How to Create and Modify a Course,
Schedule a Classroom, Assign an Instructor and Find
Scheduled Rooms on Campus

1. Access your INB account
2. Go to the SSASECT form in INB
* If you choose to modify and existing course, enter the term
and CRN number of the course
* If you choose to create a new course, select the “Create CRN”
button.
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This will take you into the form to begin entering fields: Subject,
Course number, Section number, Campus, Status, Schedule type,
Instructional Method, Grade Mode, Part of term (select TAB key to
progress in the form)
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The Instructional Method field should be TR (face-to-face) for Lab
and Standard face-to-face courses, and TR or NT for Field-Based,; for
online courses use a non-face-to-face method (ex: WWW).
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SOIS Surveys: Each term students evaluate their courses via the
Student Opinion of Instruction Survey (SOIS). In the Session field
select Lab SOIS, Field-Based SOIS, or Not to be surveyed SOIS. If
Session is blank: TR courses will be in the Standard SOIS (if 6+
enrolled), while online courses of any enrollment size will be in the
SOIS of Distance Education Courses.
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Enter any desired Special Approvals.

Enter the Part of Term — Will usually be 1 — and tab to populate the
dates.



Select Save icon and a CRN is assigned.
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To set or modify enrollment numbers, next block or select the Section
Enroliment Information tab on SSASECT.

Enter the maximum enrollment and the waitlist maximum if you would
like to utilize wait listing for this course. Save the record.
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To enter or modify class meeting times, next block again or select the
Meeting Times and Instructor tab on SSASECT.

Enter the appropriate Meeting Time code and tab to the Start Date to
populate the date range. Save the record.

Next block to assign the appropriate instructor. Save the record.
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To manually enter a location, select the Options — Query Available
Class Room [SLQMEET] to open SLQMEET and search for available
space.

Enter the desired building and next block twice.
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Double click the desired location. This takes you back to SSASECT
and populates the building and room. Save the record.






To See What is Scheduled in aroom: Go to “SSAMATX” Enter
Building— to see what is scheduled in that building Enter Subject and
Course Number- to see what classes are scheduled for a particular
course Enter Times and Days of Week— to see rooms scheduled at
those times.
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