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How to Add, Delete, or Update Course Section Comments

Course section comments populate on the class schedule search for students to seek out during registration. It is
very important that course section comments are always up to date for the appropriate term. Course section
comments roll from term to term and must be reviewed during the schedule building cycle for that term. Use the
proofing dashboard to review all course section comments.

Course section comments must be used for:

o Outlining which linked lecture and lab sections a student must add together.
o Example-Must take LEC A with labs 1-10 and LEC B with labs 15-20.

o If permission is required, who to contact for permission.
o Example-Contact the department for permission.

« Notifying students that a particular section is reserved or has reserved seats for students that meet a
certain criterion.

o Example-Section reserved for Criminology majors only.



Course section comments can be used for:

e Proctored exam information.

o Example-This class requires two proctored exams at a cost of not more than 550 each (cost
dependent upon location) for a total cost of not more than S100. These exams are to be taken at the
Testing Center on the Missouri State Campus (with no fee) or at some other physical location
approved by the instructor.

« Notify students of any additional information or requirements for the class.

o Example for an Archery class: Students must provide own transportation to Hickory Hills Range.

Course section comments cannot be used for:

» Catalog course descriptions or catalog prerequisite information

o This information must come directly from the catalog and that information is programmed into
Banner. Students have access to this information via the class schedule search already.

o Term, date, or time specific information

o Comments roll from term to term and if term, date or time information is used, there's a high
probability the information will be incorrect the following term.



1. To add or update a course section comment, navigate to SSASECT (Schedule). Enter the term and CRN. GO.
2. Go to Related-Course Section Comments. GO.
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Get Started: Complate the fislds above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER.

3. Text is placed in the Section Long Text box, NOT the Section Text. Text in the Section Long Text box is not
visible until that section/text box is activated by either “Next Block” or clicking in the box.
4. Add or update section comments. Save.



ADD B RETRIEVE

Section Comment SSATEXT 9.3 (PR

, Filter

Term: 202340 CRN: 52775 Subject: HSP Course: 321 Title: Principles of Food Preparation
o2 Settings  [B Insert [ Delete ¥ Copy

~ SECTION TEXT

Section Text *
Record 1 of 1

3 insert @ Delete TmCopy | T, Filter

of 1 0 v

* SECTION LONG TEXT

Section Long Text

X @el Section Comment SSATEXT 9.3 (PROI RETRIEVE % TooLS
Term: 202340 CRN: 52775 Subject: HSP Course: 321 Title: Principles of Food Preparation
» SECTION TEXT £ Seftings Insert @@ Delete TmCopy | Filler
Section Text *
Record 1 of 1

R insert [ Delete "mCopy ¥ Filter

~ SECTION LONG TEXT

Section Long Text | Muyst schedule with HSP 321 lecture section A.

- x Activity Date 11/01/2022 09:38:18 AM




To delete an entire comment, follow steps 1-3 as listed above. Once the Section Long Text box is active and the
text can be seen, use the Delete command. This deletes the entire comment, not just the text. If the text is
removed with backspace or delete, only the text has been removed and technically the comment still exists. This

can cause issues in the registration and trial schedule builder systems. Save.
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