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Faculty Services 
Banner Self-Service is a web service that allows Cuesta College students and employees (including 
faculty) to view and edit information in Banner specific to the individual. Faculty Services is part of 
Banner Self-Service that allows faculty to access rosters, post grades and much more. 

View Roster Onscreen 
 

1. Log into myCuesta (http://my.cuesta.edu). 
Contact Computer Services (x3248) for assistance. 
 

2. Locate the My Web Services channel,  
usually on the Work Life tab. 
 

3. Click the folder, Banner Self-Service. 
The folder will “expand”, revealing  
subfolders. 
 

4. Click the folder, Faculty and Advisors. 
 The folder will “expand”, revealing  
subfolders and selections. 

 
5. Click on the Roster link. 

 
 

The Select Term screen may appear. 
 

 
6. Select the desired term  

and click the Submit button. 
 

NOTE: If you have selected a term and a 
course and not logged out, that information 
remains and you will not be prompted with 
the “Select Term” screen nor the “Select a 
CRN” screen.  
 
You can change the term by clicking “Term 
Selection”, or change the course by clicking 
“CRN Selection” from the Faculty Services 
menu. (See “Tips” on page 7.) 
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The Select a CRN screen may appear. 
 

 
 
7. Select the desired class (CRN = Course 

Reference Number)  
and click the Submit button. 

 
 
 
 

The Roster screen will appear, displaying 
the information for those students enrolled 
in the class. From here you can download 
or print your roster. (See “Download 
Roster” or “Print Roster and Add Codes” 
below. 

 
 

 
 

 
 
 

To exit Faculty Services and return to 
myCuesta, click the “back to…link” in the 
upper-left of the screen. 
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Download Roster 
1. At the Roster screen (see “View Roster 

Onscreen” above), click the Excel Download 
button.  
The File Download dialog will appear. 

 
 

2. Click the Save button. 
The Save As dialog will appear. 

 

 
 
 
 
Once the download has finished a Download 
Complete dialog will appear. 

 
 
 

3. If desired, click the Open button.  
(You can also locate the  
saved file and open it later.) 

 
 
 
 
 

The downloaded file will open in Excel. 
 

 

3. Select where you wish to save the 
downloaded roster (“Save in”),  
what you wish to name the roster 
(“File name”) retaining the “.XLS” 
extension,  
and then click the Save button. 
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Print Roster and Add Codes 
1. At the Roster screen (see “View Roster Onscreen” above), click the Print Basic Roster button. 

 
The roster will appear in printable format on the screen. 

 

 
 
 
 

2. Select File > Print  from the menu bar. 
The Print dialog will appear. 

 
3. Enter the page range you wish to print. 

Example: Type 1-3  
to print pages 1 through 3. 

 
4. Click the Print  button. 

The roster will print on  
the selected printer. 

 
 

Note the Critical Dates 
section, which lists 

important dates, including 
final add and drop dates. 

Immediately following the 
class roster is a list of add 
codes, dropped students, 
and wait listed students. 
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Recording Office Hours 
Once office hours are recorded, students can view them by clicking on the class name in Banner Self-
Service. 
 

1. Click the Banner Self-Service folder in the My Web 
Services channel (usually located on the Work Life tab). 
The folder will expand, revealing subfolders. 

 
2. Click the Faculty and Advisors folder. 

The folder will expand, revealing subfolders. 
 

3. Click Office Hours. 
The Select Term screen  
may be displayed. 

 

4. Select the desired term from the drop down 
menu and click Submit. 
 
 
 
 
 
 
 

 
The Select a CRN screen may be displayed. 

 
5. Select the desired class from the drop down menu 

and click Submit. 
The Office Hours screen will be displayed. 

 
6. Fill in the appropriate information: 

• From Time – start of time  
available, using a “24-hour clock”  
(i.e. 1345 for 1:45 pm) 

• To Time – end of time available, using a 
“24-hour clock” (i.e. 1530 for 3:30 pm) 

• Day of Week – check the days available 
• Contact Number – leave as “None” 
• Location – your office number 
• From Date – first day of class 
• To Date – last day of class 
• Display – must be checked to display 

NOTE: For multiple office hours, use 
additional lines as needed. 

 
7. Click the Submit button. 

NOTE: If you have selected a term and a 
course and not logged out, that information 
remains and you will not be prompted with 
the “Select Term” screen nor the “Select a 
CRN” screen.  
 
You can change the term by clicking “Term 
Selection”, or change the course by clicking 
“CRN Selection” from the Faculty Services 
menu. (See “Tips” on page 7.) 
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Submitting Grades 
 
 

1. Click the Banner Self-Service folder in the My Web 
Services channel (usually located on the Faculty tab). 
The folder will expand, revealing subfolders. 

 
2. Click the Faculty and Advisors folder. 

The folder will expand, revealing subfolders. 
 

3. Click Post Grades/Hours. 
The Select Term screen  
may be displayed. 

 
4. Select the desired term from the drop down menu and 

click Submit. 
 
 
 
 
 
 
 

 
 
 

The Select a CRN screen may be displayed. 
 

5. Select the desired class from the drop down 
menu and click Submit. 
The Post Grades/Hours screen  
will be displayed. 

 
6. For each student fill in the appropriate 

information: 
• Grade – select a 

grade from the  
drop-down list 

• Last Attend Date – 
the last day the 
student attended the 
class 

• Attend Hours – the 
number of hours 
attended (if “positive 
attendance” class) 

 
7. Click the Submit button. 

NOTE: If you have selected a term and a 
course and not logged out, that information 
remains and you will not be prompted with 
the “Select Term” screen nor the “Select a 
CRN” screen.  
 
You can change the term by clicking “Term 
Selection”, or change the course by clicking 
“CRN Selection” from the Faculty Services 
menu. (See “Tips” on page 7.) 
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Tips 
 

Copying Office Hours 
If you have multiple courses (CRNs) and offer the same office hours for each, you can copy the office 
hours from one to another. So rather than manually entering the office hours for each class, you can 
enter the hours for one class and copy those hours to other CRNs. 
 

1. Make sure you have entered the office hours 
for a class and clicked the Submit button. 

 
2. Click the drop-down arrow for the Copy to 

field. 
 

3. Select another class (CRN) from the list. 
 

4. Click the Submit button. 
The office hours from the  
initial class will be copied  
to the selected class. 

 
 
 
 

Changing Selection within Faculty Services 
 

1. Click the Faculty Services tab (or click the Return to Menu link). 
 

 
 

A list of menu choices will be displayed. 
 

2. Click on the desired selection. 

  
 


