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Colorado Community College System 

Faculty Self Service Banner 

 

Overview 
 

General notes IMPORTANT:  A new concept for CCCS for fall 2006 is Home Institution.  
Students are allowed to apply at one school, but take courses at another system 
school.  They will apply with one program, but can add another program 
(priority 2) at another system school.  Basically, Home Institution is where 
Priority 1 curriculum is, and Financial Aid is awarded for the term. 

 
In this 
document 

You may hear the terms INB and SSB.  INB is Internet Native Banner, similar to the 
screens in SIS.  SSB is Self Service Banner, also called ED.  This is similar to Web 
for Faculty.  Many of the same options are available.  Note:  You will be logged out of 
SSB after 10 minutes of inactivity. 
 
In the near future, you will access ED via the Luminus portal.  Information on that 
login will be shared at that time.  For assistance, contact the CCCS-IT Help Desk at 
303-620-HELP. 
 
If you are helping students register for courses MAKE SURE THEY AUTHORIZE 
COF (College Opportunity Fund).  
 
After logging in, if you do not have any courses assigned to you, please 
contact the Office Manager for your department.  
 
Faculty that are not checked off in Internet Native Banner as a “faculty 
member” may not be able to login to ED or have courses assigned to them. 
Human Resources is responsible for checking this off. Courses are 
assigned to you by your Office Manager. Please look over your schedule 
and make sure you have all the correct courses assigned to you.   
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How to Log on 

Procedure Banner does not use the SSN as an alternate ID.  You have to log into Banner 
with your S number.  
Step Action 

1 Go to the Register for Fall link on your school’s home page.  Click on 
Login. 
 

 
2 Your ID is your new S# (S must be in upper case when logging in) 

and the default PIN is your birth date MMDDYY.  PINs are set to 
expire, so you will need to enter a new one the first time you log in. 
Please enter a 6 digit pin when resetting your pin.  

  

   Continued on the next page 
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How to Log on, cont. 

Step Action 
 You will asked to enter a security question.  This will assist you if you 

forget your PIN.  

 
Click on submit. 

 This is the Main Menu. 

 
You can choose Personal Information or Employee Services to view or 
change that information. Human Resources (HR) at CCD will not be live 
with Self Service Banner (SSB) until January 1, 2007. Any changes you 
submit via SSB before January 1,  2007, will not be seen by HR.  

   Continued on the next page 
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How to Log on, cont. 

Step Action 
 
 
 
 
 

Click on Faculty & Advisor Services.  Even if you are not an advisor, 
you will see this menu option, and you can perform some of the 
functions on it. 
 

 
 
Click on Faculty Menu. 

 Here are all the options you can choose. 
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View Your Schedule 
 
Step Action 

1 Click on Faculty Detail Schedule.  This will show all your courses for 
that semester and also shows enrollment counts.  You can also add a 
Syllabus, see Roster and add Office Hours. 
 

 
 Clicking on the Course Title link will display all sections of that 

course. 
 
If you already selected a course on Course Selection, you will only see 
the detail schedule for that specific course.  
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Class List 

Procedure Wait list or class roster.  The best view is Summary Class List.  
Step Action 

1 Select the course you want to view from the drop down box.  Click 
Submit. 

 
  

If a student has the email link on the right side, you can send them an 
individual email message. 

 
 

   Continued on the next page 
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Update Syllabus 

Procedure You can update your course information by clicking on Syllabus Information 
Link on the Faculty Menu.  The syllabus information will appear on the Course 
Information when a student searches for courses.  
Step Action 

 Enter the information or copy and paste from Word.  When 
finished, click on Submit. 

 
   Continued on the next page 
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Update Syllabus, cont. 

Step Action 
1 This is how the information will appear for the student. 
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Faculty Permission 

Procedure Something new in Banner is the ability to enter permissions for students so that 
they can then register themselves on the web. Click on the Faculty and Advisor 
Tab. Click on Student Information Menu.   
Step Action 

1 Click on ID Selection. Enter the student’s S number or their name. 

 
Note: You can only do this for a student that is registered in one of 
your courses UNLESS you have the student with you and they enter 
their pin number when prompted.  

 Click on Registration Overrides. You should ONLY  be selecting 
Special Approval Overrides.  

 
   Continued on the next page 
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Faculty Permission, cont. 

Step Action 
 The Special Approval Override is for these types of restrictions: 

 
  

Permissions you grant here show up on Internet Native Banner on 
SFASRPO. 
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Update Office Hours 

Procedure When students look at their schedule, and click on their instructor name, it will 
display office hours.  
Step Action 

1 If you wish office hours to display on the web, click Display. 
 

 
 What student’s see… 

 
 



CCCS IT 12 of 21 Faculty SSB 
Rev 04/08/06   

Week at a Glance 

Procedure   
Step Action 

1 Click on Week at a Glance.  This will show all your courses for that 
semester and also shows enrollment counts.  If you click on the course, 
it will take you to Faculty Detail Schedule. 
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Entering Grades and No-Shows  

Procedure You will be entering student grades from your classlist. There are no business 
processes for entering grades at this time. The table that allows faculty to select 
grades will not be turned on until the course begins. Below you will see 
directions for entering No-Shows.   
Step Action 

1 Click on Final Grades. Select the term and course you would like to 
enter grades for. Hint: To switch to a different course go to the Faculty 
Menu and click on Course Selection.  
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2 Faculty enter “0” (the number zero) in Attended Hours for any student 
who has not attended class. 

 
1. Note: If the Faculty member is not checked as primary on 

SSASECT in Internet Native Banner, “NONE” will appear in the 
Last Attend Date and Attend Hours and the faculty member cannot 
enter a “0”. Please notify your Office Manager if this occurs. No-
Shows will have to be entered at another level if you are not the 
primary instructor.  
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Student Information 

Procedure You will be able to look at a student schedule, registration history, and 
transcript. Click on the Faculty & Advisor Tab.  
Step Action 

1 Click on Student Information Menu from the Faculty & Advisor 
Services.  
 
To choose a student, click on ID Selection.  Enter the student’s Banner 
ID or last and first name.  Click on Submit. 

 
 Here is the student menu.   

 

   Continued on the next page 
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Student Information, cont. 

Step Action 
 Click on Registration History. This is the student’s registration history. 

 

 
 

 Under the Student Information Menu click on Add or Drop Classes to 
add or drop courses. You will need to enter the student’s PIN.  
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 The student’s schedule will populate. To drop a student from the 
course, click on the down arrow under Action. Select Drop Web and 
then Submit. 

 
IF YOU HELP A STUDENT ADD/DROP COURSES PLEASE 
MAKE SURE YOU HAVE THEM AUTHORIZE COF. 

  
To view the student’s schedule click on the Student Menu link.  
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 Click on Student Schedule. 
 
You will be able to view a detailed schedule for that student.  

 
 To View Student Test Scores: 

 
After selecting the student, in ID Selection, click on Test Scores. Right 
now you will be prompted to enter the student’s pin number. The 
Student Team is working on fixing that now. Therefore, you will not 
have to enter the student’s pin to be able to view their test scores in the 
future. However, you will only be able to view the test scores of 
students registered for your courses.  
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Student Head Count  

Step Action 
1 To look for head count information, you do not need to sign in as a 

faculty member.  
 
Go to the main Login page.  
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2 Click on Class Search. Select your desired institution and click 
submit. Click on the desired term and click submit.  
 
Select the desired subject you are searching. Hint: If you would like to 
search English courses highlight one of the subjects and type the letter 
“E.” You will be taken to all subjects starting with an “E.” If you keep 
typing “E” it will bring you down the subject list of subjects starting 
with “E.”   
 

 
 
Click Class Search once you have finished entering your criteria.   
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3 You will be taken to a list of all the courses being offered at the 
institution you selected and the term you selected.  
 
Click on the title of the course to see headcount information.  

 
4 You will see enrollment numbers for that course: 

 

 


