
By Go To type: SSASECT and press Enter 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Type: 
SSASECT 
 
PRESS Enter 



In the Term field type 201010  
ADDING A COURSE 

In the CRN field type ‘ADD’ if you are adding a course   
Click Next Block 
Fill-in the following information in the SECTION DETAILS AREA: 
***Click on the drop down arrow if you need help with your selection**** 
SUBJECT 
COURSE # 
SECTION 
CAMPUS 
STATUS  
SCHEDULE TYPE 
INSTRUCTIONAL METHOD 
GRADE MODE 
SESSION 
PART OF TERM 

Information on right hand side will automatically populate 
PRESS F10 To Save 

MAKING A CHANGE TO A COURSE 
In the CRN field type the CRN # if you are making changes 
Changes/updates can only be made to the following: 
CAMPUS 
STATUS 
SESSION 

 

 
 
CLICK on Options 
Select Section Enrollment Info 
In the Enrollment Details Area, enter the Maximum number to be enrolled 
PRESS F10 
 
 

Type:  
Current Term 

Type: 
ADD  
To add a 
course in 
the system 



 
 
 

 
 
 
CLICK Next Block -2 times 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Click on drop down arrow under Meeting Time (Select your time or one close to it by 
double clicking on the number under the Code field-if you need to change days 
simply uncheck the days you don’t want and check the one(s) of your choice, if you 
want to change the time simply enter the time(s) of your choice 
 
Stroll on Scroll Bar at the bottom of form to Enter BLDG and Room No. 
PRESS F10 To Save 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Scroll bar 



 
 
CLICK Next Block 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



ENTER ID 
Under the ID field simply enter the faculty/staff ID# and PRESS ENTER 
 
ENTER FACULTY NAME 
In the field next to where you would enter the faculty ID #, simply type last name, first 
name and press ENTER (EX: Doe, Joe) 
 
LOCATE FACULTY ID 
To locate Faculty ID, click on the ID Drop Down Box 
Type in the faculty last name (Use capital letter for first letter on the first and last name; if name is 
      not known  type first letter and put a % sign then hit F8) 
PRESS F8 to execute the query 
Finally, double click on any gray area 
PRESS F10  
 
CLICK Next Block 3 times, you should be back to the SECTION DETAIL, simply EXIT 
form or CLICK ROLLBACK icon to start process over again. 

 
 
 
 
 

Faculty ID 

Faculty Name 


