
Meeting Times & Instructor [SSASECT]
Please note the tab structure. Under  the “Meeting 
Times and Instructor” tab, it starts at “Times and 
Instructors” and “Meeting Dates” tabs.

1. Tab through the Meeting Time, Meeting Type, Start Date, 
and End Date. The dates will auto-populate based on the 
Part of Term entered before in “Course Section Information”.
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3. The Start Time & End Time are in military time, always 
with exactly 4 digits, and with no colon.
Note: After Start Time is entered, DON’T hit tab, as it will 
automatically move to End Time.

2. Click check boxes to select the days the section will meet.

After End Time is entered, keep tabbing to get to 
the “Meeting Location and Credits” tab.

4. Enter the meeting location (Building & Room) here.

5. If Days & Times were entered, Hours per Week will auto-
populate. If not, enter the approximate contact (face-to-face) 
hours here. BANNER will not save with this field blank.
Note: Schedule Type & Session Credit Hours auto-populate.

6. Now you can finally SAVE! 
(button in bottom right 

corner, or type F10)! 7. Enter the UIN of the instructor here, and their name will auto-populate. SAVE again.
Note: Searching by name is possible, but could return the wrong person (due to preferred name being different than legal 
name, or multiple people having the same name). The best practice is to always use a UIN, as this is a unique identifier.

If instructor is not in the system as an instructor, they can be added in SIAINST.


