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*If not adding a CRN or editing an existing CRN: YOU CAN ACTIVATE AN INACTIVE CRN.* 

 

Best Practice Activate an inactive CRN. CRNs are not infinite.  

 

In this example, we will search for an inactive AMST 350 CRN to activate.  

 

SSASECT. Search for a CRN.  

 Click on the 3 dots next to the CRN field.  (F9) 

 In the Schedule Section Query, complete the necessary fields. Go. 

 The CRNs that match your search filters are displayed.  

 Section 9 is inactive so we will highlight that CRN to re-activate. Select. 

 The CRN you selected is pre-populated into the CRN field. Go.  

 Under Course Section Information, the course status is Inactive; so, we are going to change the 

Status from “I” (Inactive) to “A” (Active). Save. 

 The course is now Active and course edits can be made.  
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*YOU CAN ALSO INACTIVATE AN ACTIVE CRN* 

 

To Inactivate a CRN with NO days/times (or instructor)  

 In the Course Section Information tab; change the Status from “A” (Active) to “I” (Inactive). 

 Save.  

 

 
 

 
 

To Inactivate a CRN WITH an instructor  

 1. Delete the instructor row(s). Save.  

 2. Delete the days/times row(s). Save.  

 3. Change the Status from “A” (Active) to “I” (Inactive). Save. 
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Note about Cancelling Courses 

 Do NOT use the “C” (Cancel) Status 

 ONLY the Academic Scheduling can Cancel CRNs 

 Use the “I” (Inactive) Status to remove a course from your dept/prgm’s schedule. 

 


