  GUIDE FOR COURSE SCHEDULE MAINTENANCE FORMS

REVISED FOR USE WITH BANNER

Revised January 22, 2007
In this guide are instructions and codes to be used in preparing Course Schedule Maintenance Forms.  Please read carefully before preparing forms, since many processes have changed as a result of Banner implementation.
Course schedule maintenance forms are to be used to add, change and cancel course sections for a specific semester.   Please fill out all pertinent information on the form for adds or changes to the course file.  To cancel a section, please fill out the Control Information, and check the appropriate box.  In these cases, it is not necessary to complete the entire form.

***PLEASE NOTE these very important changes:

Section dates and credit hours may not be changed on a course once students are enrolled.  There is no Banner functionality to make such a change.  If you change dates or credit hours once students are enrolled, it will require setting up a new section and canceling the existing section.  All enrolled students will be dropped, and you must contact each to have them add the new section to their schedules.

The following items explain each of the fields and what is to be coded into them.  An asterisk (*) next to an item indicates that a change in processing has occurred as a result of Banner implementation.
Year/Semester

Please fill out completely.  




Control Information           Top center – This information must ALWAYS BE FILLED OUT.

Subject
Code in the appropriate subject area. 

Course


3-digit numeric, e.g. 503.

Section


Course section includes (L) for lab, (C) for off campus, and (V) for

holiday intersession if applicable (ex. L01, C01, or V01).  Rules for determining section numbers are listed on page 4 of this guide.  
Date


The date that the form is submitted to the Scheduling Office. 

Add


Put an X in the box to add a section, and fill in all the information on the 




maintenance form.

Change


Put an X in the box to change information for a section already on file, and fill


in the information that has changed.  Remember to fill in the Control Information as the course was originally added.

Cancel
Put an X in the box to cancel a section.
Course Title 

The course title is a 30-position field.  Please use approved course titles and




abbreviate when necessary.  NOTE:  All topic courses must have TOPICS




included in the course title (ex. TOPICS:).

Maximum Size *

The maximum number of students who will be allowed to register for the

section.  If a maximum size is not given, the section will default to 0 (closed).  It is very important to fill in an accurate max size for room scheduling purposes.  If no maximum size is given, the room scheduling office will assign a smaller room by default.  At this time, only the course scheduling office will be able to update maximum size in Banner.
Credit Hours *

Place the credit value of the section in this field.  No changes may be made 



once students are enrolled in the section.

Variable Credits
Indicate the maximum number of hours and the minimum number of hours for the section.  Only MCV campus courses will be set up as variable. 

Start Date *

Enter the date the section will start.  The start date is not required for a section 





that runs the full semester.  No changes may be made once students are enrolled



in the section.

End Date *

Enter the date the section will end.  The end date is not required for a section




that runs the full semester.  No changes may be made once students are enrolled 



in the section.

Cross-Listed *

Space for 2 entries.  Cross-listed course sections should be added only once by

the offering department, also known as the Primary department.  Only the Primary department can make changes to any cross-listed section.  
Messages *
In the past, messages were hard-coded into SIS, and only pre-programmed 

messages could be used.  In moving the course file from SIS to Banner, messages were not carried over, with the exception of Writing Intensive, Service Learning, Urban Environment and Online.  The message field is now free-form, so you may request up to 100 characters of text to be included as a schedule book message.  Once added to a section, the message will carry over from year to year, unless the course scheduling office is directed to remove it.  To remove a message, please indicate so by placing an instruction on the course maintenance form.
Major/School/

There is space for multiple Major, School or Class restrictions.  Please indicate

Class Restrictions

whether to include (all students with major, school, and class restrictions will be

able to register for this section) or exclude (all students with major, school, class

restrictions will not be able to register for this section).




Instructor information *
List the instructor.  The system will handle multiple instructors.  To record more than two instructors, use multiple maintenance forms and number the instructors

consecutively.   If there is more than one instructor, record % taught for each
instructor.  At this time, only the course scheduling office will be able to update instructor  information in Banner.  An instructor name is required for each  section; otherwise no class roster or grade roster will be generated or accessible.  

Meeting information
Enter each pattern the section meets (MTWRFSU).  Enter the start time and am/pm.  Enter the end time and am/pm.  Enter the building, room and activity such as lec, lab, stu, etc. (ex. HIBBS, 12345, LEC).  Building codes are listed on page 3 of this guide. 
All Course Schedule Maintenance Forms should be delivered to the appropriate office, unless otherwise instructed by your Dean’s office.

MONROE PARK CAMPUS:
827 W. Franklin Street, Room 326, ext. 8-1353

MCV CAMPUS


Sanger Hall, Room 1-055, ext. 8-1353

All questions should be referred to Records and Registration/Course Scheduling at ext. 8-1353.

VCU BUILDING CODES
1000B

1000 W. BROAD-SCHOOL OF THE ARTS BUILDING

107NM

107 N. MORRIS

10SLN

10 S. LINDEN

1315F

1315 FLOYD AVE

612NL

612-620 NORTH LOMBARDY STREET

701WG

701 W. GRACE ST.

908WF

908 W. FRANKLIN

920WF

920 W. FRANKLIN-VALENTINE HOUSE

ANDER

ANDERSON GALLERY

ANDRS

913 W. FRANKLIN-ANDERSON HOUSE

BFORD

922 W. FRANKLIN-BUFORD HOUSE

BOWE5

609 BOWE ST.

BUSNS

1015 FLOYD-BUSINESS BLDG

CABEL

901 PARK-CABELL LIBRARY
CSGYM

911 W. CARY-CARY STREET GYM

DANCE

10 N. BRUNSWICK-VCU DANCE CENTER

EGYPT

1223 E. MARSHALL-EGYPTIAN BLDG

ENGRB

601 W. MAIN-ENGINEERING BLD

FSGYM

817 W. FRANKLIN-FRANKLIN STREET GYM

FTERR

812 W. FRANKLIN-FRANKLIN TERRACE

GBJNS

305 N. 12TH-GEORGE BEN JOHNSTON AUDITORIUM

GINTR

901 W. FRANKLIN-GINTER HOUSE

GRANT

1008 E. CLAY-GRANT HOUSE

GSTHR

934 W. GRACE-GRACE STREET THEATRE

HIBBS

900 PARK-HIBBS BLD

HUNTN

810 W. FRANKLIN-HUNTON HOUSE

LEIGH

1000 E. CLAY-LEIGH HOUSE

LFSCB

1000 W. CARY- LIFE SCIENCE BLD

LYONS

520 N 12TH-LYONS BLDG

MCGRE

1112 E. CLAY-MCGUIRE HALL

MEDSC

1225 E. MARSHALL- MEDICAL SCIENCE BLD

MILLH

916 W. FRANKLIN-MILLHISER HOUSE

MUSIC

1015 GROVE AVENUE-VCU MUSIC CENTER

NEWTN
1228 W. BROAD-NEWTON HOUSE

OLVED

1015 W. MAIN-OLIVER HALL-EDU

OLVPH

1001 W. MAIN-OLIVER HALL-PHS

PLLAK

325 NORTH HARRISON-POLLAK BLDG

PRFMA

922 PARK AVE-PERFORMING ARTS BUILDING

R916F

916 W. FRANKLN REAR-MILLHISER HOUSE

RANDM
301 COLLEGE-RANDOLPH M ANNEX

RLEGH

1001 W. FRANKLIN-RALEIGH BLDG

SANGR

1101 E. MARSHALL-SANGER HALL

SMITH

410 N. 12TH ST-SMITH BLD

SSPLY

221 N. SHAFER-SHAFER ST PLAYHOUSE

TEMPL

 901 W. MAIN-TEMPLE BLD

THROW
730 E. BROAD- THEATRE ROW

THSTN

808 W. FRANKLIN-THURSTON HOUSE

TMLIB

TOMPKINS-MCCAW LIBRARY

TOBEA

TO BE ANNOUNCED

VMIBL

1000 E. MARSHALL-VMI BUILDING

WHOSP

1200 E. BROAD-WEST HOSPITAL

WLLMS
800 W. FRANKLIN-WILLIAMS HOUSE

WOODB
521 N. 11TH-WOOD MEMEMORIAL BLDG

 SECTION NUMBER CODES

The following is the format for coding section numbers of courses.

· All day courses that are not variable credit, honors, off-campus, intersession, or lab courses should begin with the number “0” (ex. 001)

· All evening courses (courses starting at 4:00 PM or later) and weekend courses that are not variable credit, honors, off-campus, intersession, or lab courses should have a 900 level section number (ex. 901).

· All variable credit courses should have an 800 level section number.  (MCV only) 

· All honors day courses should have section numbers that range from 700 to 749, while honors evening courses should have section numbers that range from 750 to 799.

· All off-campus day courses should have section numbers that begin with a “C” in the first character field and a range of C01 to C49, while off-campus evening courses should have a “C” and a range of C50 to C99.

· All lab day courses should have section numbers that begin with an “L” in the first character field and a range of L01 to L49, while lab evening courses should have an “L” and a range of L50 to L99.

· All holiday intersession courses should have a “V” in the first character field and the credit hour value in the third character field (ex. V03 for a three credit course).

· All Qatar campus courses should have a “Q” in the first character field.  These sections are maintained by the Qatar campus registrar’s office and should not be altered.
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