
F A C U L T Y  P D A

Getting Started with
Banner (Bear Cub Hub)
A walkthrough for faculty: preparing for the semester, running your first weeks of class, and staying on 
top of Banner tasks all term.



O V E R V I E W

Your Path Through Banner This Semester

1 Before the Semester

Log in, get oriented, find your schedule, set office hours, 
and waitlists.

2 The First Weeks

Rosters, emailing students, add codes, dropping no-
shows, attendance.

3 Ongoing Responsibilities

Census / roster certification, and tracking drops.

4 Getting Help

Live training, drop-in hours, and where to ask questions all 
semester.
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R O A D M A P

A Faculty Semester in Banner

1

Before the Semester
Log in, explore the Hub, confirm 
your schedule, monitor waitlists, 
set office hours & syllabus

2

Week One
Access rosters, email your class, 
and manage add codes

3

Weeks 2–4
Drop students, complete census 
/ certify your roster by the 
deadline

4

Mid-Semester & Beyond
Monitor drops and final grades
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Let’s Get Our Terminology Straight

In simple terms…

Banner = 
Database for 
managing college 
information.

Bear Cub Hub = 
The interface that 
we use to interact 
with that 
information.



P A R T  1

Before the Semester Starts
Everything to set up in Banner before your first class meeting — login, navigation, your 
schedule, office hours, and your syllabus.



Accessing the Bear Cub Hub (BCH), 
Logging In, & the BCH Landing Page
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Navigate to santarosa.edu. Hover over LOGIN.
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Click and log in using your credentials.

Click on Bear Cub Hub Enter your login & 
password



The Landing Page
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The areas you will likely use most:

The Menu Hamburger
Click here to open a sidebar with lots of 
different tools, including HR’s Employee 
Portal, Student Conduct, and B:CARE 
Reporting.

The Faculty Resources Tab
This is the quickest way to get to the 
Faculty Self-Service Card.

Open Faculty Dashboard
Click this link on the Faculty Self-Service 
Card to get to all your main course 
management tools.
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A Tour Around the Bear Cub Hub Landing Page
1. Menu Icon
2. Waffle Icon
3. Notifications
4. Tasks

MENU

WAFFLE 
ICON

NOTIFICATIONS

TASKS



Viewing Your Schedule and Class 
Assignments
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Accessing Class Rosters & Student 
Profiles
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Accessing Class Lists (Rosters)

Scroll and find the 
Faculty Self-Service Card

Faculty Dashboard
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The Class List Landing Page
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After selecting a course, you will go to the Class List page 
for that class
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Checking Student Profiles

• From the Class 
List:
– Hovering over a

name brings up 
a pop up that 
will display 
some student 
info

– Clicking on the
name will take
you to a
detailed student
info page

Hover over Name

Click on Name



Emailing Students
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From the Class List Page, click on the box next to the student to 
select

• Clicking on the 
box next to the 
Student’s name 
will select the 
student

• Clicking on the 
box on the top 
row will select 
all of the 
students

Clicking on the box on the top 
row will select all students
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Click on the envelope icon to email
• Once students 

are selected, 
clicking the 
envelope icon 
will launch a 
message in your 
email

• Students names 
will appear in 
the BCC line of 
the message

Envelope Icon
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Notes about emailing from the Class List page

• BCH will use 
whatever email 
client you have set 
to handle emails on 
your computer

• If you have your 
personal email on your 
default email client and 
need help changing, 
contact IT

• If you want to use the
web-based Outlook,
contact IT to help set 
up your browser.



Accessing Course Details on “Faculty 
Detail Schedule” & Add Codes
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Getting to the Faculty Dashboard

Scroll and find the 
Faculty Self-Service Card

Faculty Dashboard
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Faculty Detail Class Schedule
1. Select Term
2. Select CRN
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Faculty Detail Class Schedule (cont.)
Scroll down to 
view more info
• Faculty Detail 

Schedule
– Add Codes 
– Add Syllabus 

and Office 
Hours info.
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Faculty Detail Class Schedule (cont.)
• Syllabus Data 

Section
– Click on the 

“Maintain” 
button to 
change

• Office Hourse
– Click on the 

“Add Office 
Hours” button 
to change
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Scroll to the bottom of Faculty Detail Schedule to view your 
Authorization (Add) Codes

• Codes are 
automatically 
generated 
before semester 
start

• When students 
use the codes, 
their names will 
appear on the 
list
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Getting to the Active Course Assignments

Scroll and find the 
Faculty Self-Service Card

Faculty Dashboard
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Active Course Assignments
• Active Course 

Assignments 
will show all 
courses that are 
currently live

• Assignments 
History Tab 
shows previous 
assignments



Cross Listing Courses
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Cross-listing is now on Canvas

• Cross-listing course can 
be done by instructors in 
Canvas

• Cross-listing is open for a
limited period:

The cross-listing dates are as follows for the 
2026-27 academic year:
Fall 26: August 3rd - 21st, 2026
Spring 27: January 4th - 26th, 2027
Summer 27: May 31st - June 21st, 2027

For more information, 
visit the cross-listing 
information page on 
the DE website.

https://de.santarosa.edu/
canvas-cross-listing

https://de.santarosa.edu/canvas-cross-listing
https://de.santarosa.edu/canvas-cross-listing
https://de.santarosa.edu/canvas-cross-listing
https://de.santarosa.edu/canvas-cross-listing


Managing Waitlists
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Waitlist Policies and Procedures
• Waitlist Limits: Students may place themselves on a maximum of 10 

waitlists total and 3 sections of the same course (even if they are 
currently registered for that course).

• Prerequisites: Students must meet all prerequisites to waitlist, unless 
currently enrolled in the prerequisite course at SRJC.

• Tuition & Fees: Students are not charged enrollment fees while on a 
waitlist. Fees are only applied once students officially register for the 
class.

• Closing Window: Waitlists only function up until 24 hours before the 
section/CRN starts. After this time, the waitlist becomes inactive.

• Canvas Access: Waitlisted students do not have access to the Canvas 
course. They must complete registration and pay their fees first.
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Waitlists Before & After the Start of Classes

Before the Class Begins
• Waitlist Entry: Student adds 

themselves to the waitlist when a class 
is full.

• Notification: An automated email goes 
to the #1 student on the list as soon as 
a seat opens.

• 24-Hour Action: Student has 24 hours 
to claim the seat.
– If missed: Student is placed at the 

bottom of the list and must restart.
• Next in Line: The system moves to the 

next person until the class is full.
• Deadline: All waitlist notifications stop 

24 hours prior to the class start date.

After the Class Begins
• Post-Start Waitlist: Once class begins, 

automated waitlist offers stop (faculty 
can still view the list).

• Add Code Required: Joining after the 
start date requires an Add Code from the 
instructor—even if seats are empty.

• First-Day Attendance: Waitlisted 
students must attend the first class (or 
email for online courses) to request an 
Add Code.

• Instructor Discretion: Add Codes are 
issued solely at the instructor's discretion.

• Manual Removal: Registering for one 
section does not automatically remove 
you from waitlists for other sections.
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Navigate to Class Lists and select the course you 
want to view. Then click on the Waitlist tab.

Faculty Dashboard



P A R T  2

After the Semester Starts

After the start of the semester – add codes, census roster certification, and grades.



Managing Authorization (Add) Codes
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Managing Add Codes after the semester begins

• Reminder: Add Codes are listed in “Faculty Detail 
Schedule.” Select the term and course, then scroll 
down to the bottom to view.

• As mentioned earlier, Add Codes can be used by 
students after class starts

• Students that need assistance using Add Codes 
can contact the Welcome and Connect Center

• Add codes can be used up until the Census 
Roster date



Census Rosters (Certifying Rosters) & 
Drops
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Getting to the Census Roster & Drop Page

• Certifying Rosters is 
now called the 
Census Roster

• Census Rosters must
be done by a certain
date

Click Drop & Census Rosters 
from Faculty Dashboard
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Drop & Census Roster Landing Page
• You can focus on 

a term by 
selecting from 
the drop down

• Roster due dates 
are listed for each 
class

• To be safe, 
submit the roster 
the day before 
the final date on 
the listed 
availability

Active
Classes

Types of 
Rosters

Status of 
Roster

Submission 
of Status
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Once you’ve selected a class, the roster should appear
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Action and Last Attended Columns: Enter for each student

• Select the drop 
action for each 
student

• For each
student that is
dropped, a
“Last Attended 
Date” must be 
entered
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After entering information for all students, scroll to the
bottom of the page to submit

• If the button is 
not selected 
and colored 
blue, then 
information is 
missing 

• Selecting 
“Reset” will 
clear all data 
entered
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After clicking “Submit” you must then view the list of 
students being dropped

• Once reviewed, 
click on 
“Confirm” to 
finalize the 
drops 



Bear Cub Hub  |  Faculty Training Fall 26 PDA

To Certify a Roster, all drops must first be completed

• Navigate to 
your Drop 
Roster for the 
class with drops 
completed

• Scroll down and 
click “Submit” 
again



This time, the drop page will list no students selected to drop



Scroll down and click on “Confirm”



After you click "Confirm," in the location where the "Confirm" button was 
previously located a button should now say, "Back to Maintenance." Click 
on this button to return to the Drop Roster Status Page.



Withdrawl Census Roster

• You will notice another roster titled “W Roster”
• This roster is for students who drop after the

date; students will get a W (withdraw) if they 
drop the course after this date

• This census is active AFTER the  Census Roster
• Use the same process for submitting Drops and

Census Roster



Submitting Grades
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Waitlist Policies and Procedures
• The new system for submitting grades will look and feel different than the previous version, and 

certain pieces of information not required previously are now required. Some items to note about 
the new system and grade entry:

• Mid-term Grades: In Bear Cub Hub, you will see columns and tabs for Midterm grades. Midterm 
grades cannot be entered using the Bear Cub Hub. However, midterm grades used for the 
evaluation of student progress shall be issued in accordance with regulations established by the 
faculty and the District. Instructors shall notify students at mid-semester regarding their progress 
toward successful completion of the course objectives.

• Importing Grades from Canvas: To import grades from Canvas, use the Canvas Grade 
Submission Tool.

• Needing to Drop Students: The Last Day to Drop with a W date on your section's Important 
Dates area is the deadline to drop students. If a student needs to be dropped after this deadline 
has passed, send an email to registrar@santarosa.edu.

• Submitting Grades on Behalf of the Primary Instructor: If you are not the primary instructor 
listed when the Scheduling Office created your class, then you will only be able to read rosters. If 
you need to enter grades for a course and are only in read-only status, contact your department 
chair who will then contact the Scheduling Office.

https://de.santarosa.edu/canvas-grade-canvas-submission-tool
https://de.santarosa.edu/canvas-grade-canvas-submission-tool
mailto:registrar@santarosa.edu
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Getting to the Grade Entry Page

• Importing Grades 
from Canvas: To 
import grades from 
Canvas, use 
the Canvas Grade 
Submission Tool.

Click Grade Entry

https://de.santarosa.edu/canvas-grade-canvas-submission-tool
https://de.santarosa.edu/canvas-grade-canvas-submission-tool
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On the landing page, select the course you want to submit 
grades for.

• If you do not 
see your class, 
you may not be 
listed as the 
primary 
instructor for 
the course

• Contact your
chair for further
assistance
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If importing from Canvas, the grades should be loaded. If not, you can 
enter grades from the dropdown. 

• Select the final
grade from the
dropdown

• A last attended 
date must be 
entered for all 
students

• Dropped
students may
show on the list; 
select the last 
attended date



B E F O R E  Y O U  G O

Key Takeaways
1 You already have everything you need to log in — your SRJC SSO credentials.

2 Faculty Self-Service is your home base for rosters, grades, attendance, office hours, and syllabi.

3
Two hard deadlines to protect: your census/roster certification window and grade submission 
dates.

4
When something feels clunky (like dropping no-shows), it’s not you — use this deck or ask for 
help.

5 Live training, drop-in hours, and the Ask a Question form are there all semester.
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Further Assistance
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CANVAS COURSE STEP-BY-STEP
This self-paced training will walk you through the basics of the Cub Hub: login, 
navigation, accessing rosters, sending class emails, how waitlists work, how to 
add/drop, census, and submitting grades. Self-Enroll here.

WALK-IN / ZOOM DROP-IN HOURS
Bring us your questions in-person or on Zoom. Monday-Friday (8/10-21), 10-11 am and 
3-4 pm — no Drop-Ins on PDA Day (8/14).
Location: In-Person - CETL, 3rd Floor of Doyle Library or via Zoom by Appointment.

PDA DAY
We will have a session on this information for Session 1 of PDA Day. We will also have a 
hands-on session for Session 3. You can view more info on the PDA Day Event 
Schedule

https://canvas.santarosa.edu/enroll/KBKCP7
https://canvas.santarosa.edu/enroll/KBKCP7
https://canvas.santarosa.edu/enroll/KBKCP7
https://canvas.santarosa.edu/enroll/KBKCP7
https://canvas.santarosa.edu/enroll/KBKCP7
https://canvas.santarosa.edu/enroll/KBKCP7
https://canvas.santarosa.edu/enroll/KBKCP7
https://canvas.santarosa.edu/enroll/KBKCP7
https://scheduler.zoom.us/talal-masri/distance-education-office-hours
https://pd.santarosa.edu/pda-day-event-schedule
https://pd.santarosa.edu/pda-day-event-schedule
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Further Assistance (cont.)
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SUBMIT A QUESTION
Feel free to submit your question via the Ask a Question form and a DE 
support member will contact you in a timely manner.

USE THE BOT
Try out the SRJC Faculty Banner Q&A bot.

BROWSE THE FAQ
Use the Faculty FAQ for the BCH for how to do common tasks

https://santarosajuniorcollege.formstack.com/forms/banner_questions
https://www.playlab.ai/project/cmpemiswx12j0i10w314xh7e7
https://sis.santarosa.edu/frequently-asked-questions-faculty
https://sis.santarosa.edu/frequently-asked-questions-faculty


Thank You!
Your support and patience are greatly appreciated as 
we navigate this transition together!
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