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Remove and Update Course Materials Fees

Version Date Name Description
8/4/2017 M Stewart Initial procedures
6/27/2018 M Krieger Updated to Banner 9.

INTRODUCTION AND PURPOSE

How departments remove course materials fees at the section level in Banner.

RELATED POLICIES, REGULATIONS, GUIDING PRINCIPLES, AND COMMON PRACTICES

Course materials fees (CMF) are course-specific and cover the cost of student-used materials, supplies, university-owned equipment
and/or educationally beneficial services. It is important that each department ensure that the correct section activity i.e. lab or lecture
etc. be coded with the correct CMF each quarter so that students are charged the appropriate fee one time instead of zero or multiple
times.

The applicable academic department is responsible for the following related to CMF in Banner:

Removing the entry of an active CMF from CRN(s) reflecting any additional schedule type (course activity) tied to the
course that is not approved to carry the CMF.

Example: If a course has Lecture (LEC) and Discussion (DIS) as approved schedule types (course activities), and it was
approved for the lecture to carry the CMF, the department will need to remove the CMF from all discussion sections
of that course in a given term.

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 Name Description

Schedule Detail From where CMF data resides at the section level (data pulled from SCADETL)
Course Detail Information To display specific details on the CMF to a course.

Schedule Section Query To display all existing sections for specific section criteria

PROCEDURES
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VIEW CMF INFORMATION AT BANNER SECTION LEVEL (INFORMATIONAL/VIEW ACCESS ONLY)

1. Go to SCADETL (Course Detail Information).
2. Enter: Subject, Course, and Term of the course section and click Go.

4 Course Detasl Informnation SCADETL 9.3.4 (PPROXE)

Bac B eemaeve

A B Course Tie: I
Got Sxarted. Fill oot the fiekds above and pess Ga.

3. Click: Fee Codes tab to view the following:

a. Detail: Code associated with the fee. There is one detail code per department.
b. Description: Department associated with the detail code.

c.  Amount: Value associated with the detail code.
d. Fee Type: FLAT charges

4. Fees are noted in the class listings and assessed when students register.

Bao Rrmoe  Jieooarn € Toos

Course: 310 Course Tite:  OVERVIEW OF DIOENGINEERING [ surover ]
L= Ul Degree Ariribates ransto CourseTem  integration Parmers
e T R
From Term 201351 2 Maintenance ToTem 532853
Detal * Dezcription I t Fee Type * Daration lisit
MBE - | CHEBIOENGINEER (HC ALISTING] 50.00 FLAY
Record 10f 1
[ stwoent cerresnem BECELS
Student Cunmicalum Rubss
Lovel Carmpus Cutiege Degrme Pragram Fimies o1 Sty Type Fentd o Study Code s tramnt Aesmimason Term Cussicula Student Typn Carncs Hate Curricats
Fecord 10 1

5. Click: Degree Attributes tab to view the following:
a. From Term: First term for which details are in effect for the course.
b. ToTerm: Last term for which details are in effect for the course.
c. Attribute: Code of the attribute associated with the course.
d. Description: Associated with the attribute code.
6. Example: BIEN 010
a. Per SCADETL, the Lecture section carries the CMF.

b. Thus CMF will need to be removed from every Discussion section at the section level of the given term.

x Course Detail Information SCADETL 9.3.4 (PRROXE) Bo B remes
Swbjeck HIEN Ehoengresnng  Course: 090 Term: 201840 Course Title: OVERVIEW OF BIDENGINEERING
Cornasisiins and Fquivalents  Fen Codes W e CoursnTest  Itegration Pastners

~ DEGRLL ATTRENTLS Bl roen Blowse " cosy Y.lwl
FromTem 201510 & Maintenance ToTeem 855353

Atsrioute * Description '

= = on Lacture ]

Record 10f 1 g

7. Navigate to SSASECQ (Schedule Section Query) to display all existing sections for specific section criteria. For example, if you
need to locate all associated discussion sections to remove the fee if it should only be on the lecture, follow these steps.
a. Add Fields: Term, Subject, and Course
b. Click: Go

3|Page



Remove and Update Course Materials Fees

ISuL\im:l I\- [Comains v | [BIEN

Ir:num Iv [ Cantains ~ {010
[Adt Ancther Fistd ... -

-]
_Imm Iv | Contains ~ (201840 e
-]
-]

8. Verify the appropriate CRN for the course’s schedule type where the CMF information will be removed, in the example below
the schedule type of “DIS” is not approved to carry the CMF, only the LEC:
a. Discussion section - BIEN 010 021 CRN 20483

3 Schedule Section Query SSASECO 9 3 (PPROXE) ADD ‘ RETREVE M RELATED .ﬁ. T

= SCHEDULE SECTION DUERY Wnsert [ Delate i Copy Y, Filter

Term Partof Term  Registration From  Registration To | CRN Block Schedule  Subject Course Section Section Staws  Campus CourseiSection Title | Schedule Type  Instructional Method | Duration Unit Lin|
|201840 g BEN 010 001 A c ONERVIEW OF Bi | L1
201840 1 BEN oo 021 A c OVERVIEW OF B 8 oi
>

Rocod 1 cf2

REMOVING CMF

9. Navigate to SSADETL (Course Section Detail) to remove the CMF from the Discussion section.
10. Enter: Term and CRN
11. Click: Go

R w0 R REREVE i'..' RELATED * T

Term: | (201840 | [ cnu“;'tua,' 1 L
Subpect: Course:
Trle:

12. Click: Section Fees tab.

13. Click in the Section Fees Level block.
14. Click: Delete [ 8] (shift + F6)

15. Save.

SSADETL 635 (PPROXE) ADD pereve B peaen PE T
Sean Over
Terme 201840 subjce  BEN Comrse:r 070 Tie: OVERVIEW OF BOS
Section Links and Corequisites Degred ¢
[ SECTION FEES bngan FaCopy V. Filles
[ Level = | Detail Code * Description [Arnount - Fee Type Duration Unit
[ maBEY CMF BOENGINEER (INC XLISTING) 50,00 FLAT
Record 1ol 1
stuent
[~ STUDENT CURRICILUM RULES £ B Dalat s b
Lewvol Campus College Degree Pragram Fid of Study Type Fiuhd of Study Code Dirpartment Admission Term Curricula Rate Currbcula Stwdent Type Curricula
Recad 1611
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Torm: 201840 CRW: 20483 subject BICN Course: 010 Tme OVERVIEW OF BIOENGMNEERING o Haved successhully (1 fows Saved)

= sEcTION FEES B inset @ Delete P Copy | ¥, Filter

[ Lever  Dotail Code * * Description Amaunt * Foo Type * Duration Unit
=

Record 10f 1

5|Page



	Revision History
	Introduction and Purpose
	Related Policies, Regulations, Guiding Principles, and Common Practices
	Impacted Departments, Units, Programs, and Centers
	Before You Begin
	PAGES
	Procedures
	view cmf Information at banner section level (informational/View Access only)
	REMOVING CMF


