Faculty Services

Banner Self-Services a web service that allows Cuesta College stisdmmd employees (including
faculty) to view and edit information in Banner sifie to the individual Faculty Servicesis part of
Banner Self-Service that allows faculty to accessars, post grades and much more.

View Roster Onscreen

My Web Services =

‘ZBanner Self-Service

[Z1personal Information

Castudent

‘ZFaculty and Advisors
[Z3student Information Menu
B Term selection
B crN selection
E] Faculty Detail Schedule

1. Log into myCuestahftp://my.cuesta.edu
Contact Computer Services (x3248) for assistan

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

3. Click the folderBanner Self-Service g Weekly Teaching Schedule
The folder will “expand”, revealing B poct rades/Hours

subfolders.

B active Teaching Assignments
E Teaching Assignment History
B Find classes

B course Information

E post cRN Syllabus

B office Hours

B roster Menu

El Mass Rosters -- temporary link
CIEmployes

] WebCT.com, The e-Learning Hub

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

5. Click on theRosterlink.

The Select Term screen may appear.

6. Select the desired term NOTE: If >:jou r;ellve Se(;eCt?dts tte_rr? and t‘?‘
and click theSubmit button. mellssiElelnloliUlotle)=o ol UL LIS Lol
remains and you will not be prompted with
. - ; : sr=r the “Select Term” screen nor the “Select a
<8 | uminis Platform - Microsoft Tnl:.ernet Explorer = = 0
s o | CRN” screen.
L I : You can change the term by clicking “Term]
< ‘;:hlto Tab “"EEE @ & @ @ @ . ” g y g o .
> e-mail calendsr groups sdmin | logout  help Selection”, or change the course by clicking
Personal InformAtion S}udent Employee “CRN Se|eCtI0n" fl’0m the Faculty SeI’VICES
Search RETURM TO MEMU  SITE M&P  HELP menu. (See "TipS" on page 7)
Select ferm e e oo
y
Select A Term: [Fail 2008 =
Submit I
RELEASE: 6.1 ;:.;:m;‘ SCT HGHER EDUCATION
[& [ [ [ [ [&d torliniraret z
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Faculty Services

} Lumiinis Platform - Microsoft Internet Explorer

Jﬂle Edit  ¥iew Favorites. Tools  Help |

The Select a CRN screen may appear.

7. Select the desired cla8SRN = Course

Reference Number)
and click theSubmit button.

Select a CRN

M packre o e & @ @ @
aculty:1a e-mail calendar groups admin logout help
Personal Information Student BRI R0 eiln2h Employee
search | Ga| RETURN TO MEMU  SITE M&P  HELP

200008452 Sean P. Landers
Fall 2008
Jun 26, 2008 03:46 pm

The Roster screen will appear, displaying

CRMN:

h Submit |

T~

| Swirmming - 70701

the information for those students enrolled
in the class. From here you can downloag

or print your roster. (See “Download

j RELEASE: 7.3

[ Enter CRM Directly ]

powered by
SUNGARD' SCT HGHER EDUCATION

Roster” or “Print Roster and Add Codes” &

| e |‘j Local intranst

below.

2} Lumiinis Platform - Microsoft Internet Explorer [ =] 54
|J Fle Edit Wiew Favorbes Tooks  Help ‘ ,?,’ ‘
‘maGuesta
g back to erlpicgee e @ @ @
Fatulty Taby e-mail calendar groups admin logout  help
Personal Information Student ERNREEOLiak Employee =3
search | Go RETURM TO MEMU  SITE M&P  HELP
900008452 Sean P, Landers
ROSter Fall 2008

Jun 26, 2008 02:45 pm

Excel Download Frint Basic Rester

Course Information
Creative Writing Sr - ECOL 411 0

CRN: 71486
Duration: Sep 10, 2008 - Nov 05, 2008
Status:  Active

Enroliment Counts
Maximum Actual Remaining

Enrollment: 25 4 21

Cross List: 0 0 0

Summary Class List

Record Student Name D Reg Status
Number

1 House, Janice M. 900002654  **Registered**
2 MelLain, Eric D, 901030132  **Registered**
3 Mclain, Lori 3, 00004333 **Registered™**
4 Werst, Catherine E, 900008224 **Registered™**
Emall class @

Return to Previous

Q An asterisk will appear next to the appropriate field if any of the following conditions exist: 1) The student has more
than one major or department in his/her primary or secondary curriculum, 2) The student has a program, level, college,
or degree in the secondary curriculum that is different from that in his/her primary curriculurm,

If the word Confidential appears next to a student's name, the personal information is to be kept confidential,

Level Credits Final Grade Detail

MNon Credit  0.000 Enter @
MNon Credit  0.000 Enter

Mon Credit 0,000 Enter @
MNon Credit  0.000 Enter

®

To exit Faculty Services and return to

myCuesta, click theback to...link” in the

]

Page

upper-left of the screen.
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Download Roster

1. Atthe Roster scregsee “View Roster
Onscreen” above)click theExcel Download

Excel Download

button.

The File Download dialog will appear.

The Save As dialog will appear.

Save As

Save in:

//Dm/’-y Save | Cancel I
C“Ck the Savebutton - v always ask before opening thiz type of fil

2 -

File Download

Do you want to open or save this file?

]

Mame:  mykw_excel_rostr. xls
Type: Microsoft Excel \Worksheet, 744 bytes
From; ssbpprd.cuesta,edu

While files from the Intemet can be useful, some files can patentially
harrm your conmputer. If pou da not trust the source, do nat open ar
zave this file. What's the rigk?

9

My Documents
My Computer
My Metwork Flaces

:

-1 Class docs - Mail Merge 2003

|- classfiles
[ LocalCdrive

File name: Imykw_excel_rostr.xls

Save az type: I Microsaft Excel Woork shest LI

3. —S

electwhere 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 th&avebutton.

Cancel |

i

Once the download has finished a Download

3. If desired, click theOpen button.

(You can also locate the
saved file and open it later.)

Complete dialog will appear.

Download complete

0] x]

v

Download Complete

Saved:
ik _excel_rostr.xls From ssbpprd.cuesta. edu

Downloaded: 744 bytes in 1 sec
Pk _excel_rostr.xls

744 bytes/Sec

ialog box when download completes

. . . Open | Open Folder | Cloze I
The downloaded file will open in Excel.

E3 Microsoft Excel - mykw_excel_rostr.xls !E

@ File Edit Wew Insert Format Tools Data 'Window Help Type aquestion forhelp = 2 @ X
NedR SRR <-=-4ile i Do FlB L u|ESSH(S %(EE A o

Al ~ 13
A 1 e [ e[ o [ E [ F [ 6 [ W [ v [ 3 ] kK [ L [ MT[ N

1 1
| 2 [TERM CRN SUBJ CR3 D LNAME  FMAME  MI MAJOR  PHOMWE |CUESTA EPERS. EWREGISTRLAddress CiJ
| 3| 200807 71486 ECOL 411 9E+I8 House Janice il Undeclarer (B05) 772- jhouse@@cuesta.edu  RE 130 Oreas b
| 4 | 200807 71486 ECOL 411 9.01EHI8 Mclain  Eric D Undeclarec (B05) 466-5653 RE 3320 RIO A
| 5| 200807 71486 ECOL 411 9EHI8 Mclain Lori Jane Undeclarer (805) 466- Imclain@my.cuesta.e RE 3320 Rio %Al
| B | 200807 71486 ECOL 411 QE+HIB Werst Catherine E Undeclarer (B05) 801- cwerstithmy cuesta e RE S50 Wesl Al

? -

H o4 » n]ymykw_excel_rostr / |l | _’”J

Ready [ )
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Print Roster and Add Codes
1. Atthe Roster scregsee “View Roster Onscreen” aboye)ick thePrint Basic Roster button.

Print Basic Roster |

The roster will appear in printable format on thaeen.

/3 Luminis Platform - Microsoft Internet Explorer =191
J Fle Edit ‘iew Favorites Tools  Help | ﬂ' |
Mew 3
I Open... Ctrl+0
Edit: ,
Save Chrl+5 E“E“ & @ @ @
Save fs... e-mail calendar groups admin logout  help
i Page Setup... PPRD DB - 04/20/06 =
Fall 2008
Prink Preview/ S Less Than Full Term
Send 3
Impart and Explort. .. CRSE CREDITS COURSE TITLE
X 411 .00 CREATIVE WRITING SR
Properties
wiark OFfline by TYPE DAYS TIME BLDG. ROOM
Close Lecture andfor Wiy 0100- oo 4710 ‘s
B = 41 L 1= LSy discussion 0350pm Note the Cr|t|Cal Dates
CRITICAL DATES t H H
ion, which list
Start Date: 10-SEP-03 Last Date to drop wn:houta W' 17 SEP Z008 4—// . SeC O ! C . S S .
End Date: 0%-MNOW-08 Last Date to drop with a "w": EIE QCT 2008
Last Date to §dd class: 10-SEP-08 Census Date: 09/17/08 Important dates! InCIUdIng
Last Date to drop with a refund: 10-SEP-08 f
inal add and drop date

|Seats|Take‘HAvailable‘WaitIisted‘ ESIofil2e, 1N, Z00EN0EH0S50
[es [ #\[ 21 | 0 | o=
L Date
Student lame ) rea| or [M[T[w]r[rF|s|m[t]w]r]F|s[m]Twlr]F]s]m[T]w]r]F]s
1 HauseJJanke Q00002654| RE (.00
en sl Jmosels immediately folowing the
4|werst, Cath*\rine 200002224 RE .00 C|ass roster is a ||St Of add
5
. I codes, dropped students,
7 \\ and wait listed students.
E
5 |
Instructor's Signature
et s o Bt 21
General | Dp[ignsl
—Select Printer
]
[ B =& « K 2
2. SelectFile > Print from the menu bar. addpriner - Stathon - sisbion N a-
The Print dialog will appear. < »
Status; Feady [~ Printtofile  Freferences |
. . Location: 3180
3. Enter the page range you wish to print. P Fing Piter..
Example: Typé.' 3 \_F’age Fiange
to prll‘lt pageS 1 through 3 A Nurnber of copies: m
« fior € Curent Page
4. Click thePrint button. e 0 || o ﬁﬁ
. . Enter either a zingle page number or a single
The roster will print on page range. For example, 512
the selected printer.
Frint I Cancel | Apply I
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Recording Office Hours

Once office hours are recorded, students can vimmtby clicking on the class name in Banner Self-
Service.
My Web Services E=E=

1. Click theBanner Self-Servicefolder in the My Welb———Seznner sefi-servics

[Cpersonal Information

Services channel (usually located on the Work tafs. Cstudent

= Faculty and advisors

The folder will expand, revealing subfolders. Clstudert nformation Menu
B Term selection
. . / Bl CRi Selection
2. Click theFaculty and Advisorsfolder. 8 Facuity Detail Schedule
. . B wWeekly Teaching Schedule
The folder will expand, revealing subfolders. B Roster

B post Grades/Hours
B active Teaching Assighments

3. Click Office Hours. Sli?@f;gs:esjig”ment Histary
The Select Term screen B Course Information
. 2 post cri Syllabus
may be dISplayed B office Hours

ZIEmployes
B WehCT.com, The e-Learning Hub

4. Select the desired term from the drop down

menu and clickSubmit. NOTE: If you have selected a term and a

course and not logged out, that informatior

remains and you will not be prompted with

Select Te/m l O ey 52, 5003 01155 pm the “Select Term” screen nor the “Select a
CRN” screen.

Sele Term:lm

submit You can change the term by clicking “jl'e(rr
Selection”, or change the course by clickin
“CRN Selection” from the Faculty Services
menu. (See “Tips” on page 7.)

L=}

The Select a CRN screen may be displayed

5. Select the desired class from the drop down memngelect a CRN SHN0G4S2 Sean P Larders
and clickSubmit Hay 02, 2008 0927 o
The Office Hours screen will be displayed. oRNi  [Dreamweaver Web pub - 70806 5]

. . . . . A Submit

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, usin
“24-hour clock” (i.e. 1530 for 3:30 pm) N

» Day of Week- check the days available i ™ot o s

« Contact Number — leave asNon¢’ ()

» Location — your office number

* From Date — first day of class

* To Date- last day of class B @] Peneon e ] s

Office Hours e

ours for a class. From/To Times and From/To Dates are required when adding office hours
s when the Display indicator is checked. Office hours may be deleted by clearing out From/To
nd clicking Sut

lomit

Course Information
Dreamweaver Web Pub - 70806 - CAOA 269 - 0

CRN: 70806

ime fay of the Week  Contact Number Location From Date To isplay

Date Di
(MM/DD/YYYY) (MM/DD/YYYY)

« Display — must be checked to display E E ??F?F??iiii ;EI I ]
NOTE: For multiple office hours, us | |

additional lines as needed. o] [t
7. Click theSubmit button./
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Submitting Grades

My Web Services =[]

Click theBanner Self-Servicefolder in the My Web———=sanmer sefr-service

Services channel (usually located on the Fa
The folder will expand, revealing su

Click theFaculty and Advisorsfolder

The folder will expand, revealing subfolders.

Click Post Grades/Hours/

The Select Term screen
may be displayed.

Select the desired term from the drop down

bfolders.

/

Cdpersonal Infarmation

Clstudent

AFaculty and Advisors

(dstudent Information Menu

B Term selection

B cri selection

B Faculty Detail Schedule

B Weekly Teaching Schedule

B roster

B post Grades/Hours

2 active Teaching assighments

B Teaching Assignment History
Find Classes

B course Information

2 post cru Syllabus

B office Hours

CIEmployee

B WehCT.com, The e-Learning Hub

cubiy ta

menu and

click Submit.

/|

900008452 Sean P. Landers
May 02, 2008 01:55 pm

Select Te

l

erm: |Fall 2008

Select

Submit

Faculty Services

NOTE: If you have selected a term and a
course and not logged out, that informatior
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 clickin
“CRN Selection” from the Faculty Services
menu. (See “Tips” on page 7.)

The Select a CRN screen may be display

Select the desired class from the drop down
menu and cliciSubmit.

The Post Grades/Hours screen

will be displayed.

For each student fill in the appropri
information:

T~

a.

900008452 Sean P, Landers
Fall 2008
May 02, 2008 03:27 pm

Select a CRN

m‘ [preamwesver web pub - 70806 x|
| Suiist |

* Grade —selecta Firal Grades
g rade from the FN{Le]:':I’(]’II)-gI’ zl;:]?:nt ID Credits ?l?agtlj:ratlon Grade Rolled kﬂaﬂ:ﬁsgﬁmate a'(:)ts:lsd Esﬁ:ztg?tlon
r = Wn |i t 1 e AT *HR egisteredF p— —
d op do S 1 g . 9017720 3.000 Ap$292, tzoog [Hane =] M [ [ B
o Last Attend Date — 2 9017°20,77 3,000 **Registered®*  [Rone <] N I I 1
Apr 22, 2008
the |ast day the 3 900CLLIL ®3.000 FRegistered™  [nons 5] N I [ 2
i Apr 22, 2008
StUdent attended the 4 & 9017 10R 3,000 ;Zsezgst;ggg** [Hone =] M | | 4
CIaSS 5 : . A, 900007 ... 3.000 **Regl‘stered”‘* [Mare =] N [ [ 3
d H the Apr 22, 2008 M
» Attend Hours — &
Reset A=
number of hours T £ . .
rou . Please submit the grades often. There is a 55 minute time |p- Fting at 04:25 pm on Jul 21, 2008 for this page.
attended (if “positive A ¢,
” CR
attendance ClaSS) Return to Previous g+ _

7. Click theSubmit button.
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Tips

Copying Office Hours

If you have multiple courses (CRNSs) and offer Hraes office hours for each, you can copy the office
hours from one to another. So rather than manuatiiering the office hours for each class, you can
enter the hours for one class and copy those himuosher CRNSs.

1. Make sure you have entered the office hours

Changing Selection within Faculty Services

for a class and clicked the Submit button.

Click the drop-down arrow for théopy to

field. \

Select another class (CRN) from the list.

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

900008452 Sean P. Landers

>-Office Hours e

May 02, 2008 03:31 pm

%4

rom, hen adding office hours
he Display indicator is checked. Offic:
it

@ Use this page to maintain your office hours for a class. From/To Times and From/To Dates are required wi
Studen ur office hours when t ked. Office hours may be deleted by clearing out From/To

Times es and clicking Subri

Course Information
Dreamweaver Web Pub - 70806 - CAOA 269 - 0

CRN: 70806

Scheduled Meeting Times

Type Time Days Where Date Range Schedule Type Instructors
Class S:00 pm - T NCC Allied Health Math Aug 18, 2008 - Dec  Lecture and/or discussion Sean P. Landers
£:50 pm Sclence N2411 19, 2008 Gle)

lass 7: - T NCC Allied Health Math Aug 18, 2008 - Dec  Laboratory/Studio/Activity Sean P. Landers
Scence N2411 19, 2008 GlG)

1. Click theFaculty Servicestab (or click theReturn to Menu link).

2.

Faculty Services

<3 Luminis Platform - Microsoft Internet Expiorer

J File Edit Wiew Favorites Tools Help

e
rol ontact Number Location From Date To Date Display
(0000 (MM/DD/YYYY) (MM/DD/YYYY)
2359)
1530 [ ¥ " I I [Main/Local 805-4748943 ] [31808 | [08/18/2008 [12719/2008 14
7| [ [ =
| [ [ o
| [ [ o
opy To:
Submit Reset
=loix

| & |

\

\

w back ta
Faculty Tab

- \© & @ | § ¢

e-mail cendar groups admin logout  help

Personal Information Student JEEEIREGIRIER Employee

* -

Search EI

Roster

RETURM T MENL SITE M&P HELP

9000008452 Sean P. Landers
Fall 2008
Jun 26, 2008 02:45 pm

A list of menu choices will be displayed.

Click on the desired selection.
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