
SIS ONLINE: NON-PRINT NOTES 
 
The following instructions are for entering a non-print note. This option is located under the course note screen 
(go cn). Listed below are examples of when this option could be used. 
 

 Any message or special instructions that should be brought to our attention. 
 

 Documenting a shared or cross-listed status by placing the notation under the primary course.  The 
notation does not need to be duplicated under the secondary course. 

 
 New course and/or section notes. 

 
 Request for a specific room and/or equipment.  Remember, if the class will need a tech room then 

please enter a non-print note. If it is not documented in the student information system (SIS), then our 
office will not know that a tech room is required. 

 
 Document any web-technology (ELMS) to be used for classes. 

 
[GO CN]: 
 
STEP 1) Start on the command line (F9) and enter go cn. The course update screen will appear as it does 
below. 
 

 
 
 
 
STEP 2) Next to Course: enter the course prefix and number, then press the tab key once; Next to TERM: enter 
the term and press the enter key. Notice the message below the listing of the functions keys; “Place cursor under 
Note Type and press enter to edit”. The screen should appear as it does below. 
 
  

 
 
 



STEP 3) Place your cursor on the note type (NO=Non-Print Note) and press the enter key.  The screen should 
appear as it does below. 
 

 
 
 
STEP 4) Type your message and press the enter key.  If your message will use more than one line keep typing 
as you would in any other document. Once you have completed your note press the enter key.  Avoid beginning 
any line with a period (.), this tells the system to ignore the line. A sample is listed below. 
 

 
 
STEP 5) Notice how the message appears in the screen above and that the word “number” is separated into two 
lines.  This next step demonstrates how the message is formatted in the next two screens.  The first screen 
(notice the prefix command [ww] on the broken lines to the left of the screen) appearing below shows how 
the change appears before we press the enter key and the second screen shows the change after the enter key is 
pressed. Additional prefix commands and their instructions are listed at the bottom of this document. 
 

  



Notice how the second screen now shows the word “number” listed on one line. The message formatting has 
been completed. 
 
 

 
 
 
Once this has been completed use (F3) to exit this screen and return to the initial menu screen.  If everything 
has been recorded in sis you should the current date as listed below. 
 
 

 
 
 
 
PREFIX COMMANDS  
 
Listed below are the most frequently used prefix commands in order to help edit the non-print note or any other 
text note message in the student information system (SIS). 
 
FF -- marks a block for formatting. After the block has been marked, the block is formatted by removing extra 
spaces, placing as many words on a line as possible, and splitting the line at a word boundary when needed. The 
length of the resulting lines is as close to the right margin defined by the 'RMARGIN' command-line command 
as possible. The left margin is always 1. To format text with leading blanks, just set RMARGIN to less than the 
maximum length, format the block, and use the block shift commands (prefix commands '))' or '>>') to move the 
text to the right. 
 
   The indentation of the first line of the block will remain after the block is formatted 
 
NOTE: if line(s) need to be split in order for them to remain within the RMARGIN boundary and there is not 
enough room in the file to add a line, the only formatting that will occur on the line will be the deletion of 
extraneous spaces. 
 
 



WW -- Same as FF, except this command allows word-wrap.  If a word is split between the end one lines and 
continues at the beginning of the next, that word will be placed at the beginning of the next line, if possible. 
 
       For example: 
          This is an example of a sp 
          lit line. 
 
       Would become: 
          This is an example of a 
          split line. 
 
       Note: the split must occur at the end of the input line. 
 
R -- replicates the line n times after the marked line 
 
RR -- replicates the text within the block after the last line of the block. 
 
S   -- splits the line at the first occurrence of the character '/' in the line 
 
/   -- makes the marked line the current line 
 
D -- deletes a specified line starting at the marked line 
 
DD -- deletes the block of text in between the 'DD' pair 
 
CC -- copies the block of text in between the 'CC' pair to the specified target 
 
I   -- inserts additional lines after the marked line; example: i3 = three additional lines 
 
 
 


