
                                                                                                                                                      

How to use the Program Code/Minor Code Sheets 

 

The purpose of these sheets is to specifically support users responsible for 

adding/changing/deleting students’ programs in Admin Banner. These sheets should not be 

used for any other purpose, including as an official list of current, active programs at Missouri 

State University.  

 

Best practices: 

• Bookmark the webpage for quick access to the sheets.  

• Do not download a copy unless absolutely necessary.  

o The sheets may be updated at any time, making the copy no longer up to date.  

• Close and reopen the sheet if filtering/sorting is not reverting to default or not working properly.  

• Clear filters or sort before performing a “new” filter or sort.  

• Refer to the minor code sheet to ensure the correct department code is used when adding or changing 

a minor for a student. Realignment significantly impacted this information for minor codes.  

Using FIND function: 

1. Using the find function, enter keyword for the search.  

2. Select Find All.  

3. Excel will allow you to click on the search result you wish to see in the spreadsheet. Click on the link, 

Excel will automatically direct you to the information in the spreadsheet.  

 

 

 

 

 

 

 

 

 

 

 

 

 



                                                                                                                                                      

How to use the Program Code/Minor Code Sheets 

 

Filtering for the Undergraduate Majors/Certificates and Graduate Programs/Certificates sheet: 

To find a specific program code, use the column filters to “find” the information. 

1. Filter by level first (undergraduate/graduate).  

2. Then filter by additional parameters, as applicable to the program code being searched.  

Example: User needs to find the program code for an undergraduate art program.  

1. Filter by level of “UG”.  

2. Filter by department/school of “Art and Design”.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



                                                                                                                                                      

How to use the Program Code/Minor Code Sheets 

 

Sorting for the Undergraduate Majors/Certificates and Graduate Programs/Certificates sheet: 

Sorting may be applied with or without filtering. By default, the sheet is sorted by level (descending) and the 

Admin Banner Program Code Description.  

If filtering and sorting, it is recommended to filter first, then sort.  

Example: User needs to find undergraduate certificate program codes in the School of Criminology and 

Criminal Justice.  

1. Filter first by level of “UG”.   

2. Filter by Department/School of “Criminology & Criminal Justice”. 

3. Sort by Degree of “UGCT”.  

 

 

 

 

 

 

 

 

 

 

 

 

 



                                                                                                                                                      

How to use the Program Code/Minor Code Sheets 

 

Filtering and Sorting for Minors sheet: 

Filtering and sorting will work similarly for this sheet.  

 

 

 

 


