish to see information is entered,  , click Next 
Block, or Course College Restrictions in Options to see college restrictions for that particular course. If the 
subject and course you wish to see are not entered, first type subject abbreviation, course number, and 
appropriate term in the named boxes. 
 

To see college restrictions, click Course College Restrictions in Options, Next Block or  
  

 
College Restrictions 
If the course is restricted, only students within certain colleges can take it.  You can include (I) or exclude (E) 
certain colleges. 

 
In the example in figure 10, only students in the Business College can take this course. College restrictions will be 
used to automatically 1) exclude Community College students from taking 300 and 400 level University courses and 
2) include only Community College students in General Education Courses offered through the 
Community College. 
 
To enter major restrictions pane, click Course Major Restrictions in left pane, Next Block, or  
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This course 
includes all 
colleges with 
exception of 
Community 
College. 

This course 
includes 
students 
majoring in 
Accounting 



 
Major Restrictions 
If the course is restricted, only students majoring in certain majors can take it.  You can include (I) or exclude (E) 
certain majors. 

  
In the example in figure 10, only students majoring in 602 Accounting can take ACCT 390. 

 
To see Class Restrictions, click Course Class Restrictions in Options, Next Block, or 

 

Figure 12—SCARRES—Class/Level Restrictions 

 
Class Restrictions 
In this windowpane the course can be restricted to include (I) or exclude (E) by class, i.e. Freshman (F), Sophomore 
(So), Junior (J), Senior (Se), etc. 

 
 

To enter Level Restrictions pane, click Course Level Restrictions in Options, Next Block, or 
 
Level Restrictions 
In this windowpane the course can be restricted to include (I) or exclude (E) by level—Graduate (GR) or 
Undergraduate (UG).  Level will be used to automatically exclude undergraduate student from all graduate courses. 

 
 
To see Degree Restrictions, click Course Degree Restrictions in Options, Next Block, or 
This restriction currently is not populated. 
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This course 
excludes Academy 
students and 
freshmen and 
undergraduate non 
degree students. 

This course 
excludes 
continuing 
education 
students. 



Figure 13—SCARRES—Degree/Program Restrictions 

 
Degree Restrictions 
Degree Restrictions can include (I) or exclude (E) certain degrees, e.g., a student seeking an AB degree may not take 
this course. 

 
 
To enter Program Restrictions pane, click Course Program Restrictions in Options, Next Block, or 
This restriction currently is not populated. 
 
Program Restrictions 
Program Restrictions can include (I) or exclude (E) several majors as defined by a program. 
 
To see Campus Restrictions, click Course Campus Restrictions in Options, Next Block, or  
This restriction currently is not populated. 
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This course includes 
only those students 
seeking a Bachelor 
of Science degree 

This course includes 
only those students in 
the BS in College of 
Business Program 



Figure 14—SCARRES—Campus Restrictions 

 
Campus Restrictions 
Campus Restrictions can include (I) or exclude (E) main campus, Glasgow, E-town, etc.  This is a Course 
restriction, not a Section restriction. This restriction will not be populated. 

 
College, Major, Class and Level restrictions are the only restrictions used.   Level restrictions apply to 
courses that can be taken only by Graduate students or that exclude Continuing Education students.  For an 
explanation of College restrictions, see page 13.  See page 14 for an explanation of Major and Class 
restrictions. 
 
Remember, restrictions entered at course level apply to all sections of the course. 
 
Click Exit Icon once to return to General Menu Form. 
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This course 
excludes no 
campus 
location. 



Course Prerequisite Restrictions 
 
 
In General Menu box, type SCAPREQ. Press  
 
 
If subject, course and term not entered, enter this information. 
 
 
 
Click Course Test Scores in Options, Next Block, or twice. 

 
 

Figure 15—SCAPREQ—Course Prerequisite Restrictions 

 
IV. Course Prerequisite Restrictions (SCAPREQ) 

Restrictions must be true for ALL SECTIONS if added at the course level. 
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Students registering 
for this course must 
have fulfilled these 
prerequisites. 



Student Registration Permit Override Form 
Figure 16—SFASRPO—Student Registration Permit-Override Form 

 
 

Click Exit Icon once to return to General Menu Form. 
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Use this form to 
permit the following 
overrides for the 
individual student: 
capacity, 
classification, college, 
co-requisite, major, 
prerequisite, or 
restricted course. 

555443333   Doe, John 



Section 2: To Change Course Section Information 
after Roll 

 

Schedule Form 
 
 
In General Menu box, type SSASECT.  Press  

 
 

SSASECT consists of four windows.  The main window is Section Information; the other three windowpanes are 1) 
Meeting Time, 2) Instructor and 3) Enrollment Data. 

 

Figure 17—SSASECT—Schedule Form—Section Information 

  
 
I. Schedule Form (SSASECT)—Update Capability 
 
1. Enter term. 
2. Tab to Course Reference Number. 
3. Type course reference number (CRN) for the section, which is the 5-digit number found in first column of 

the schedule roll detail report that you print from InfoView at the beginning of schedule preparation. 
 

Sections will not roll from previous like term to current like term if credit hours, schedule type or grade mode has 
been changed after previous term.  For example, course sections that were Lecture for spring 2009 and then changed 
after spring semester to Lecture/lab will not roll to spring 2010.  Course section status rolls as it was entered in 
previous like term: open, cancelled or restricted. 

 
To see information about this course section as it rolled from a previous like term (e.g. if you are working  

 
on term 201010—spring 2010—and want to see what was duplicated from 200910—spring 2009), click  

 
appropriate Option, Next Block, or  
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Always defaults to print.  
If you do not want the 
course section to print in 
the schedule of classes or 
on TopNet, uncheck this 
box. 

To be filled in by 
the Office of the 
Registrar from 
LINK form 
submitted by 
department. 

To be filled in 
by the Office of 
the Registrar 
from Crosslist 
form submitted 
by department. 



 
Information that can be changed on this form includes adding subtitle; section number, campus; status; schedule 
type, if course has been approved for more than one; grade mode, if course has been approved for more than one; 
session; approval code; non-print; and credit hours if course is variable credit.  To make appropriate changes place 
cursor in the specific box and enter your change. Save or   
 
You will need to enter instructor and building/room information for every section that rolls.  See FYI at bottom of 
page 21 for information about building/room entry. 

 
For all Study Abroad course sections refer to page 25 of this manual for specific instructions. 
 
To see information about the meeting time for this section, click Scheduled Meeting Times in Options, Next Block,  
 
or  
 
 

Figure 18—SSASECT—Meeting Time 

  
 
If your section meets other than the standard meeting dates, see Attachment 6 for entry on SSASECT. 
 
Meeting Time 

 
1. If meeting pattern should be changed, highlight incorrect time and click Delete Record or click Record 

Remove from Menu Bar. 
 
 
2. Save or  
 
 
3. Double-click in Meeting Time box (see figure 17) or click Down Arrow to get table STVMEET with preset 

times and days. (See Attachments 2 and 3 for Period and Military Time Conversion) If appropriate meeting 
pattern is not available, you must enter meeting days on SSASECT by clicking on day(s) of the week and 
entering start and end times. 
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If you leave meeting time blank, it will automatically print “TBA.” However, if you want to assign an instructor to 
this section, you will need to type 0.0 in hrs/wk box in the meeting time window.  This is a Banner requirement. 

Double-Click 
in this box or 
click down 
arrow to get 
preset times. 

Scroll to review 
additional 
information that 
may have rolled.



Banner will not let you delete a time where an instructor has been assigned. 
 

4. Add new time by highlighting; click the Select Icon or double-click new meeting pattern to 
 
bring it into SSASECT. 

 
5. Save or  

 
 

6. Highlight incorrect time and click Delete Record or click Record Remove from Menu Bar. 
 
 

7. Save or  

Figure 19—STVMEET—Meeting Time Code Validation Form 

 
 

FYI 
Any building and room information for the Main campus will be entered by Jessica Steenbergen, Scheduling 
Applications Coordinator for ASTRA.  If you have questions, please contact her at 745-2802 or 
Jessica.steenbergen@wku.edu.  You are responsible for entering building codes for WEB, Study Abroad, 
Russellville, Telecourse, and Special Locations sections.  Regional Campus building and room information will be 
entered by Regional Campus office personnel. 
 
The following schedule types must have Building and Room information by the beginning of the semester:  A 
(Applied Learning), B (Lab), C(Lecture/lab), and L(Lecture).  In addition, WEB Only sections must have WEB as 
the building and no room number.  WEB-Blended and WEB-Designated sections require a building and/or room.  
See page 70 for definition of WEB Only, WEB-Blended and WEB-Designated. KET sections that are also A, B, 
C, or L schedule types should have KET as the building; no room number is needed. WKYU-TV sections that are 
also A, B, C, or L schedule types should have the location of exams as the building and room designation. 
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New meeting 
pattern 
highlighted 

Select 

Save 



 
To see instructor information, click Assigned Instructors in Options, Next Block or  
 

Figure 20—SSASECT—Instructor 

 
 

Instructor 
 

1. If you know the WKU ID, enter in ID field.  If you don’t know the ID, tab to the ID box, go to Menu Bar, 
Help and List or click down arrow to get query form. 

Figure 21—SIAIQRY—Faculty/Advisor Query Form 
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WKU ID 
appears 
here. 

Help 

Select 

Record & 
Remove 

Remove 
Record 

If more than one 
instructor, click in box 
to indicate primary 
one to show in 
schedule and to enter 
grades. 

Faculty 
selected 

Search by Name 
Case Sensitive 

Override instructor 
conflict

Execute 
Query 

Search by 
Department 
Enter Department 
Abbreviation 

Down 
arrow



2. Check box to indicate if you are looking for faculty or advisor information. 
 

 WARNING:  Case Sensitive. 
 

3. Click box titled Last Name, type first part of last name and % (e.g. Smit%). 
 

4. Click Execute Query or press 
 
5. Scroll to find instructor name—choose by moving arrow up or down or using mouse to highlight name you 

want. 
6. Click Select icon or double-click on the name.  This will fill in the instructor’s name on instructor form. 
7. Type in percentage of responsibility and session if each column is less than 100%. 
8. If ID not on system, leave ID blank.  “Staff” will appear in the schedule of classes. 
 
If course is being team taught, % Resp column must equal 100 and % Sess column must equal 100. Banner will 
give you a warning at bottom of form that percent is less than or more than 100, but won’t make you change 
it.  If more than one instructor, identify which is to be primary instructor by enabling the appropriate primary check.  
Only the primary instructor will appear in the printed schedule of classes and will be able to post grades online. 
 
Conflict:  If message at bottom of form says instructor has conflict, go to SIAASGQ, Faculty Schedule Query Form,  
 
by clicking Query Faculty Schedule in Options (or exit to General Menu Form and enter form name  
 
in General Menu box), enter term and ID and click Next Block, or 
 
If course is cross-listed (same instructor, time and location; or in the case of an ITV section, same instructor and 
same time), you will have a conflict.  These conflicts will have to be overridden. 

Figure 22—SIAASGQ—Faculty Schedule Query Form 

  
You will get a list of course sections assigned to that instructor.  At this point you can assign another instructor (on 
SSASECT Instructor) to this section or drop the instructor from another section. 
 
9. Save or  
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If there is a 
conflict, check 
information 
that appears 
here. 



 
10. To return to main window—Schedule form—Next Block, or  

three times 

Figure 23—SSASECT—Schedule—Course Section Information 

 
 

 

Figure 24—SSASECT—Section Enrollment Information 

  
Section Enrollment Information 
1. Click Section Enrollment Info in Options. 

Enrollment from last year will appear.  Type over existing maximum to change. 
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May use scroll 
bar to access 
additional 
meeting 
information.

Rollback  

Maximum 
Enrollment 



2. Save or 
 
  
If you do not need to see Detail Form and you are ready to change course sections, you can go to  
 
horizontal toolbar and click Rollback button or  
 
 
 
If you have notes that need to be attached to section, you will need to update Section Comments SSATEXT (page 
45).  If you have no notes to add, you are finished making changes for this course section. 
 
 
Study Abroad Course Sections 
Figure 25−−SSASECT−−Study Abroad Course Sections 

  

Section Number 850 
to 864 (fall & 
spring); see pages 
68-69 for summer 
numbers.

Campus code 
for Foreign 
Country Sites 

XC for Foreign 
Study: CCSA; XF 
for Foreign Study: 
Faculty Led 

Tuition Waiver should be checked off for fall 
and spring; checked on for winter and summer.

 
Enter section data as described previously for Status, Schedule Type, Part of Term, Grade Mode, and Session.  
Section number should range from 850 to 864 for fall and spring; see pages 68-69 for summer.  Campus code should 
be “X” for Foreign Country Sites.  Session Code should be Y for Study Abroad.  Special Approval should be “R”.  
If you do not wish to print this section on TopNet, click the Print checkmark off. 
 
Mark Attendance Method “XC” for CCSA (Cooperative Center for Study Abroad) sections or “XF” for Foreign 
Study: Faculty Led Sections. 
 
On Scheduled Meeting Times window, use the country code for the appropriate country as the Building code.  You 
will find the list of Foreign Country Site codes in Attachment 7. 
 

 FYI Create a different section for each country.  
 

 25



Schedule Detail Form 
 
The next two sections are for viewing only.  They describe Detail and Section Restriction Information—section 
links, co-requisites at section level, cross-list sections, and section attributes.  Submit these changes or additions by 
filling out and faxing or e-mailing a form located at 
http://www.wku.edu/Dept/Support/AcadAffairs/Registrar/formsfaculty.htm. 
 
Click Course Section Detail in Options or right-click to access Options available for that particular window. 
 

Figure 26—SSADETL—Schedule Detail Form 

  
II. Schedule Detail Form (SSADETL)—Viewing Capability Only 
 
Courses may be joined together for registration purposes in four ways: 
 
Catalog Level (SCADETL) 
1. Co-requisites  

If courses are identified at the catalog level as co-requisite courses, there is no further need to group at the 
section level.  One cannot register for one course without registering for the other regardless of section 
numbers.  An example would be Chemistry 120 and 121. 

 
2. Schedule Type Lecture and Lab Combined (Code C) 

If a course has two schedule types and one schedule type must be taken with the second schedule type, and 
they must be paired (e.g. GEOG 121 lecture and specific lab), the course inventory schedule type should be 
changed to Lecture/Lab combination.  The course section then may be assigned two meeting times, one for 
the lecture component and one for the lab component. 
 

Section Level (SSADETL) 
1. Links 

Links are submitted for lecture sections that may be taken with any lab or clinic sections.  For example 
Biology 131 001 lecture with any lab section (002, 003, 004, etc). 

 
The Office of the Registrar will enter link identifier based on changes submitted by department on the Link 
Edit Report. 
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Section that 
must be taken   
during the 
same term. 

Link 
Indicator 



2. Co-requisites 
Co-requisites at section level may only be combined at section level if they have first been identified as co-
requisites at the catalog level.  For example, CHEM 120 001 (lecture with Pesterfield) could be combined 
with CHEM 121 005 (lab with Pesterfield) at this level. 

 
 
To see Section Links, click Section Links in Options, Next Block, or  
 

 
 

To see Co-requisites, click Section Co-requisites in Options, Next Block, or 
 
 

Figure 27—SSADETL—Schedule Detail Form 

  
Degree Program Attributes will be reported to the Office of the Registrar on the Attribute form and will be entered 
by that office. 
 
Click Exit icon once to return to General Menu Form. 
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HON and ENH can be added at 
section level.  EVAL is automatically 
added to all courses at the catalog 
level. Therefore new sections will 
have EVAL as an attribute. Those 
sections that roll from the previous 
like term will have EVAL as an 
attribute if it existed on the section 
prior to the roll.  If EVAL was 
removed prior to roll, rolled section 
will not have EVAL attribute. 

Fees approved by the Provost 
will be entered by Billings & 
Receivables. 

http://www.wku.edu/Dept/Support/AcadAffairs/Registrar/formsfaculty.htm


Section Registration Restrictions 
 
In General Menu Box, type SSARRES. 
 
III. Section Registration Restrictions (SSARRES)—Viewing Capability Only 

 
 
 
 

Figure 28—SSARRES—College & Major Restriction 

  
College Restriction 
This will be entered at the catalog level (SCARRES) and will roll to SSARRES.  This can be used to exclude 
Community College from taking 300 and 400 level courses and will be used to include Community College only for 
general education courses offered through the Community College. 

 
To see Major Restriction, click Section Major Restriction in Options, Next Block, or 
 
Major Restriction 
If the section is restricted, only students majoring in certain majors can take it.  You can include (I) or exclude (E) 
certain majors. 
 
 
To see Class Restriction, click Section Class Restriction in Options, Next Block, or  
 

 28

Students in 
these colleges 
may enroll in 
FIN 350. 



Figure 29—SSARRES—Class & Level Restriction 

  
Class Restrictions  
If the section is restricted to include (I) or exclude (E) by class, i.e. Freshman (F), Sophomore (So), Junior (J), 
Senior (Se), etc., only students with this classification or higher can take it. 
 
 
 
To see Level Restriction, click Section Level Restriction in Options, Next Block, or  
 
 
Level Restriction 
This restriction is populated based on information entered at the catalog level.  All 400-499G and 500 or above 
courses are automatically restricted to Graduate Level students only.  All sections so restricted at the catalog level 
will be restricted at the section level. 
 
To see Degree Restriction, click Section Degree Restriction in Options, Next Block, or 
This restriction will not be populated. 
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Students who are an 
Academy junior or 
senior, a freshman or 
undergraduate-non-
degree may not enroll 
in ACCT 200. 



Figure 30—SSARRES—Degree & Program Restrictions 

 
Degree Restriction 
 
To see Program Restriction, click Section Program Restriction in Options, Next Block, or 
 
 
 
Program Restriction 
This restriction will not be populated. 
 
 
To see Campus Restriction, click on Section Campus Restriction, Next Block, or  
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Figure 31—SSARRES—Campus Restriction 

 
Campus Restriction 
This will exclude Community College students not eligible for 100 and 200 level courses at the University (day 
sections only). 
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Click Exit Icon once to return to General Menu Form. 



Section Comments 
 
In General Menu box (figure 1) type SSATEXT.  Press  
 
 

 Figure 32--SSATEXT--Section Comments (Non-Standard Notes) 

 

IV. Section Comments (SSATEXT)—Update Capability. 
 
1. Next Block or 
 
 

 
The following notes will automatically be added to all applicable course sections: 

 
Course pass required for above class (Special Approval code R on SSASECT) 

Honors eligibility or 3.2 overall university GPA required HON as first three letters of section title 
Lab or Clinic required with above class (Link identifier on SSASECT) 

Associated fee:  refer to tuition and fees/course fee (Fee information on SSADETL) 
This is a bi-term course - see meeting dates (Part of Term 2 or 3 for fall or spring) 

This is an interactive TV class. (Session code I on SSASECT) 
Web only: Reserved for (appropriate cohort) students. Please call (appropriate phone number) for a course 

Pass. (EWEB, GWEB, OWEB, RWEB Building code on SSASECT) 
 

All other notes will need to be entered or changed on form SSATEXT. 
 

 
You must type in the note and finish a line with a complete word.  Move arrow down or click with mouse for next 
line.  Words will not wrap; you must end line with completed word. 

 
 

2. Click Save or 
 

Click Exit Icon to return to General Menu Form. 
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Example of text for 
Accounting 200 
section restricted to 
nontraditional 
evening students 



College Text Form 
 

V. College/Department Text Form (SCATEXT)—Update Capability 
To enter all text for schedule subheadings which appear under college or departmental heading. 
 
 

In General Menu box type SCATEXT.  Press  
 
Enter College and Term. 
 
 
To see information in College Text Form, Next Block, or  
 
 

Figure 33—SCATEXT—College/Department Text Form—College Text (Non-Standard Notes) 

 
 
If form is blank, you may enter new text. For current term, if form already has text, type over text or delete each line 
with Record/Remove from menu or Remove Record icon.  Save. 
 
If working with a future term, to make changes you must click Maintenance  
 
button; then select Copy Text.  Make appropriate changes and save or  
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Example of 
College Text 
for College of 
Business 

Maintenance 
Button 



Department Text Form 
To see Department Text Form, in General Menu box type SCATEXT. 
 
Enter College, Department and Term. 
 
To see text, Next Block, or  
 
 
 

Figure 34—SCATEXT—Department Text Form (Non-Standard Notes) 

  
If form is blank, you may enter new text. For current term, if form already has text, type over text or delete each line 
with Record/Remove from menu or Remove Record icon.  Save. 
 
If working with a future term, to make changes you must click Maintenance button; then select Copy Text.  Make  
 
appropriate changes and save or  
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Example of text 
attached to sections 
offered by the 
Department of 
Accounting 
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