TAFT COLLEGE

West Kern Comemsnity College District

Introduction to Faculty on Add Authorization Codes

(BANNER)

1. Login to Self Service Banner: Go to the homepage, www.taftcollege.edu and click on the

“Cougar Tracks Login” logo located on the bottom of the page.
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Taft College graduating class Resources §
Get your Assodiate’s degree or certificate in no time at allt -
Click Here

Why Choose Taft?
[ Click Here ]

Important Dates | TC News Links

Taft College Upcoming Events
June 2011

Due to budgetary constraints, our Summer 2011 and Fall 2011 class
offerings are currently limited; however, we ask that you please continue
to check our website, as we may add additional sections of classes.
budget permitting. Thank you for your interest in Taft College as
destination for your higher education
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Walllist Users: Please be certain to settaficollege.edu as a safe sender
in your email provider.

Firstime students or students returning after an absence must glick here

The Summer 2011 Payment Deadline is Wednesday, May 18th by 4pm.
If you do not submit payment or secure financial aid by thattime, you LIAY be dropped from your Summer 2011 classes
After lay 18th, enrollments must be paid by 4pm on the day during which the enrollment is completed; failure to do so MAY

resultin the dropping of your Summer 2011 classes. Graduation pictures

The Fall 2011 Payment Deadline is Wednesday, August 3rd by 4pm.

If you do not submit payment or secure financial aid by thattime, you LAY be dropped from your Fall 2011 classes. After
August 3rd, enroliments must be paid by 4pm on the day during which the enrolimentis completed: failure to do 50 MAY
resultin the dropping of your Fall 2011 classes.
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http://www.taftcollege.edu/

2. Enter your Username and Password: Your username is your SSN or A# (either will work), and

your password is a six-digit number that you have set up. If this is your first time to login, your
password is your birthday (mmddyy). You will then be prompted to change your pin to a new
six-fifteen digit number. Finally, you will be prompted to provide a security question and
answer, for purposes of retrieving your pin, in case you forget it.
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Please enter your User Identification Number (ID) and your Personal Identification Number (PIN). When finished, select Login.
Please Note: ID is Case Sensitive
To protect your privacy, please Exit and close your browser when you are finished.
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Forgot PIN?
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From the Main Menu, click on the “Faculty and Advisors” option
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4. On the “Faculty and Advisors” menu, click on “Rosters”, the last option on the menu: Notice,
you can also print your “Summary Class List” and “Summary Wait List” from this menu. This is
convenient if you want to email your entire class, see who is enrolled, see who is on the wait list,
etc. It is nice to take these items to class the first day for attendance.
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On the “Print Your Own” menu, select the semester you want on the left-hand side of the
screen, and click “Select Term”. Your selected class(es) for the specified term will now appear
on the right-hand side. Put a check in the box next to the CRN(s) of the class(es) you want to
select, and click “Create Roster(s).”
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Fall 2011 Term is set for: Summer 2011 Select by CRN Reset
Spring 2011 CRN EXCEL COURSE TITLE START END ENROLLED

I 30092 Click Here  PSYC 1500 Introduction to Psychology 06-JUN-11 14-JUL-11 33

Select Term
Faculity Services Menu

If you would like a different term, please select a term from the
above menu and press the SELECT TERM button.
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6. Your roster will now be displayed. On the top, you will see a list of students enrolled. If you
scroll down, you will then see “Add Authorization Codes”: Notice the “Critical Dates”. Add
authorization codes are not activated until the first day of class. It is your discretion to add

additional students to your class once class starts. If you want to provide an add authorization
code to each student that you are willing to add, they will then use the code to add your class.
Provided add authorization codes expire on the last day to add classes for the specified
timeframe of your course, as specified in your “Critical Dates” area located right above the add
authorization codes.
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Taft College
Summer 2011
Summer Six Weeks

CRN SUB] CRSE CREDITS  COURSE TITLE

30092 PSYC 1500 3.00 INTRODUCTION TO PSYCHOLOGY

INSTRUCTOR(S) - ()52 TYPE DAYS TIME BLDG. ROOM
Bogle, Darcy (P) Lecture TR 0610-1000pm  SCI 06
CRITICAL DATES

Start Date: 06-JUN-2011 Last Date to drop with
End Date: 14-JUL-2011 Last Date to drop with
Last Date to add class: 07-JUN-2011 Census Date: 05-JUN-
Last Date to drop nith a refund; 08-JUN-2011 Add Auth Expiration: O

Add Authorization Codes
Auth# Student Name Cate
0419
0859
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7. Students will take the 4-digit add authorization code, login to their student account, click on
Student>Registration>Add or Drop Classes. On the “Add or Drop Classes” menu, they will
enter the “CRN” for the course, and click “Submit.” They will then be told their registration is
“Incomplete” and will enter the 4-digit add authorization code, and click “Submit.” The
student is now registered for your class. Remind students to pay for the newly added class, or
verify their financial aid has covered the tuition fees.

8. If you have any problems, questions, concerns, feel free to call, or refer students to the

Counseling Office. Thank you!
Darcy Bogle-763-7889 dbogle@taftcollege.edu
Michelle Hines-763-7870 mhines@taftcollege.edu
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