Colorado Community College System

Faculty Self Service Banner

Overview

General notes IMPORTANT: A new concept for CCCS for fall 2006H®me Institution.
Students are allowed to apply at one school, lixet taurses at another system
school. They will apply with one program, but cad another program
(priority 2) at another system school. Basicalpme Institution is where
Priority 1 curriculum is, and Financial Aid is awlad for the term.

In this You may hear the terms INB and SSB. INB is Inteia&tive Banner, similar to the

document screens in SIS. SSB is Self Service Banner, @lleccED. This is similar to Web
for Faculty. Many of the same options are avadlalillote: You will be logged out of
SSB after 10 minutes of inactivity.

In the near future, you will access ED via the Lowns portal. Information on that
login will be shared at that time. For assistacoatact the CCCS-IT Help Desk at
303-620-HELP.

If you are helping students reqister for coursesk/SURE THEY AUTHORIZE
COF (College Opportunity Fund).

After logging in, if you do not have any courses agyned to you, please
contact the Office Manager for your department.

Faculty that are not checked off in Internet NativeBanner as a “faculty
member” may not be able to login to ED or have cowges assigned to them.
Human Resources is responsible for checking thisfolCourses are
assigned to you by your Office Manager. Please loaker your schedule
and make sure you have all the correct courses agsed to you.
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How to Log on

Procedure Banner does not use the SSN as an alternate 1. h&ee to log into Banner
with your S number.
Step Action

1 | Go to the Register for Fall link on your schodiame page. Click on
Login.
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Welcome to the
Community College of Denver
o Member of the Colorado Community College System (CCCS)

o The Community College of Denver welcomes you to our new on-line application and registration system, called Self
Legin Service Banner (SSB).

Apply for Admission
If you are a new student who has not yet applied please click on the link to the left, Apply for Admission. You must
Course Catalog apply and be accepted for admission prior to registering for classes. If you are logging in for the first time, please
Class Search use the month-day-year of your date of hirth as your 6-digit PIN by entering it the MMDDYY format - for example, if
your date of birth is July 4, 1986, you should enter 070486.

If you have already applied and been accepted, or are a continuing student, to log in for registration, your user-id is
your 9-character student-id number (your new S#, example $12345678). You would have received your S# if you
applied for admission for Fall 2006. If you are continuing student, you would have received a letter or email,
announcing the opening of Fall 2006 registration, along with your S#.

Accessibility If you did not receive an “S#" or have misplaced it, please contact CCCS.T HelpDesk at (303) 620-HELP or (800) 583-

Help 4081 for login assistance, or please use your old id such as C12345678, F12345678, etc., as your user-id. Once logged
in, you will see your S# displayed on the top right corner of every screen you use. Your S# is your permanent new
user.id, please make a note of it.

You are the judge of how well the new student self service system is serving you. Your comments are welcome. ;l
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2 | Your ID is your new S#3 must be in upper case when logging)n
and the default PIN is your birth date MMDDYY. Rlldre set to
expire, so you will need to enter a new one thst fime you log in.
Please enter a 6 digit pin when resetting your pin.
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HELFP EXIT
Login Verification Change PIN

€rour PIN has expired. Please change it now

Re-enter Old PIN: ||
New PIN:
Re-enter new PIN:
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Continued on the next page
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How to Log on, cont.

Step

Action

You will asked to enter a security question. il assist you if you
forget your PIN.
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Login Verification Security Question and Answer

&R I you forget your PIN, you can reset it yourself without calling for assistance

Enter your personal Security Question, along with the Answer. This will enable you to reset your PIN and gain access to your information. To help you
o rememier your answer, limit it to 30 characters, limit spaces, and do not use special characters

Enter Question: ||:a,,nmE team

Answer: |Nuggetg‘
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Click on submit.

This is the Main Menu.
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Main Menu

Carol B. Linsley

Personal Information
Update Addresses and Contact Information, Review Name or Social Security Number Change Information and Change Your PIN

Faculty & Advisor Services
Enter Grades and Registration Overrides, View Class Lists and Student Informatian

Employee Services
Time Sheets, Time Off, Benefits, Leave or Job Data, Paystubs, W2 Forms, T4 Forms and W4 Data

Glossary of Terms
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You can choose Personal Information or Employee Seices to view or
change that information. Human Resources (HR) at CD will not be live
with Self Service Banner (SSB) until January 1, 200 Any changes you
submit via SSB before January 12007, will not be seen by HR.

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

CCCsSIT
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Step

Action

Click on Faculty & Advisor Servi

s. Even if yoreanot an advisor,

you will see this menu option, and you can perfeome of the

functions on it.

Click on Faculty Men

Here are all the options you can choose.
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Term Selection

Course Selection
Eaculty Detall Schedule
Week at a Glance
Detail Class List
Suminary Class List
Detail Wait List
Summary Wait List
Iidterm Grades

Final Grades

Eaculty Permission
Active Work Assignments
Assignment Histary
Class Schedule
Course Catalog
Syllabus Information
Office Hours
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View Your Schedule

CCCsSIT
Rev 04/08/06

Step

Action

1

Click on Faculty Detail Schedule. This will shedlyour courses for
that semester and also shows enroliment counts. c¥p also add a
Syllabus, see Roster and add Office Hours.

Clicking on the Course Title link will display aections of that
course.

If you already selected a course on Course Sefegtau 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 Sumn@lass List.

Step Action

1 | Select the course you want to view from the dfoywn box. Click
Submit.

If a student has the email link on the right sigl®y 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 clickamgSyllabus Information
Link on the Faculty Menu. The syllabus informatigii 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.

CCCsSIT
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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 entempesions for students so that
they can then register themselves on the web. Glicthe Faculty and Advisor
Tab. Click on Student Information Menu.

Step Action
1 | Click on ID Selection. Enter the student’s S nemtr their name.

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

Click on Registration Overrides. You sho@iLY be selecting
Special Approval Overrides.

Continued on the next page
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Faculty Permission, cont.

CCCsSIT
Rev 04/08/06

Step

Action

The Special Approval Override is for these typeestrictions:

Permissions you grant here show up on InternevB&anner on

SFASRPO.
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Update Office Hours

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

1 | If you wish office hours to display on the weligk Display.

What student’s see...
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Week at a Glance

Procedure

CCCSIT
Rev 04/08/06

Step

Action

1

Click on Week at a Glance. This will show aluy@ourses for that
semester and also shows enrollment counts. Iicliok 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 diassThere are no business
processes for entering grades at this time. THe thht allows faculty to select
grades will not be turned on until the course bggBelow you will see
directions for entering No-Shows.
Step Action

1 | Click on Final Grades. Select the term and coyosewould like to
enter grades foHint: To switch to a different course go to the Gl
Menu and click on Course Selection.
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Faculty enter “0” (the number zero) in Attendeaurs for any student
who has not attended class.

1. Note: If the Faculty member is not checked as prynoa
SSASECT in Internet Native Banner, “NONE” will agpen the
Last Attend Date and Attend Hours and the faculgymber cannof
enter a “0”. Please notify your Office Managermistoccurs. No-
Shows will have to be entered at another levebif gre not the
primary instructor.
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Student Information

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

Step Action
1 | Click on_Student Information Merftom the Faculty & Advisor
Services.

To choose a student, click on ID Selection. Etiterstudent’s Banne
ID or last and first name. Click on Submit.

Here is the student menu.

Continued on the next page

CCCsSIT 15 of 21 Faculty SSB
Rev 04/08/06



Student Information, cont.

CCCsSIT
Rev 04/08/06

Step

Action

Click on Registration History. This is the studemegistration history

Under the Student Information Menu click on AddDwop Classes to
add or drop courses. You will need to enter thdesttis PIN.
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The student’s schedule will populate. To dropualent from the
course, click on the down arrow under Action. Selzrop 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 Studéanu link.
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Click on Student Schedule.

You will be able to view a detailed schedule faattBtudent.

To View Student Test Scores:

After selecting the student, in ID Selection, clak Test Scores. Righ
now you will be prompted to enter the student’spimber. The
Student Team is working on fixing that now. Therefoyou will not
have to enter the student’s pin to be able to \hesir test scores in th
future. However, you will only be able to view ttest scores of
students registered for your courses.

—+

D
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Student Head Count

Step Action

1 | To look for head count information, you do noedéo sign in as a
faculty member.

Go to the main Login page.
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2 | Click onClass Search Select your desired institution and click
submit. Click on the desired term and click submit.

Select the desired subject you are searchiing: If you would like to
search English courses highlight one of the subjaad type the lette
“E.” You will be taken to all subjects starting \wian “E.” If you keep
typing “E” it will bring you down the subject lisif subjects starting

with “E.”

Click Class Searchonce you have finished entering your criteria.
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3 | You will be taken to a list of all the coursesnigeoffered at the
institution you selected and the term you selected.

Click on the title of the course to see headconfarmatign.

4 | You will see enrollment numbers for that course:
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