Recording Office Hours via Faculty Services

Banner Self-Serviceis 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.

Banner'sOffice Hour s option permits instructors to post office hour8emnner. Those office hours will
then be available via Banner Self-Service (Studenstudents enrolled in that instructor’s courses.

Recording Office Hours

Once office hours are recorded, students can view them by clicking on the class name in Banner Self-
Service.

1.

Recording Office Hours via Faculty Services

My Web Services =R

Click theBanner Self-Service folder in the My Wels———eznner sef-serice

Services channel (usually located on the Work tafs.

The folder will expand, revealing subfol ders./v

Click theFaculty and Advisor s folder.
The folder will expand, revealing subfolders.

Click Office Hours.

Clpersonal Infarmation
Cdstudent
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Cdstudent Information Menu
Term Selection
B cry selection
& Faculty Detail Scheduls
& wWeekly Teaching Schedule
B roster
B post Grades/Hours
B active Teaching assighments
& Teaching Assignment History

B Find Classes
The %I eCt Term &ree\ B course Information
. 2 post cri Syllabus
may be displayed.

Select Term 900008452 Sean P. Landers

B office Hours
L IEmployee
B WebhCT.com, The e-Learning Hub

May 02, 2008 01: 55 pm
Select a Term: [Fall 20Q8 ~
Submit \

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

The Select a CRN screen may be displayed.

9000028452 Sean P. Landers
Fall 2008
May 02, 2008 03:27 pm

Select a CRN

GRN: IDreamweaver Web Pub - FUEUGj

Select the desired class from the drop down
menu and cliclSubmit.
The Office Hours screen will be displayed.

NOTE: If you have previously selected a
term and not logged out, that information ig
retained. Returning to Faculty Services wil
not result in the auto-display of the “Select
Term” screen.

You can change the term by clicking “Ternj
Selection” from the Faculty Services menu
(See “Changing Selection...” on page 3.)

NOTE: If you have previously selected a
course and not logged out, that informatior
is retained. Returning to Faculty Services
will not result in the auto-display of the
“Select a CRN” screen.

You can change the course by clicking
“CRN Selection” from the Faculty Services
menu. (See “Changing Selection...” page 3.)
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Tips

Fill in the appropriate information:

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

» ToTime- end of time available, usin
“24-hour clock” (i.e. 1530 for 3:30 pm)

* Day of Week — check the days available

» Contact Number — leave asNone”

* Location — your office number

* From Date - first day of class

* ToDate- last day of class

» Display — must be checked to display
NOTE: For multiple office hours, use
additional lines as needed.

Office Hours

Course Information

CRN: 70806

Scheduled Meeting Times

jours for  class. From/To Times and From,
hen the Display indicator is checked. Offic
imes or From/To Dates and clicking Submit.

900008452 Sean P. Landers
Fall 2008
May 02, 2008 03:31 pm
/To Dates are required when adding office hours
& hours may be deleted by clearing out From/To

Dreamweaver Web Pub - 70806 - CAOA 269 - 0

pe Time Days Where Date Range Schedule Type Instructors
T NCC Alled Health Math Aug 18, 2008 - Dec  Lecture and/or discussion Sean P. Landers
Sclence N2411 19,2008 Gl
Cla T NCC Alled Health Math Aug 18, 2008 - Dec  Laboratory/Studio/Activity Sean P. Landers
Sclence N2411 19,2008 P
Office Hou
i ime dfay of the Week  Gontact Number Location From Date To isplay

Date Di
(MM/DD/YYYY) (MM/DD/YYYY)
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1530 1645 I [ F T [Main/local 805-4748943 7] 31808 [08/18/2008 [12718/2008 12
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CopyTo:[SelectTocopy =]
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Click theSubmit button.

Copying Office Hours

If you have multiple courses (CRNSs) 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 hour
for a class and clicked the Submit button.

Click the drop-down arrow for th@opy to

field. \

Select another class (CRN) from the list.

Click theSubmit button.
The office hours from the
initial classwill be copied
to the sdlected class.

D'Ofﬁce Hours

Course Information

Dreamweaver Web Pub - 70806 - CAOA 269 -
CRN: 70806
Scheduled Meeting Times
Type Time Days Where
Class 5:00 pm - T NCC Allied Health Math
6:50 pm Science N2411
lass 7:00 pm - T NCC Allied Health Math

Science N2411

a class. From/To Times and From/To Dates are required when adding office hours.
Display indicator is checked. Office hours may be delete

ontact Number Location

900008452 Sean P. Landers
Fall 2008
May 02, 2008 03:31 pm

d by clearing out From/To

0
Date Range Schedule Type Instructors
Aug 18, 2008 - Dec  Lecture and/or discussion Sean P. Landers
19,2008 Gl

Aug 18, 2008 - Dec  Laboratory/Studio/Activity Sean P. Landers
19, 2008 ®)

From Date To Date Display
(MM/DD/YYYY) (MM/DD/YYYY)
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Changing Selection within Faculty Services

If you wish to post different office hours for ahet course, you must first select a different CRish
return to the Office Hours screen.

1. Click theFaculty Servicestab (or click theReturn to Menu link).
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900008452 Sean P. Landers

Roster Fall 2008
Jun 26, 2008 02:45 pm

The Faculty Services menu will be displayed.

2. Click onCRN Sdlection.
The Select a CRN screen will be displayed.

3. Select the desired class from the drop down medwchek Submit.
The Faculty Services menu will be displayed.

4. SelectOfficeHours.
The Office Hours screen will be displayed.

5. Continue posting office hours per instructions aoov
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