
 
 

 

 

 

 

Administrative Banner Navigation, Tips, and Best Practices  
 

Administrative Banner access is through My Missouri State, Work Resources tab, 

Administrative Banner link. 

Chrome is the preferred/recommended browser.  

 
 

 

 

 

 

 

 

 

 

 

 



 
 

 

After logging in, the Administrative Banner “home” screen will look like this. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Type the page/form name (SSASECT, SFASRPO, SGAADVR, etc.) into the Search box and hit 

enter on your keyboard. 

 

 

 

 

 

 

 

 

 



 
 

 

Navigate between pages/forms using the Recently Opened options.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Keyboard Shortcuts 

 

 

 

 

 

 

 

 

 

 



 
 

 

 

 

  

 

You can hover over the commands (Exit, Save, Start Over, etc.) in Administrative Banner for 

the keyboard shortcuts. 

 Pages/Forms (SSASECT) 

The first SSASECT page will request information about the term and CRN. 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Provide a term code and tab over to/click in the CRN field.  

2. Provide CRN information.  

a. Enter 5 digit CRN number.  

b. Enter the word ADD to add a new CRN.  

c. Search for an existing CRN.  



 
 

3. Choose the Green GO or “Next Section”. (ALT-PAGE DOWN). Course Information is now 

loaded into SSASECT.  

Pages will have tabs.  

  

 

The green Start Over will take you back to the first page of the page (SSASECT) (where you 

entered the term/CRN information).  

 

 

Each page/form will have an exit button. This takes you back to the previous page/form.  

 

 

 

 
 

Sections 

Pages are made up of sections. You will usually TAB to navigate through the sections or click 

with your mouse. There will be some instances where “Next Section” is required within a 

section, but these instances are few.  

 

 

 

Each section has an expand/hide arrow. For class schedule building, leave each section 

expanded.  



 
 

 

 

Each section has an Insert, Delete, Copy, Filter option.  

 

 

 

 

 

 

 

 

 

  

 

 

 


