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Important information for all users  
 

This manual provides detailed information on essential faculty functions of the Banner system. 

The first few pages detail how to use the ñtraining onlyò website that will allow you to explore 

the various functions such as printing class lists, documenting attendance, and posting grades. 

These online functions are required of all faculty teaching any class beginning with Fall, 2005.  

 

The rest of the manual contains a brief ñAt a Glance ï Quick Start instructionsò section to get 

you up and running in a few minutes followed by more detailed instructions on each available 

function. 

 

In addition to this manual various face-to-face workshops are offered on a continuing basis by 

Academic Computing.  If you would like to register for additional training using MyCCP and 

Banner links, please select from those offered on the OASIS training website -- 

http://tango.ccp.edu/OASISTraining/ --  

 

The training-only web site looks slightly different when you start because it is accessed through 

a different web page. However, once you are logged in all of the screens and information are 

identical to the actual ñproductionò area. 

 

If you have any questions or comments please feel free to contact Academic Computing at (215) 

751-8545. Electronic copies of this and other MyCCP documentation may be found on the 

Academic Computing website (http://faculty.ccp.edu/dept/Acad_Comp/ ) linked to ñBanner 

Training Documentationò.  

http://tango.ccp.edu/OASISTraining/
http://faculty.ccp.edu/dept/Acad_Comp/
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Training -only website 
 

You will log onto this site using a pre-defined login name and associated PIN. This allows you to 

login as a mock faculty member (identified only by a ñJò number) assigned to one class for the 

semester with a small number of active, registered students. All of the functions that you are 

required to perform to teach any class starting in Fall, 2005 are available and you may visit the 

site as often as you wish until you feel comfortable.  

 

Each mock faculty login also has an associated mock student login. This is only necessary if you 

wish to see how the student will view your posted office hours and location. Other information 

you post such as learning objectives, etc. may be viewed by all students even those not registered 

for your class. If you wish to view information from the studentôs perspective you should open a 

second browser window so you may toggle back and forth between the two to see the 

information displayed. You may need to click on the ñrefreshò button () each time you view 

the page to update the display and see the most current information. 

 

 

To begin experimenting with the Faculty functions: 

 

 Using the latest version (6.0 or higher) of Internet Explorer (we do NOT recommend 

using Netscape Navigator) go to http://oasis.ccp.edu or, from the Staff Page ï 

www.ccp.edu/stafpage.htm, click on Faculty Training link to CCPTRAIN  

 

 
 Fifty (50) accounts have been set up to accommodate faculty training. Each User ID 

starts with an upper case J followed by eight digits. 

Be sure this 

area reads 

TST7 

http://oasis.ccp.edu/
http://www.ccp.edu/stafpage.htm
http://sonoran.ccp.edu:5081/pls/tst7/twbkwbis.P_GenMenu?name=homepage
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 A faculty user ID has the number 9 at the beginning. The last two digit(s) may be the 

numbers 1 through 50. 

 

Each account has the same PIN: 123456.  

 

If your login is not successful try again using the next higher number. Only one person at a time 

may be logged in with a particular number. 

 

For example, to log in as a faculty the User ID will look like the following: 

 

User ID Faculty PIN 

J90000001 123456 

J90000002 123456 

J90000025 123456 

J90000050 123456 

 

 

If you have successfully logged in you should see the following screen: 

 

 

This looks different than 

using MyCCP directly 

because it is the training 

site. 

Click on Faculty & 

Advisors. Then follow the 

regular directionsðñClick 

on Faculty Menuò 

beginning on page 7 

Your name will 

normally appear 

here. This shows the 

mock faculty login. 
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Because Banner is a pre-packaged database we arenôt always able to change what is seen on our 

pages. Because of this some web pages will contain information that is unimportant or not used 

by our institution. We try to point out the important, relevant information on each page. 
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At a Glance! 
Quick Start Instructions 

 
The next two pages contain abbreviated directions to allow faculty to immediately start using the 

system. The remainder of the manual contains in-depth descriptions of each function. 

 

 

Getting Started:  
 

Log in to MyCCP (this is your personal account) 

 

BANNER SELF SERVICE LINKS  are located in the middle column, beneath your email 

on the Home tab and also on the Self Service Links tab.. 

 

There are multiple links available and you should click on ñFaulty and Advisorsò 

 

Three links are now shown: Faculty Menu, Advisors Menu, and Student Information 

Menu. 

 

Click on ñFaculty Menuò 

 

There are nine links: Quick Start instructions are on the next page; individual descriptions 

can be found starting on page 11. 

 

You are now ready to work in Banner! 

 

 

At any time you can return to the main menu of MyCCP by clicking on the ñback to Home 

Tabò in the upper left of the screen under the MyCCP banner. You may not be able to use 

the ñbackò button on your browser depending on your particular version. 
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How do I find out my teaching schedule? 
 

Click ñFaulty Schedule - Detailedò ï it is the fifth item on the list. 

You will need to select a term (semester and year) and click ñSubmitò. 

 

A great deal of information is provided. Basically there is a listing of all courses you are 

scheduled to teach, the enrollment in each class, scheduled meeting time and room 

assignments. 

 

You can print the list or simply make note of the CRN (course reference number) and section 

number. This used to be the Sequence and Section number. 

If you happen to select the wrong semester/year, scroll down to the bottom of the page and 

click on ñTerm Selectionò to start over. 

 

 

How do I get my class list? 
 

From ñFaulty Schedule - Detailedò 

Each course listed has a link to your class list next to ñRostersò. Just click on ñClasslistò. 

This provides you with an up-to-date class list. (Clicking ñClass Listò at the bottom of 

the page will provide you with a ñDetailed Class listò with extra information not 

necessary for a first day, simple class list.) You can print your class list using the ñPrintò 

icon or menu option in Internet Explorer, and then use the Internet Explorer ñbackò 

button to return to ñFaulty Schedule - Detailedò and go to another course. 

 

From ñFaculty Menuò 

Click on ñClass List ï Summaryò 

You will need to select a term (semester and year) and click ñSubmitò. 

You will be asked to select the CRN (course reference number) of your class if you are 

assigned to more than one class. 

If you teach multiple courses/sections you will need to get a class list for each class. 

After you click ñSubmitò you see a listing of your students. 

Print the class list using the ñPrintò icon or menu option in Internet Explorer. 

 

 

How do I complete my administrative responsibilities?  
(20%, 50% week attendance, midterm grades and final grades) 
 

For security purposes, the system has an automatic time-out. 

Once you time-out you can log back in, but any work that had not been ñsubmittedò (you 

click on the ñSubmit button at the bottom of the page) is lost. You must enter a grade for 

all students before clicking the Submit button the first time. You can go back and edit any 

individual grade multiple times after the first submission. 
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In the ñFaculty Menuò click on the link Grades and Attendance Status 

 

These links are only active for a limited time period. For example, 20% week attendance may 

only be submitted for a limited number of days. You are required to complete your work 

during this time. The links can not be re-activated once this time period elapses. 

 

During the appropriate time period (which will be advertised via e-mail and print notices) 

click on the menu link and select Term and CRN. 

 

Attendance: Using the drop-down arrow click on Satisfactory, Unsatisfactory, or Never 

Attended. The column labeled ñLast Attend Dateò should ONLY be used to report the 

last date attended for any student given an Unsatisfactory attendance. It is NOT necessary 

for Satisfactory attendance nor for Never Attended. 

 

Grades: there is a drop down menu under the column ñGradeò.  

Click on the arrow to drop down the grade scale and click on the grade for your student. 

Be careful when using a scroll mouse, you might change a studentôs grade by rolling the 

wheel while a studentôs grade is selected. 

Click the ñSubmitò button at the bottom of the page. 

After all students receive a grade, print the list and double check that you entered the grades 

correctly. You can go back and change a grade as long as the menu is still active. 
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Detailed Instructions 
 

Faculty & Advisors Services 
 

There are three options in this menu. 

 

Faculty Menu: this contains information on class lists, course assignments, faculty schedule, 

attendance, grades, and others. (See page 6) 

 

Advisor Menu: this contains information on student information related to academic 

advising. There is a separate document that details this menu. 

 

Student Information Menu:  this contains information regarding students. There is a 

separate document that details this menu. 

 

 

 
 

 

 

 

 

 

 At any time you can return to the 

main menu of MyCCP by clicking 

on the ñback to Home Tabò 
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Faculty Menu 
 

 

 
 

 

 

 

The faculty menu contains nine (9) links. A summary of each link is listed below. The following 

pages offer details of the information found on these linked pages. 

 

 

Class List ï Detailed: this provides you with a class list and detailed information on your 

students.  

 

Class List ï Summary:  this is equivalent to our former first-day class list; it provides a list of 

students enrolled in your course. To view different courses, you need to change the Course 

Reference Number (CRN). 

 

Faculty Assignment ï Current:  provides your assignments for the selected semester. 

 

Faculty Assignments ï History:  allows you to view the courses youôve taught since Banner 

came on line. (Fall, 2005) 
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Faculty Schedule ï Detailed: provides the details of a specific course you are teaching. 

 

Faculty Schedule ï by day and time: provides an entire week-at-a-glance. 

 

Office Hours: allows you to place, online, your office hours for the semester. 

 

Syllabus Information: allows you to connect your syllabi to your courses to be viewed online. 

 

Grades and Attendance Status: allows you to enter 20% and 50% attendance data, mid-terms 

grades, and final grades only during the time periods when this information is required. Also, the 

Retention Performance Key indicators recently added as part of our Early Alert system may be 

checked off from this form. 

 

 



 13 

 

Class List ï Detailed 
 

There is a lot of information on this page; it may not be relevant for all faculty. 

 

Course Information 

Course name 

CRN: Course Reference Number (formerly known as course sequence) 

Duration: starting and ending dates 

Status: if the course is running 

 

Enrollment Counts:  

Maximum number of students allowed and the number currently enrolled 

 

Detail Class List 

Record number: alphabetical order 

Student Name: clicking the name to view address and phone information 

ID: the studentôs ñJò number 

Registration status: how the student registered (e.g. web) and the date the student 

registered for the class 

 Start Date: repeats the date the course starts 

 Expected Completion: repeats the date the course ends 

 Registration Number: the order in which the students registered for the class 

 

Under each student will be information on the studentôs major 

 

 

At the bottom of the page is a short-cut menu bar. 

Term Selection: to change the semester. 

CRN Selection: to view a different class. 

Mid Term Grades: when active, this provides a link to the classô midterm grades (See 

page 22) 

Final Grades: when active, this provides a link to the classô final grades (See page 22) 

Faculty Detail Schedule: link (See page 20) 

 Summary Class List: link (See page 15) 
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Class List ï Summary 
 

This page includes much of the same information as the Class List ï Detailed (See page 13), 

and provides additional information on students: PRINT THIS PAGE FOR YOUR FIRST 

DAY CLASS LIST!  

 

Level: indicates student is an undergraduate 

Credits: course credits 

Midterm: after midterm grades are submitted, you will be able to view them on this 

screen to check the accuarcy of your input. (See Midterm grade, page 22) 

Final Grade: after final grades are submitted, you will be able to view them on this 

Screen to check the accuracy of your input. (See Final grade, page 22) 

 

 

At the bottom of the page is a short-cut menu bar. 

Term Selection: to change the semester. 

CRN Selection: to view a different class. 

Detail Class List: a link to the detailed class list (See page 13) 

Mid Term Grades: when active, this provides a link to the classô midterm grades (See 

page 22) 

Final Grades: when active, this provides a link to the classô final grades (See page 22) 

Faculty Detail Schedule: link (See page 20) 

 

PRINT THIS PAGE FOR YOUR CLASS LIST!  

 

It is STRONGLY  recommended that you check this page every two weeks for changes in 

enrollment. Students will be removed from the list if they withdraw or are dropped for financial 

reasons. In this latter case students must resolve the problems or they will not get a grade in the 

course. A student who does not appear on your list is not allowed to attend your class. 
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Faculty Assignment ï Current 
 

This page displays your current teaching assignments. There is a great deal of information on 

each course. Courses are listed by title, number and section. Information presented includes: 

 

Associated Term: This refers to the semester and year the course is offered. 

 

CRN:   Course Reference Number. This is equivalent to the course sequence. 

There is an active link on this item - clicking the CRN number will take 

you to another page providing greater detail on the course. 

 

Status:   A course will be listed as either active or inactive. 

 

Schedule type: Basically lecture or lab. 

 

Instructional Method:   Courses may be listed lecture or this line may be left blank.  

 

Campus: This will indicate the location of where the course is being taught. 

 

Available for 

Registration:  Lists when the course was opened/closed for registration. 

 

Credits: The number of credits for the course. 

 

Grade Mode:  The only option listed here will be standard. 

 

Course Level:  The options available will be non-credit and credit students. 

 

Syllabus:  The option listed is ñmaintainò. This is an active link and, when clicked, it 

allows access to the courseôs syllabus. The faculty may maintain the 

learning objectives, required materials, and technical requirements for 

each course. It is the responsibility of the instructor to keep the syllabus 

information current. (See page 27) 

 

Office Hours:  The option listed is add. This is an active link and, when clicked, it allows 

access to post office hours online. Office hours should be maintained for 

each course for each semester. Students have the ability to view the 

instructorôs office hours when ñDisplayò is checked. (See page 25) 

 

Roster:  The option listed is for your summary class list. This is an active link and, 

when clicked, it allows access to view students registered in the class. (See 

page 15) 

 

Detail Schedule:  The option listed is display. This is an active link and, when clicked, it 

allows access to view the course schedule. (See page 9) 
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