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Adding a New Section

Before adding a new section of a course, be sure to check for any held sections that
can be used instead of creating a new section.

DO NOT USE the COPY CRN feature.

1. Open SSASECT. Enter the term for which you need to section.

X @ellucian  Schedule SSASECT 9.3.13.1 (PROD) B RETRIEVE S RELATED ¥ TOOLS
Term: (201940 = CRN: | =
Subject: Course:
Title: \ 2 Copy CRN |

\'9. Create CRN \

Get Started: Complete the fields above and click Ga. To search by name, press TAB from an |D field, enter your search criteria, and then press ENTER.

2. Enter the word ADD in the CRN field and GO. (DO NOT hit enter.)
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Subject: Course:
Title: [2 Copy CRN |

[2. Create CRN |

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field. enter your search criteria, and then press ENTER.

If you do hit ENTER, you will see this screen. Select CANCEL and it’ll reset.
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3. You will now have a blank shell for a new section. You must fill in every field, in
order, on the Course Section Information tab and SAVE moving to any other tab.
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4. Once you SAVE, a CRN will be assigned.

Term: 201940

X @ ellucian

Course Section Information

CRN: 43214

¥ COURSE SECTION INFORMATION

suiect MUS |[...| MUSIC (MUS)

Subject:

Schedule SSASECT 9.3.13.1 (PROD)

MUS

Section Enrollment Information

Course:

674

Long Title

Comments

Syllabus

Title:

5. You can now navigate to other tabs to complete the building process.
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