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REVISION HISTORY

Version Date Name Description

12/14/2016 M Stewart Update — include steps on how to remove reserved seating record (if no
enrollment on it) and how to close off enrollment on a reserved seating
record that has enrollment

7/16/2018 M Krieger Updated to Banner 9.3
9/25/2018 M Stewart Incorporate adding reserved seating only to these procedures
1/2/2019 J Williams Added steps to utilize the overflow feature on reserved seating rules

INTRODUCTION AND PURPOSE

For adding the following to a course section in Banner: reserved seating only and reserved seating and waitlist.

RELATED POLICIES, REGULATIONS, GUIDING PRINCIPLES, AND COMMON PRACTICES

Reserved seating is used to designate a portion of seats in a section for a specific population such as Learning Communities or priority
enrollment (the latter approved by the Committee on Courses). Departments should utilize appropriate approval processes before
utilizing reserved seating on their sections. Departments can utilize reserved seat rules to hold seats for Learning Community and
designated student populations such as Majors or Class (freshman, sophomore, junior, senior).

Departments can utilize waitlists and reserved seat rules on the same sections as of May 2018. A waitlist corresponds to the specific
group of seats designated. Banner will offer a seat to a student on the waitlist when one is available in that group.

a. Application: if a reserved seat becomes available and the student is on the waitlist for the general population (any
student not in a learning community or a designated student population as noted in examples above), the student
will not be notified a seat is open.

b. Application: if a general population seat becomes available and the student is on the waitlist for the general
population, the student will be notified a seat is open.

i. This happens when a student drops, a pending waitlist notification expires, or the department increases the
maximum enrollment or adjusts the reserved seating allotment.

For Learning Community sections, waitlists can be added to the general population rule only.

c. As block enrollment is “all or none,” so adding a waitlist to one section is not appropriate because it does not
guarantee enrollment into the whole block. There is no waitlist for sections in Learning Community blocks.
d. Departments should refrain from placing a waitlist on the reserved seat rule for a Learning Community section.

For non-Learning Community sections (designated student populations), waitlists can be added to the reserved seat rule, the General

Population rule, or both.

e. Reserved seat rules for designated student populations may require approval from Committee on Courses.
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IMPACTED DEPARTMENTS, UNITS, PROGRAMS, AND CENTERS

1. Office of the Registrar — Academic Scheduling
2. Academic Departments
3. College Offices

BEFORE YOU BEGIN

If this is the first time you are reviewing this procedure, go to R’ Space and select the Banner Training icon in order to follow along and
practice. Please submit a ticket if you have trouble accessing Banner Training.

PAGES

The pages listed below are covered in this training.

Page Page Name Description
Course Section Information Create or display sections for the courses that were created in the Course Catalog.
Learner Field of Study Type Used to maintain field of study type codes.
All Major Codes Used to maintain codes for majors.

Class Code Validation Used to maintain student classification codes.

PROCEDURES

REVIEW ENROLLMENT INFORMATION

1. Go to SSASECT (Course Section Information).
2. Enter: Term and CRN number of the desired course section and click Go.

X Schoduls SSASECT 9.3 5 (PPRONE) TOOLS
el 2 el - [ % ]
Sebject GRK Coarse: (01 I
Titk:  CLASSICAL GREEKINTRO & CopyCRN_

3. Click: Enrollment Details tab.
Verify a maximum enrollment value has been entered in the Maximum field.
a. Toenter a maximum enrollment value, please refer to procedures “Add Enrollment Information.”
5. The Waitlist Maximum is the maximum number of students allowed to be waitlisted for the section. Utilizing waitlist is at the
academic department’s discretion
a. 99 seats is the default (if you want to allow an unlimited number of students to waitlist in this section).
b. The option to set to a lower limit is a departmental decision in conjunction with the appropriate academic approval.
i. Waitlist Actual: Actual number of students on the waitlist for the section.
ii. Waitlist Remaining: Remaining number of seats available for the section.
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No Reserved Seating

Prior

Freaze Date

Maximum number will automatically update

Freazn Date

the Remaining field.

ADD WAITLIST VALUE

Utilizing a waitlist is at the Academic Department’s discretion.

2. Waitlist Maximum would be entered on:

a. Single Activity Course.
If course has more than one activity with group contact hours, the Waitlist Maximum is entered on the section(s)

b.
that are the secondary schedule type (i.e., on the non-unit-bearing activity) with the smaller amount of approved

contact hours (e.g., discussion, lab)
Click in the Waitlist Maximum field. Enter the desired number of students that can waitlist the section. If you plan to

3.
designate which group of students the waitlist is for, general population or reserved, see the examples at the end for steps.
Note: As students add themselves to the waitlist, the number of students waitlisted will show in the Waitlist Actual

field, and the value in the Waitlist Remaining field will reflect the number of spots still available on the waitlist

Save. See example types below for single and multiple activity courses.

SLFEATED  £FTO0LS

EXAMPLE WAITLIST — SINGLE ACTIVITY COURSE

Single Activity Course (no secondary schedule type)

B remmeve

A0

@ saved siccesshaly (1 rows saved)

CLASSICAL GREEK INTRO

Tiske:

B hset Bpsets "uCopy V. Fe

99 seats is the default (if you want to allow an unlimited
number of students to waitlist in this section).

Marimam * 5
P :
Remaining 5 . Lo
- : - >  The option to set to a lower limit is a departmental
Authonzation Codes Actve for Sechon (Generated Creo Hours 0 oae
decision.
Waitlist Maximum number will automatically
Freeze Uiate

update the Waitlist Remaining field.

A Aurinorzation

Stan Date

Adminaion Tarm

Loremt Campus Cotiege Degrae Program. Tinsd o8 Srdy Type 0 ity
i = [oe—y - [— Faisrmiraiians Wbl Arbual Waitlis Fusainiong
=8 £ C) n
€3 ) L
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EXAMPLE WAITLIST — MORE THAN ONE ACTIVITY COURSE

B A A e

BIEN 101 001 Lecture (unit-bearing activity)

3 naert (3 Owietn % Copy Y. P

a—— [ PRIMARY SECTION I
Do not enter a Waitlist Maximum TR
value on the unit-bearing activity.

Freeze Dite

et Bloses Mooy V. raw

99 seats is the default (if you want to allow an unlimited

number of students to waitlist in this section).

»  The option to set to a lower limit is a departmental
decision.

duthorication Codes Adive for Section Genersied Credil Hours

Waitlist Maximum number will automatically
update the Waitlist Remaining field.

A A Waills! Motihcation

Enang fate

Flmld of Shudy Coda Deparmens Ataribute Cohart Tarm

Lavwal Campies Cottegn gras Frogram Vil of Shady Type
Dvuetiow Fosimivod MERBTRIm ~ TRom v Actanl s Rosabning Vealeliat At Waltiler Rumialaing
i o ] o e
a ™

CALCULATING RESERVED MAXIMUM

Take total maximum enrollment that is displayed in the Reserved Maximum field (in this example, it is 135).
Take total number of seats being reserved for Designated Student Population (in this example, seats being reserved is 27).
Subtract total seats being reserved (27) from total maximum enrollment (135); (in this example, 135 —-27 = 108).

A wnN e

Reserved Seating Example:
a. 27 seats reserved for Bioengineering majors
b. 108 seats open to non-Bioengineering majors
c.  Maximum capacity of this class = 135

College Begres Program Field of Stedy Type Field of Study Code Boparimant Curriculs Class Attribute Cohort Adrmission Tarm Malsiculation Term

Ruserved Actual Reserved Remaining Wiaithat Maximeam ¢ Waithat Acteal a1 Remasing
L] 135 o 2 L]
Record 1af 1
—_———
Actusl Remaming

Mmamum

Total Resermd

Teeal YVWaithst
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ADDING RESERVED SEATING

1. The first record is always set aside for general population enroliment.
a. General population is a student who is not part of a designated group for which reserved seating might be

established (e.g., class, major, Learning Community cohort).
2. Inorder to add Reserved Seats for a Designated Student Population, please click the Insert button.

Bao Rremes  Jrearn oo

Form: 201040 CRR: 4

(Lovel Camgpus Cotinge Degree Progiam Ponkd e Sty Typs Fimia o Stucy Code Departmmng Cistricuts Clans Amraute Cotart Ausmimson Term

Reserved Actual fleserved femuning Viniiint Maximurm * Vianiist Actus) Waitiiat Remaming
a 135 L] (] o

Record 1 of 1

Masomum Actual Remamag

3. Second line in Reserved Seats Details will appear to add the Designated Student Population who you are reserving the seats
for.

Baoo Ramee Ao #T0ois

WERVIEW OF BIOENCMEERING [ swroer ]
v owets M cony ¥, rams |
e Lo stz Ssuzs s vttt les Lottt i First line is always for General Population enrollment. Graduation Tarm
1
. Second (and greater) line is for Learning Community and the Designated =< +%|
: o Student Population (e.g., Major, Class).

=) O

L] o o i

4. To reserve a Designated Student Population example: Majors
a. Click or Tab to Field of Study Type
i. Type the code in the block or Click the LOV button for a list of GTVLFST (Learner Field of Study Type).
ii. Learner field of study type code (from GTVLFST) associated with the section for the reserved seats rule.
b. Click or Tab to Field of Study Code.
i. Type the code in the block or Click the LOV button for a list of STVMAIR (All Major Codes)).
ii. Field of study code associated with the section for the reserved seats rule.
c. Click or Tab to Reserved Maximum.
i. Change the first record (General Population) to 108.
ii. Change the second record (Designated Student Population) to 27.
5. To reserve a Designated Student Population example: Class (such as Freshman, Sophomore, Junior, Senior)
a. Click or Tab to Class
b. Type the code in the block or Click the LOV button for a list of Class Code Validation (STVCLAS).
c. Class code associated with the section for the reserved seats rule.
6. To allow students in the Designated Student Population to register for the section in excess of the number of seats reserved,
check the Overflow box at the beginning of the line associated with the reserved seating rule. If general population seats are
open at the time the student attempts to register, they will be able to register in these seats if the reserved seats are full.
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X  @ellucian  Schedule SSASECT 9.3.8 (BANPROD)

AoD B RETREVE  SLRELATED % TOOLS

Start Over

Term: 201910 CRN: 38959 Subject: PSYC Course: 001 Title: INTRODUCTORY PSYCHOLOGY
e TN SR
Enroliment Details Reserved Seats

~ RESERVED SEATS DETAILS insert [ Delete ¥ Copy . Filter

Level Campus College Degree Program Field of Study Type Field of Study Code Department Curricula Class Attribute Cohort ion Term iculation Term ion Term
] MAJOR PSYC
MAJOR NRSC
< >
Record 2 of 3
Overflow Reserved Maximum * Reserved Actual Reserved Remaining ‘Waitlist Maximum * Waitlist Actual Waitlist Remaining
O 47 47 0 0 0 0
- [ 143 143 0 0 0 0
- 7 7 0 0 0 0
Record 2 of 3

B rerreve

A rario
= RESCAVED SEATS DETARLS
Level Campus Colege Dearee Program Field of Stedy Type Fieid of Study Code Depariment Curriculs Chass Antribute Cehort
MAJOR BEN
Record 206 2
| Crveifionw Reserved Mazimum * Reverved Actual Revarved Remaining Waithn? Maxirmam * Waitlint Actual Waitlix! Remaining
108 0 108 o 2 [
27 L] an 1] L] L]
Riecord 2af 2
5 Delate Rasened Data Not Actual yet;
Maomon Actusl this will change once you
Total Resened 163 H
w click Yes.
Tolal Waithst £ P

8. Warning Alert message will appear to confirm the Reserved Seat Details changes.
9. Click: Yes to confirm and the actual number in the Reserved Seat Totals will update.

RESERVED SEAT TOTALS. & = "
| -

% Delete Reserved Oata

Maximum Actusl

. % = Actual is now correct.
Total Reserved

10. After entering all reserved seat amounts, the Reserved Seat Totals Maximum should equal the Maximum Enrollment on the
Enrollment Details tab.

11. Reserved: Check box is automatically checked once Reserved Seating is saved.

Bewc Rreme: Ammom  #Emwos

Term: 201340 CRM: 10728 Sobject BEN Course: 010 Title: OVERVIEW OF BIDENGINEERING
Lnsofment Details Heserved Seats
= ENROLLMENT DETAILS

Smsert ElOeiete Mooy W, Fiter
My 135

Waitlrs| Masium 0 Projected 150
Achusl Waitilst Achual Friar 105
Remaining wWatist Remaining v |
Aurthorization Codes Actve for Sachon Generaled CradtHoors 0,000

Froeze Date

Encoliment Count Freeze Date
Add Authorization Reg

Calculsted Seclion

At Acorizaion Waitist Noticalion
Starl Diste

Start Diste

Ending Dale
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EXAMPLES OF RESERVED SEATING AND WAITIST — NON LEARNING COMMUNITY

DESIGNATED STUDENT POPULATION — EXAMPLE FOR A MAJOR

WAITLISTS CAN BE ADDED TO THE RESERVED SEAT RULE, THE GENERAL POPULATION RULE, OR BOTH

Term: F01840 CRA V369 Sebwct  SOC Course; 142 Title:  SOCIOLOGY OF THE FAMILY

[T TN | secton Envedment informstion | 7T F]

Enroliment Detads Heserved Seats

FRICLLMERT OFENE 3 Einsen @ Dvicte T Cogy W Filler
ol Vatist Marimurn # In this example the waitlist Progeciea™
Actual Walist Actual ¢ is comprised of all general Bricr 145
Ramainng 60 wasstRamaneg 99 population students. See
below.
Authorization Codes Adh for Section Generated Crodt Hos 0000

B oawe B oremeve & opoaen BT

If there is no criteria on the first line, you
are viewing the General Population rule.

= WESERVED SEATS DETAILS insert [ Delate ¥ Copy | W, Filtes
[ Lavel  Campus College Dogros. Frogram Fisld of Study Typs Fleld of Study Code | Field of Stud iteri Aribute  Cohont " Admissian Term Matricutation Torm "Graduation Term
leld O udy criteria
s Recoud 1 0f 2
| Crenaflenw | » ?;ulwd M :Wﬂwd Actanl General PODUIBtIOn Rule I::nl!llﬂ Maxisnum * Wajt]]sts can be added to; ::-Ililt‘ Ramaining
) 50 = General Population [ Reserved Seat Rule v General Population Rule o
) 10 = Sociology Majors OR Record 1012
e es s 60 = Maximum Enroliment Reserved Seat Rule = — = —
B Dalete Rasarasd Data
Massrmim Actual Femamring 2

Total Hasarn

Total Wartist

DESIGNATED STUDENT POPULATION — CLASS — WAITLIST ON BOTH GROUPS

£ rsen Boesse Mepy ¥ rue

4 2 = General Population
2 = Students with a Class Standing

4 = Waitlist Maximum

Aumioiizalion Coden Achve tor Secten Ganerated Craci Hours

Frears Gate

Freazs Date

Acd Authorzation Wamiat Notfcation
Stan Date Ending Daby

Bao Bewee B ensren

If there is no criteria on the first line, you

Conrie Secton are viewing the General Population rule.

Ensoment Detads
(£ MEVENVED SEATS DETARLE.
Level Campus Collegn egios Pragram Fiekd of Study Type Fiekl of Study Code fiepartment Carricula Claaa iculation Term
L I; Class Code (FR = Freshman)
e
Record 200 2
Overtiow Aeserved Maximum * Resarved Actual . Viaithet Maximam * ing
L= S . Il General Population Rule 5 Waitlists can be added to BOTH:
B 1= General Population 0 2 General Population Rule and Reserved Seat Rule
1=Class Reserved Seat Rule Record 2 of 2
|- RestwveD sear ToTALS 2 = Maximum Enrollment B e B G "wlon ¥
& Delete Reserved Dals
Maimum Actual Remaining

Tolal Reserved

Teaal Wailist
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DESIGNATED STUDENT POPULATION - NO SEATS FOR GENERAL POPULATION

Schedule SSASECT 9.3 8 (BANSBXE)

B remeve & seaEn ff

Termc 201840 CRIe 17505 Subeer  PHIL Cowrse: 001 Tme:  BTROCUCTION TO PHILOSOPHY
Coarse Section mformasion TR SETPITEU PR Mesting Times
Hisarid Seats

|7 ENMOLLMENT BETARS

gt -

Actual

e T ——

Waltist Actusal

Femalning 2 Waitlisi Remaining

Authonzation Codes Aive for Sacion Gansraied Creat Hours

E 0= General Population
12 = Major
12 = Waitlist Maximum

Start Ovar

B insent @ Deiete: Wi Copy T Filter
eropema [ 28

Frior

If no seats are being set aside for General Population, Reserved Maximum will read zero.

Schedule 55

Tormc 201840 CRME 17605 Subject PHIL Conrsec 001 Titec  NTRODUC

Meeling

If there is no criteria on the first line, you
are viewing the General Population rule.

RETREVE M RELATED

e Saved successhaly (2 rows eaved)

[* RLSLAVID SLATS DLTAILS

E3inseat Q@ Dolote T Copy W Filter

Admission Term Graduation Term

Antribute

Cahorn Matriculation Term

Leved Campus College Degee Frogram Field of Susdy Type Field of Study Code Cuirriculs Class
[wee | Field of Study criteria
Imnrﬂmr .Rr.u:wgll Maximum * Roservod Actisal f ) Waidist Maximum *
L> 9 General Population Rule r
= 0 = General Population 12
25 = Philosophy Majors Reserved Seat Rule

25 = Maximum Enrollment

[* RESERVED SEAT TOTALS

2 Delete Resonved Data

Maogenum

Total Rosenved

Total Ventist

Actual

Waitlists can be added to:

General Population Rule Ricord 1642
OR Waitlls: Remaining
v Reserved Seat Rule g
Rucoed 1012
] T "a v
Remaining
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EXAMPLES OF RESERVED SEATING AND WAITLIST — LEARNING COMMUNITY

LEARNING COMMUNITY
REMINDER!

e  For Learning Community Sections, waitlists can be added to the General Population Rule only (as defined in the

Procedures Section).

e Block Enrollment is “all or none.”
e There is no waitlist for Blocks. Adding a waitlist to one section does not work as it does not guarantee enrollment in the

entire block.

B et B oees Macowy . fa

99 =General Population
N/A = Learning Community P

Ameecyson Codes Asws forSeckon  Ganaries Crest Houss x 99 =Waitlist Maximum

Frount Dty 10RO

A0 Aot ahon
San Ot
2L CHEMISTRY LABORAT [ swiowe ]
" If there is no criteria on the first line, you
are viewing the General Population rule. Bt G e ¥rae
Field of Shady Type Firhd of Study 0 Cahort Admiasion Term Matricalation Term: Gaadksation Term

L —

Learning Community Cohort

Record 1of 2
Overtiow Peseroed Maximum | Reservea Aciual Reserved Remaining [T ——
> s G 99 seats is the default (if you want to allow an unlimited
—) 16 = General Population 2 0 L .
= number of students to waitlist). General Population ONLY.

2 = Learning Community Cohort

- G SLRVED SEAT TOTALS 18 = Maximum Enrollment »  The option to set to a lower limit is a departmental
S Dolota Roserved Data decision.

Maoamum Actusl

Total Resened

Total Wathst

LEARNING COMMUNITY - NO SEATS FOR GENERAL POPULATION

Tige: CHASS FIRST FINE ARTS COAURS [ sirtover ]

baert [ Deiele T Cooy Y Filer

Watkst Madmum 0 0 =General Population Frojcted o
Acheal ! Waillist Achssl o . . Pt [
& e N/A = Learning Community !
0 = Waitlist Maximum
Authaeization Codes Adne for Secion Ganarstad Cract Hours 4000
Census One
Count Frenze Date
Consus Twd
Enrolimant Cound Frescn Date
Asd Autmonzation
Calculated 2 Add Authorization Wadlisl Noificaton
Stael O Start Dabe

Note: If no seats are being set aside for General Population, Reserved Maximum will read zero.

10
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If there is no criteria on the first line, you
are viewing the General Population rule.

B rEmev

Program

Fied of Study Type

Field of Study Code

Department Carricuis Class Anrinute Cohort

If no seats are
being set aside
for General
Population,
Reserved
Maximum will
read zero.

Resererd Mazimsm *

0 = General Population
75 = Learning Community Cohort

75 = Maximum Enrollment

Total Reservel

Total Wisthst

Reserved Actusl
o

I L|1CHCT‘?JR.‘II

Reaerved Remaining [T TI—

Actual

Admussion Term

Matrieutatian Term

Learning Community Cohort

Remaming

B nsern B Oeets "W iopy ¥ fte
Graduation Torm

Record 1012

Record 14(2 |
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