Changes that need to be made in SZASECT not CBAS:

If an immediate change to a course is needed in Banner and it does not need approval from a
Chair or Dean, SZASECT in Banner can be used to make the change.
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SZASECT capabilities do differ for Fall/Spring, Summer, and AppState Online courses. These
differences are outlined on the Registrar’s website.

Navigate to registrar.appstate.edu in your internet browser address bar.

Office of the Registrar

About  ForStudents For Faculty & Staff  Calendars & Schedules  Graduation Resources DegreeWorks

Upcoming Events

Search for Classes by Terme? [Tosay) M M Thursday, November 4 ~ {SPrint Week Month Agenda =

Search UNC Online Classes#® Thursday, November 4 .

Early Registration for Currently Enrolled Students

Last day to drop a second-semester class and use a career drop Last day to drop the pass-fai option on a second-half semester course

Friday, November 5
Early Registration for Currently Enrolled Students
Saturday, November 6




Click on the For Faculty & Staff tab under the Office of the Registrar heading.

alendars & Schedules ~ Graduation Resources DegreeWorks

Registration e

For Faculty and Staff

Schedule Build
The Office of the Registrar supports the mission of Appalachian State University by providing academic support

Grading services to the University. These services include academic records management, degree and diploma processing,
student information systems management, administration of ASU and UNCGA policies, maintenance of archives, and

UNC Online system-wide reporting (in collaberation with the Office of Institutional Research, Assessment and Planning).

FERPA - Faculty & Staff

PO Administrative Information  Faculty/Staff Resources

Banner Student Online Training « Important stration Processing Deadlines « Early registration access info

+ Course building (schedule development) Accessing PIN Numbers for Registration

» Academic calendar

University Bulletins:

s Academic standing

Grading

« Building definitions

Programs of Study

To view, log in, then click the
Internal Forms link that will
appear ahove.

Best Practices for Section Notes

Class schedule Search

Search for Classes by Term

in the black menu box on the left side of the page.

Office of the Registrar

About  For Students ~ For Faculty & Staff Calendars & Schedules  Graduation Resources DegreeWorks

Schedule Build

Registoton Home | For Faculty & Seaff | Schedule Build
Course Build Approval Help Schedule Build Calendars

Videos
For deadline dates and other information regarding the Schedule Build Timelines for Fall, Spring, and Summer, please

refer to the Schedule Build Calendar page. Please note the use of the Course Build Approval System for building
your schedules.

Course Term File Guidelines

Dashboard Instructions .

Course Build Approval System (CBAS)

To build Fall, Spring, and Summer courses for main campus, AppState Online, and Online Pathways courses use the
Course Build Approval System, CBAS.

Grading

UNC Online
« CBAS is replacing the CTF Add/Change/Delete Template previously used for Fall and Spring
FERPA - Faculty & Staff * CBAS is replacing SummerAdmin previously used for Summer

s CBAS is replacing the ASQ System previously used for AppState Online courses

Administrative Tools -
« CBAS training

0s

Banner Student Online Training

CBAS offers one location for courses to be built for every term. It provides an approval-based platform moving
course additions, changes, and deletions through a process from the role of Initiator to Chairperson to Dean and
then on to the Registrar's Office for processing in Banner. CBAS is your CTF with the capability to make changes
to your courses.

To view, lag in, then click the
Internal Forms link that will Immediate course changes to Banner can still be made via SZASECT according to these parameters:
appear above.

Fall and Spring Main Campus: SZASECT is available for Fall and Spring course changes that do not warrant Dean



Scroll to the paragraph devoted to USING SZASECT.
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Using SZASECT

W& Cnsmana o Silinents and dean's offices to use the Banner form, SZASECT, to make changes to their class schedule
that do not warrant Dean approval. SZASECT allows departments to make updates that are immediately reflected in

Banner.

Fall and Spring Main Campus: Departments utilizing SZASECT are able to update required special approvals,
meeting pattern, instructor, room assignment, maximum and projected enrollment, waitlist enrollment, and
course section notes.

Summer Main Campus: SZASECT can be used to change summer details for required special approvals required,
meeting pattern, room assignment, maximum and projected enrollment, waitlist enrollment, and course section
notes. Instructor changes and percentage of course instruction necessitate Dean approval for summer and will
need to be made in CBAS.

Appstate Online and Online Pathways: Please use CBAS for all courses.

Online Schedule Types: Departments should also update the "online” tab to reflect the ameunt of online activity
for courses with specific online schedule types and indicate your preference for listing the course on UNC Online.

ce Directory

SZASECT Training: If you need SZASECT training (initial or refresher), please contact regtech@appstate.edu

dmission

Removing Section Notes: Departmental users removing section notes on SZASECT should use the Record/Remove
function to completely remove the note so it is no longer viewable on the web.

on and Classes

* Transcripts

Notifying Students: After registration has opened, departments must notify students if it is necessary to make a

* Tuition Surcharge change to the meeting time on SZASECT. Such changes can create time conflicts for a student's schedule

* UNC Online
« University Bulletins Online Classes

Online classes need to be coded with specific online schedule codes. Departments can view their classes that have been

coded as online by using the reporting features in CBAS:
CBAS: The Course Build Approval System features a sort for courses by Schedule Code.

Please be aware that changing the building/room to WEB does not change the Schedule Code to online. It is best te

submit this change via CBAS or let the Student Services Team know at infosen ppstate.edu™ as soon as possible. Once
students are registered for the class, students must be dropped and re-added to the class in order to change the
Schedule Code.

Online Schedule Codes (viewable on SZASECT and CBAS):
* WEB = Web Based-Entirely (100)

Please note:

Course additions and changes will be made in CBAS for all AppState Online courses.
Changes and additions to instructors and percentage of instruction will be made in CBAS for
Summer terms.

If you have any questions or need further assistance, email
regteam@appstate.edu or dial extension 6818.
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