
 

 

How to Find Class Sections in Banner (Rolled or Built Sections)  

These steps will show how to find rolled or built sections in Banner, based on search parameters that are input 

into a Banner query. When adding a section to the class schedule, first check to see if there is a held section that 

can be activated and updated before adding/building a new section/CRN. To use the query, first decide which 

search parameters to use.  

Ask these questions: 

• What term? 

• What subject? 

• Are there other filters needed?  

o Course (Course Number) 

o Section Status (Just held sections, active sections, or all sections?) 

o Part of Term (All sections, or only sections built with a specific part of term?) 

o Instructional Method (All sections or only those with a specific instructional method?) 

o Any other limiting parameters?  

 

1. Navigate to SSASECT (Schedule).  

2. Enter the term in the term field.  

3. Click on the 3 dots to the right of the CRN field.  

 

 



4. This opens a query (search).  

 

 

 

 

 

 

 

 

 

 

 

 

5. How fields are listed in this query will differ from user to user, but all fields are available to all users. If the 

field you wish to search by is not visible, choose the “Add Another Field” drop down to find the desired 

field.  

6. Always begin with the term field. Enter the desired term.  

7. Enter the desired subject in the subject field (BMS, CHM, MTH, SWK, LTC).  

8. Enter any other desired filters. The most common filters are course (course numbers-100, 120, 494, 725), 

section status (held, active) and instructional method (TRAD, INET, CNCT, etc.) The more filters used, the 

more restrictive the results will be.  

a. If the end goal is a list of all BMS sections in Banner for summer 2023, the filter would look like this: 

 

 



 

 

 

 

 

 

b. If the end goal is a list of all BMS 110 sections that are in a held status for summer 2023, the filter 

would look like this:  

 

 

 

 

 

 

 

 

c. If the end goal is a list of all BMS 110 sections that are built as online for summer 2023, the filter 

would look like this: 

 

 

 

 



9. After entering all the desired filters, choose GO. The results of the search will be displayed. The filters used 

for the search are displayed at the top right.  The column headers are listed at the top of the results. 

Multiple pages are shown at the bottom of the screen, as well as the total number of records. Users can 

increase the per page view from the bottom of the screen. If the filter should be adjusted, use “Filter 

Again” at the top right. That will take the user back to the original query.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



10.  Use the search results to find the desired section. To open the desired section in SSASECT, double click on 

the CRN. The search results will disappear, and the user will be taken back to SSASECT. Choose GO to open 

the desired section.   

 

11.  Query results do not save in Banner but can be exported before the query is closed. To export all the 

results, go to Tools, Export. This will export all the results into an Excel spreadsheet that can be saved.  

 

 

 

 

 

 

 


