
 
Logging on: 

1. Go to http://banner.gardner-webb.edu which is the Entry point for Native Banner. At the top of 
the page under Internet Native Banner Access click on Production Database [PROD]  

 

 
 

2. Logon with your Native Banner Username and password. If this is your first time on Native 
Banner, your password will be changeit.  

 

 



 

 

3. This will bring you to the main menu screen.  
 

 
 

Banner Basics:  
**Consult the picture below for navigation help**  
 

 

Save Button 

Roll-back Button Exit Button 

 Next/Prev Block 



 

Schedule Entry:  
 1. If this is your first time, you will need to click ñChange Banner Passwordò on the right side and 

change your password. You can also use this form to change your password should that ever become 

necessary.  

 2. For Schedule Entry, type SSASECT in the Go: box. This will bring you to the Schedule form.  

 

 
 

 3. Enter the term. (i.e. 200920 ï Spring 2010)  

 4. Tab to the next box. If this is a new class, enter ADD, if you are working with an existing class, 

enter the Course Ref. Number or double click in the CRN: box and search for the class. Go to the 

next block (<CTRL><Page Down>)  

 5. Enter the Subject letters in the Subject: box (3 letters for GOAL classes, 4 letters for everyone 

else).  

 6. <TAB> to the next box and enter the Course Number in the Course Number: box.  

 7. <TAB> to the next box and make sure the Course Title is correct. For Honors classes add the 

word Honors to the end of the title (abbreviate as necessary). If the class is a Special Topics class, 

you may want to rename the class appropriately.  

 8. <TAB> to the next box and enter the Section letter. (refer to the following website for a list of 

Section letters: http://gardner-webb.edu/academics/academic-services/registrar/schedule/ltr.html) 

 9. <TAB> to the Campus: box and enter the campus on which the class will be taught (double-click 

in the box for a list of campuses).  

 10. <TAB> to the Status: box and enter ñAò for Active. If the class gets cancelled, you can come 

back to the box and enter a ñCò for Cancelled (you will first have to remove the instructor and 

times).  

 11. <TAB> to the Schedule Type: box and enter the type of the course (Lecture, Lecture/Lab, Lab, 

etc). Double-click in the box for a list of options. Never enter WCT in this box! 

http://gardner-webb.edu/academics/academic-services/registrar/schedule/ltr.html


 12. <TAB> to the Integration Partner: box (skip the Instruct Meth: box). Use this box only if the 

class is online or it is to be WebCT enabled. Otherwise, it remains blank. For online classes, enter 

ñOò, and to Blackboard enable the class, enter ñWCTò in this box. This can be done later. 
 13 <TAB> to the Grade Mode: box  and enter the Grade Mode. This will usually be ñSò for 

Standard, but occasionally ñPò for Pass-Fail. If you are unsure, double-click in the box for options.  

 14 <TAB> to the Session: box and enter ñNò for On-campus and ñFò for Off-campus  

 15 <TAB> to the Part/Term: box (skip Special Approval: and Duration: ) and enter the Part of Term. 

It is of utmost importance that you enter the correct Part of Term the first time! If you have any 

doubt, call the Registrarôs Office for clarification.  

  
 

 15. Save your work at this point (<F10>).  

 16. Click on Options ï Section Enrollment Info.  

  



 17. This will take you to the Enrollment Data box where you enter the Maximum Enrollment for the 

class in the Maximum: box. This is all the information you enter here. 

  
  

 18. Save your work (<F10>) and go to the next block (<CTRL><Page Down>) (You may have to go 

next block twice).  

 19. You should now be in the Meeting Time block.  

 20. <TAB> across the Start Date and End Date boxes, even if you are not going to enter any days or 

times. Select the Days the class will meet, fill in the Start and End time using 24 hour time.  

 21. <TAB> to the Building box and enter the Bldg. and <TAB> to the Room box and enter the 

Room in which the class will meet. Bldg. abbreviations are available at the following website: 

http://gardner-webb.edu/academics/academic-services/registrar/schedule/abbrev.html.  

  

 
 

 22. If the class is TBA then enter TBA in the Building box and leave the Days, Times, and Room 

blank and enter the same number from the Session Credit box into the Hours per week box. 

Otherwise you will receive an error message. If there are additional meeting times, enter them on the 

next lines and zero out the Session Credit box for each additional time you enter.  

http://gardner-webb.edu/academics/academic-services/registrar/schedule/abbrev.html


 
 

 23. Save your work (<F10>). If it doesnôt save, then you probably have a room conflict. Consult the 

bottom of the screen for the error message and make the appropriate corrections. If you cannot find a 

room, e-mail Lisa Kindler at mailto:lkindler@gardner-webb.edu for assistance.  

 24. <CTRL><Page Down> to the Instructor block and enter the instructorôs ID#. If you do not know 

it, click on the arrow above the ID box.  

 

 
 

 

 25. This will bring you to the Faculty/Advisor Query screen. Place your cursor in the Last Name box 

(it may jump around so make sure it is firmly in the box) and type the Instructorôs last name (First 

Letter in Caps followed by the rest in small type). Type <F8> to perform the search. To select the 

Instructor, double-click on their ID#.  

 

mailto:lkindler@gardner-webb.edu


 
 

 26. Save your work (<F10>) and Roll back (<Shift><F7>) Roll Back (See Banner Basics above) to 

perform the next entry or exit the form if you are finished.  

 27. If you have to change instructors, choose Record ï Remove, then enter the new instructor as 

shown above.  


