
Assign an Instructor to a Section Using SSASECT 
Schedule Form – Instructor Block: 
Before you can assign an instuctor to a section Academic HR must enter them in Banner. They must 
also be authorized as an active faculty member. You will need to authorize them if it hasn’t already 
been done for you.   

 

1. From the Schedule Information block of the Schedule form (SSASECT), click Options in 
the menu bar and click Assigned Instructors from the list. The Instructor block displays. 

2. Type the Employee ID of the instructor you are looking for in the ID field. If the 
instructor’s name is displayed in the name field, skip to step 16. 

 

 

 

 

 

 

 

To search by name, click the ID field search icon. The Faculty/Advisor Query form 
(SIAIQRY) displays. 

 

 

 

 

 

 

 

 

Note: The meeting times must be entered before the instructor can be assigned. If there are no meeting times 
(Example: Independent Study or Online Study, etc.), follow this procedure: From the SSASECT form, click Next 
Block on the toolbar to navigate to the Meeting Time block. Press the [Tab] key to navigate to the Hrs/Wrk field and 
type 0. Click Save on the toolbar and then follow the steps below. 



Assign an Instructor to a Section Using SSASECT (cont.) 
Schedule Form – Instructor Block (cont.): 

3. Click in the Last Name field two times and type the last name of the instructor you are 
looking for. 

4. Click the Execute Query icon on the toolbar. 

5. Use the Vertical scroll bar to locate the instructor you want to work with, double-click in 
the ID field for that instructor, and skip to step 16. If the instructor name is not displayed 
you will need to authorize the instructor, click the Exit icon on the toolbar. Instructor block 
of the Schedule form (SSASECT) displays. 

6. Click File on the menu bar and click Direct Access from the list. The Direct Access form 
(GUAPARM) displays. 

 
 

7. Open the Faculty/Advisor Information form by typing SIAINST in the Enter a Valid 
Name field and pressing the [Enter] key on the keyboard. 

 

 

 

 

 

 

 

 

 

 
 

8. Type the Employee ID of the instructor you are looking for in the ID field OR press the 
[Tab] key to navigate to the Name field and type the instructor’s name (Example: Last, 
First). If the name does not display, you will need to contact Academic Human 
Resources at 734.487.0076. 



Assign an Instructor to a Section Using SSASECT (cont.) 
Faculty/Advisor Information Form: 

9. If you are searching by name, press the [Enter] key on the keyboard to open the Extended 
Search box. If there is only one match to your search, the name will be automatically filled 
in. See the Searching for a Student by ID or Name Using SPAIDEN activity in the Basic 
Student Information courseware for more information. If the name does not display, you 
will need to contact Academic Human Resources at 734.487.0076. 

10. Click the Next Block icon on the toolbar. 

11. Double-click on the Status field to populate it with AC (Active Status). 

12. Click the Faculty field checkbox to select it. 

 

 

 

 

 

 

 

 

 

 

 

13. Click the Save icon on the toolbar. 

14. When you are finished, click the Exit icon on the toolbar. The Instructor Block displays. 

 

 

 

 

 



Assign an Instructor to a Section Using SSASECT (cont.) 
Schedule Form-Instructor Block: 

15. Return to step 2 to enter the Employee ID in the ID field of the Instructor block of the 
Schedule form (SSASECT). 

 

 

 

 

 

 

 

 

 

 

 

 
 
 

16. If the instructor you are working with is the primary instructor for this section, press the 
[Tab] key to verify the P (Primary Instructor) checkbox is checked. 

17. If you receive error message there may be an instructor conflict. Use the O column if you 
want to override the conflict. 

18. Click the Save icon on the toolbar. 

19. When you are finished, click the Exit icon on the toolbar. The Banner Main menu displays. 

 

Override (O) Field: 
Use this field to override 
instructor conflicts. Leave it 
blank to check for conflicts 
or enter O to override an 
instructor conflict.


