How to Delete an Instructor

**Note: Executive Aide’s have access at ANY time to use SSASECT to delete and/or change an
instructor

1. Login to Banner
2. Onthe Application Navigator screen, type in SSASECT in the search bar
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3. Type in your term code and CRN for the course you are wanting to delete/change/add
instructor.

e Hit “Go” at the top of the page.
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4. After clicking “Go,” you will then navigate to the “Meeting Times and Instructor” tab.

X Schedule SSASECT 9.3.37 (TSTH)

Term: 202610 CRN: 14523  Subject: ANTH Course: 3450 Title: Forensic Anthropology

Course Alias:
Course Section Information Section Enroliment Information Section Preferences
Scheduler Preferences B
= Meeting Location and Credits
- SCHEEULE
Meeting Time Meeting Type Start Date * End Date * Monday Tuesday Wednesday
[ ] css 01/2012026 05/07/2026 O O

* INSTRUCTOR

Session Indicator = 1D Name Instructional Workload

01 - Bailey, Christine A. 3.000

5. Click in the “Session Indicator” field under the Instructor section.
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6. To delete the instructor, click on the “delete” button under the instructor section on the
right hand side.
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7. Then hit “Save” in the lower right hand corner or F10 to save (shortcut).

8. If you are wishing to add another instructor, simply click in the ID field and type in the
new E#.

Important Notes:

e Only one instructor can be checked as the Primary Instructor

e If you list multiple instructors, the Percent of Responsibility must total 100% between
them all.

e You can use the “override indicator” box to click if there is an instructor conflict.




