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Adding an Instructor or Instructors 

Most office associates within individual academic departments have access to make changes to courses, such as 

adding an instructor, within the Banner system. Faculty who would like to add a GA as an instructor to their 

course should contact the office associate within their academic department. 
 

To log into Banner, you may go to http://wyoweb.uwyo.edu/ and click on the Banner Administrative Pages link 

under HRMS Self Service: 

 

 

 

After clicking this link, you will be taken to the 

WyoLogin screen. Use your network login to log 

into the Banner system.  

 

 

Associates may also log into Banner at https://wyoinb.uwyo.edu/welcome-index.html: 
 

 

 
 

 

 

 

 

 

It is suggested that this link be saved as a favorite in 

whichever browser you are using. Click on the 

Application Navigator to BNRPROD link, and you 

will be taken to the WyoLogin screen. Log into 

Banner using your network login information 

 

 

http://wyoweb.uwyo.edu/
https://wyoinb.uwyo.edu/welcome-index.html
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Once you have logged into Banner, go to the SSASECT Section Details form: 

 

 
 

Enter the Term in which you’d like to work and the CRN for the course, and click Next Block. Click on the Meeting Times and Instructor tab; Next 

Block to the Instructor field. 
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 Session Indicator 

o Tab through 

 ID 

o If you know the instructor’s W ID number, enter it here. 

o Tab 

o SAVE 

 Save your work by pressing F10 or clicking the SAVE icon. Check the notes at the top of the form to verify that the transaction 

has been processed and saved.  

 If the course is cross listed, you may receive an ‘Instructor Schedule Conflict’ error. If this occurs, click the ‘Override Indicator’ 

box and save. NOTE: In some cases, Banner may give an inaccurate ‘Instructor Schedule Conflict’ error for TBA courses. If 

this occurs, click the ‘Override Indicator’ box and save. 

o If you do not know the instructor’s W ID number, click on the drop down box, or press F9 for a query. 

 Faculty/Advisor Query 

o Next Block (Alt + Page Down)  

 ID 

o Skip; tab to next field 

 Last Name 

o Enter the faculty member’s last name (this field is case sensitive) or a partial last name followed by a % to search 

o Press F8 to begin the search 

o Highlight the appropriate instructor 

o Double click to select. You will be returned to the previous page. 

 Multiple Instructors 

o If multiple instructors are added, the Percent of Responsibility field may be modified to reflect the correct information. 

 Percent of Responsibility 

o If there is just one instructor, set this at 100. If there are two, set each at 50, and so on, unless the department states otherwise.  

 Primary Indicator 

o This person will be responsible for entering final grades into Banner. 

o If multiple instructors are added, one must be chosen as the primary. 

 Override Indicator 

o For cross listed courses, click in this box to override the instructor time conflict. 

 Percent of Session 

o If there is just one instructor, this will default to 100. If there are two, set each at 50, and so on. 

 SAVE 

o Save your work by pressing F10 or clicking the SAVE icon. 

o Check the notes at the top of the form to verify that the transaction has been processed and saved. 

o If the course is cross listed, you may receive an ‘Instructor Schedule Conflict’ error. If this occurs, click the ‘Override Indicator’ box 

and save. NOTE: In some cases, Banner may give an inaccurate ‘Instructor Schedule Conflict’ error for TBA courses. If this occurs, 

click the ‘Override Indicator’ box and save. 
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 To EXIT 

o Click on the Course Section Information tab to return to the Section Details form 

 

Changing an Instructor 
 Remove the instructor by either clicking Delete, or by pressing Shift + F6.   

 Enter the correct instructor’s “W” ID number. 

 Save your work by pressing F10 or clicking the SAVE icon. 

 Check the notes at the bottom of the form to verify that the transaction has been processed and saved. 

 If the course is cross listed, you may receive an ‘Instructor Schedule Conflict’ error. If this occurs, click the ‘Override Indicator’ box and save. 

 

Adding a GA 
 Any GA who should be listed as an instructor in Banner must submit a Request for WyoCourses/Banner Access form, which may be found at 

http://www.uwyo.edu/registrar/faculty_and_staff/. This form must be processed before the GA may be added to the course in Banner. 

 

 Go to a blank line in the Instructor area 

 
 Session Indicator 

o Tab through 

 ID 

o If you know the GA’s W ID number, enter it here. 

o Tab 

o SAVE 

 Save your work by pressing F10 or clicking the SAVE icon 

 Check the notes at the bottom of the form to verify that the transaction has been processed and saved. 

 If the course is cross listed, you may receive an ‘Instructor Schedule Conflict’ error.  If this occurs, click the ‘Override 

Indicator’ box and save. NOTE: In some cases, Banner may give an inaccurate ‘Instructor Schedule Conflict’ error for TBA 

courses.  If this occurs, click the ‘Override Indicator’ box and save. 

 

http://www.uwyo.edu/registrar/faculty_and_staff/
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o If you do not know the GA’s W ID number, click on the drop down box, or press F9 for a query. 

 Faculty/Advisor Query 

o Next Block (Alt + Page Down) 

 ID 

o Skip; tab to next field 

 Last Name 

o Enter the GA’s last name (this field is case sensitive) or a partial last name followed by a % to search 

o Press F8 to begin the search 

o Highlight the appropriate GA 

o Double click to select. You will be returned to the previous page. 

 Multiple Instructors 

o If multiple instructors are added, the Percent of Responsibility field must be modified to reflect the correct information. 

 Percent of Responsibility 

o If there is just one instructor, set this at 100. If there are two, set each according to the table located at the bottom of this page (pg. 6). 

 Primary Indicator 

o If multiple instructors are added, one must be chosen as the primary. 

 Override Indicator 

o For cross listed courses, click in this box to override the instructor time conflict. 

 Percent of Session – for now, do not enter anything in this field for GAs 

o If there is just one instructor, this will default to 100.  

 SAVE 

o Save your work by pressing F10 or clicking the SAVE icon 

o Check the notes at the bottom of the form to verify that the transaction has been processed and saved. 

o If the course is cross listed, you may receive an ‘Instructor Schedule Conflict’ error.  If this occurs, click the ‘Override Indicator’ box 

and save. NOTE: In some cases, Banner may give an inaccurate ‘Instructor Schedule Conflict’ error for TBA courses.  If this occurs, 

click the ‘Override Indicator’ box and save. 

 To EXIT 

o Click on the Course Section Information tab to return to the Section Details form. 

 



Page 6 of 6  OTR/AA 

July 2019 

 
 

 
 


