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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 fAtra
the various functions such as printing class lists, documenting attendance, and posting grades.
These online functions are required of all faculty teaching Esg deginning with Fall, 2005.

The rest of the manualiQuiook aSnart bmsefudtAit oma
you up and running in a few minutes followed by more detailed instructions on each available
function.

In addition to this maual various facgo-face workshops are offereth @ 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 trainingonly web site looks slightly different when you start because it is accessed through
a different web page. However, once you are logged irf #Hileoscreens andformation are
identical to the actual Aproductiond 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 Compung website littp://faculty.ccp.edu/dept/Acad Comp/ | i nked t o ABan
TrainingDocumentation .



http://tango.ccp.edu/OASISTraining/
http://faculty.ccp.edu/dept/Acad_Comp/

Training -only website

You will log onto this site using a pefined login name and associated PINis allows you to
(identified on
semester with a small number of active, registered students. All of the functions that you are
required to perform to teach any class stagtin Fall, 2005 are available and you may visit the

l ogin as a mock faculty member

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 postéfcce hours and location. Other information

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

for your classlf you wish to view informatioi r om t he student déds perspec
second browser wdow so you may toggle back and forth between the two to see the

information displayed. You ma@)embtémdyouwewclick

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

To begin experimenting witthe Faculty functions:

e Using the latest version (6.0 or higher) of Internet Explfwerdo NOT recommend
using Netscape Navigator) gohtip://oasis.ccp.edar, from the Staff Page
www.ccp.edu/stafpage.htrolick onFaculty Training link to CCPTRAIN
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( Please enter your User Identification Mumber (ID) and your Personal Identification Mumber (PIN).

Your User Identification Number is your Banner ID and your PIN is a six digit numeric code
assigned to your account.

All alphabets in your Banner ID must be entered in UPPER CASE.

To protect your privacy, please Exit and close your browser when you are finished.

UserlD:[
PIN: I—

Forgat PIN?
4

il

Be sure this
area reads
TST7

|
[pene [ T [ 58 6 meemet [ %, 100%

T 4

o Fifty (50) accounts have been set up to accommodate faculty graktach User ID

starts with arupper caselJ followed by eight digits.


http://oasis.ccp.edu/
http://www.ccp.edu/stafpage.htm
http://sonoran.ccp.edu:5081/pls/tst7/twbkwbis.P_GenMenu?name=homepage

e A faculty user ID hathe number 9 at the beginnifithe last two digit(s) may be the
numbers 1 through 50.

Each account has the safi®\: 123456

If your login is not successful t@gain using the next higher number. Only one person at a time
may be logged in with a particular number.

For exanple, to log in as a facultyre User ID will look like the following:

User ID Faculty PIN

J90000001 123456
J90000002 123456
J90000025 123466
J90000050 123456

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

a Main Menu - Microsoft Internet Explorer provided by Community College of Phila. |- il

JFiIe Edt Wiew Favorites Tooks  Help |y

J GBack + = - @ fat | Qisearch [ Favorkes  Media @“%v »
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J Address Iﬁj https:)foasis.cop. edu:5081 fplsjbsté twbkwbis, P_GenMenu?name=bmenu. P_MainMnugmsg="WELCOME j 6)60

Your name will
normally appear
here. This shows th
mock faculty login.
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Because Banner is a ppackageddatna s e we arendét al ways able to
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.



At a Glance!
Quick Start Instructions

The next two pagesontain abbreviated directions to allow faculty to immediately start using the
system. The remainder of the manual contairgeipth descriptions of each function.

Getting Started:
Log in to MyCCP (this is gur 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 arenultiple links available and you shoulickoni Faul t y and Advi sor

Three linksare now shownFaculty Menu, Advisors Menu, and Student Information
Menu.

Clickoni Facul ty Menubo

There areninelinks: Quick Start instructions are on the next page; individeatriptiors
can be foundtartingon pagell.

You are now ready to work ingBiner!
At any time you can return to the main menu of MyCCP by clickingofithea c k t o Ho me

T a birothe upper left of the screen under the MyCCP banfwr may not be able tose
t he @ b a cdnyourtbrewserdapending on your particular version.



How do I find out my teaching schedule?

Clickh Faul ty -®Peh adiudtis @hefifth item on the list.
You will need to select a term (semester and year) andfclgku b mi t 0

A great deal of informatiors provided. Basicallyhere is a listingf 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 tBBN (course reference number) and section
number.This used to be the Sequence andiSectumber.

If you happen to select the wrong semester/year, scroll down to the bottom of the page and
clickonin Ter m S etbsatbvero n 0

How do | get my class list?

Fromi Faul ty -Pehadululed o
Each course listed has alink to your classi® x t t o UstiRlclsdaneClsads.s 1Ji st 0O
This provides you with an ufp-dateclass list. Clickingfi C | a s sat theibatormoof

thepagavi | I provide you with a fADetailed CIl ass
necessary for a first day, simplesddist) You can print your class lissingthei Pr i nt o
icon or menu option in Internet Explorandtheru s e t he | ntheamked Expl o

buttontoreturntdd Faul t vy -®eh a dahdegalto another course.

Fromi Facul ty Menubo

Clickonfi Cl astsSUummar y o

You will need to select a term (semester and year) andftlgku b mi t 0

You will be asked to select tli&RN (course reference number) of your cldsgou are

assigned to more than one class.
If you teach multiple courses/sections you will chée get a class list for each class.
After you clickfi S u b ryoutsee a listing of your students.

Print the class list using tlie P r i iaotodbmenu optionn Internet Explorer.

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

For security purposes, the system has an automatieotimme

Once you timeout you can log back in, but any wadhat hadchotb e esabmiited (you
c | i ¢ k Sabmit duttoe at fie bottom of the page) is lost. Wonust 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.



Inthefi Fa c ul t ylickathedink Grades andAttendance Status

Thesdinks areonly active for a limited time periodiFor example20%week attendance may
only be submitted for a limited number of daysu are required to complete your work
during this time. The linksan notbe reactivated once this time period elapses.

Duringthe appropriate timperiod(which will be advertised via-mail and print notices)
click on the menu link and select Term and CRN.

Attendance: Using the dropdown arrowclick on Satisfactory Unsatisfactoryor Never
Attended The column labelel Last Attend Dated should ONLY
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 colim@r a.d e 0

Click on the arrow to drop down the grade scale and click on the grade for your student.
Be careful when using a scrollmouse,you ght change a studentods
wheel while a studentés grade is selected.

Click thed S u b rbuttbndat the bttom 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.




Detailed Instructions

Faculty & Advisors Services

Thereare 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 detalsdnu.

Student Information Menu: this contains information regarding students. There is a
sefrate document that details thienu.

3 Campus Pipeline - Microsoft Internet Explorer provided by ¥erizon Dnline =121x]
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Faculty Menu

ekt = & @ | & 9

H Tab
ome 1a e-mail calendar groups admin logout help

Faculty Menu

Class List - Detailed

Class List - Summany

Faculty Assignment - Current
Faculty Assignments - Histony
Faculty Schedule - Detailed

Faculty Schedule - By day and time
Office Hours

Syllabus Information

Grades and Attendance Status

The faculty menu contains nig@) links. A summary of each link is listed below. Tiolowing
pagesffer details of the information found on these linked pages.

Class Listi Detailed: this provides you with a class list and detailed information on your
students.

Class Listi Summary: this is equivalent to our former firsfay 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 Assignmenti Current: provides your assignments fihe selected semester.

Faculty Assignmentsi History: al | ows you to view the courses
came on line(Fall, 2005)

11



Faculty Schedulel Detailed: provides the details of a specific course you are teaching.
Faculty Schedulei by day and time: provides an entire weedt-a-glance.

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

Syllabus Information: allows you to connect your syllabi to your coursebe viewed online
Grades and Attendance Statusallows you to enter 20%nd50%attendance data, miérms
grades, and final grades only during the time periods when this information is regisedhe

Retention Performance Key indicatoesently added as part of our Eayert system may be
checkel off from this form.

12



Class List i Detailed
There is a lot of inforntgon on his page; it mayotbe 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 oftsidents allowed and the number currently enrolled

Detail Class List
Record number: alphabetical order
Student Name: clicking the name to view address and phone information
| D: t hedlgrtumbdre nt 6 s
Registration status: how the student registered\(ely) 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 studemti | | be information on the studentos

At the bottom of the page is a shotit menu bar.
Term Selection: to change the semester.
CRN Selection: to view a different class.
Mid Term Grades: when active
page 22
Final Grades: when active, this provides alinktodHea s s 6 f i nal )gr ades (
Faculty Deail Schedule: link (See page)20
Summay Class List: link (See page 15

, t les(Seeprovi de

13
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Detailed Class List J Warren Bermanﬂ

Fall 2005
Jun 14, 2005 11:01 prn

&R yiclcome to the Faculty Dedail Class List by Course Reference Number (CRN) Display.

[f the word "Confidential" appears next to 2 student's name, hisfher personal information is to be kept confidential. For additional
information about students' rights and privacy of educational records, refer to the College Catalog.

Click on student's name to view histher address and phone information.

Caourse information

General Biology | - BIOL 106 901
CRN: 42218

Duration: Sep 08, 2005 - Dec 20, 2005
Status:  Active

Enroliment Counts

Maximum Actual Remaining

Enrallment: 26 26 0
Cross List: O 0 ]
Detail Class List
Record Student Name D Registration Status Start Date Expected Registration
B [
Number Completion Number
i Abel-Mallory, Dana R, JO0348623 Registered™ on Apr 14, Mar 18, Sep 02, 2005 15

2005 2005

Program: A& Business

Level: Credit -
4| | +]

i&] Class List - Detai=d I_ ’_ I_ ’_ ’_ |4 Imternet

14



Class List T Summary

This page incldes much of the same information as@ass Listi Detailed (See pagé?3),
and provides additional information on studeRRINT THIS PAGE FOR YOUR FIRST
DAY CLASS LIST!

Level: indicates student is an undergraduate

Credits: course credits

Midterm: afte midterm grades are submitted, you will be able to view them on this
screen to check the accuarcy of yoynn (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 accuradyyourinput. (See Final grade, page) 22

At the bottom of the page is a shotit menu bar.
Term Selection: to change the semester.
CRN Selection: to view a different class.
Detail Class List: a link to thdetailed class list (See page) 13
MidTebrmGades: when active, this provides a |
page 22
Final Grades: when active, this provides alinktodHea s s 6 f i nal )gr ades (
Faculty Deail 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 castudentsnust resolve the problems or they wlit get a grade in the
course. A student who does not appear on your list is not allowed to attend your class.

15
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Summary Class List

&R yiclcome to the Faculty Class List by Course Reference Number (CRM) Display.

[f the word "Confidential" appears next to a student's name, hisfher personal information is to be kept confidential. For additional
information about students' rights and privacy of educatioanal records, refer to the College Catalog.

Click on student's name to view histher address and phone information.

Course Information

General Biology | - BIOL 106 901
CRN: 42219

Duration: Sep 08, 2005 - Dec 20, 2005
Status:  Active

Enroliment Counts

Maximum Actual Remaining

Enrollment: =& 26 0
Cross List: 0 0 0
Summary Class Lisf
Record Student Name D Req Status Level Credits Midterm Final Grade Detail
Number
q Abel-hallory, D J Fenistared™ Credit 4000 Enter Enter
2 Amatrading, Lori A, J Redisterad™ Credit 4000 Eriter Eriter
3 Ansah, Christabel E. J Renistered™ Credit 4000 Enter Enter
4 Biooker, Andrea W J Registerad™ Credit 4000 Eriter Eriter
5 Eowen, Jay P. J Reqistered™ Credit 4000 Enter Enter
1] |»]
& DT T [ mremet

1€



Faculty Assignment i 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:

CRN:

Status:

Schedule type:
Instructional Method:
Campus:

Avalilable for
Registration:

Credits:
Grade Mode:
Course Level:

Syllabus:

Office Hours:

Roster:

Detail Schedule:

This refers to the semester and year the course is offered.

Course Reference Numba@ihis is equivalent to the course sequence.
There isan active link on this itemclicking the CRN number will take
you to another page providing greater detail on the course.

A course will be listed as either active or inactive.

Basically lecture or lab.

Courses may be listed lecture or this line may be left blank.

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

Listswhen the course was opened/closed for registration.
The number of crats for the course.

The only option listed here will be standard.

The options available will be nesredit and credit students.

The option listed i$maintaird. This is an active link andvhen clicled, it
allowsaccessot he cour seds smaymamtaimteke. The
learning objectives, required materials, and technical requirements for
each course. It is the responsibility of the instruttideeep the syllabus
information current. (See pagé&)2

The option listed is add. This is an active link anblen clicled, it allows
accesdo postoffice hoursonline Office hours should be maintained for
each course for each semester. Students have the ability to view the

i nstructor 6sn oif&fpilcaey oh o usr sc hvehcek e d .

The option listed is for your summary class list. This is an active link and
when clicled, it allows accesso viewstudents regtsred in the class. (See

page 1%

The option listed is day. This is an active link and/hen clicled, it
allowsaccess twiew the course schedule. (See paye 9
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