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Login 
Begin by logging in to the Bear Cub Hub using your assigned credentials. 

The URL to access the Bear Cub Faculty Portal will be available under “Login” on the SRJC 
homepage. 
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Faculty Self-Service Card 
After you are logged into the Bear Cub Hub, locate the Faculty Self-Service Card and click Open 
Faculty Dashboard. 
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Grade Entry 
Grade Entry is an alternative to Canvas for entering grades. Select Grade Entry on the Faculty 
Self-Service landing page. 

This will take you to My Courses. Click on the white space for the row of the course you wish to 
submit grades for.  
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To enter the final grade, use the dropdown menu to select the last attended date, and enter the 
grade details for each student in the Narrative Grade Comment (optional). 

If you need to RESET or SAVE, select the button on the bottom right of the webpage. 
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Attendance Tracking 
Attendance Tracking allows you to document attendance for each course. 

Select the Take Roll button to begin.  

You can use the quick actions drop-down to take attendance for all your students at once or 
update individual students as needed.  
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Use the quick actions drop-down to manage class information, such as cancelling a class 
meeting, entering total hours, or updating attendance in the gradebook. 

When marking all the students present, it will save automatically and appear like this: 
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Drop & Census Rosters 
The Drop & Census Rosters allow you to review census dates and drop students from courses as 
needed. Select Drop & Census Rosters on the Faculty Self-Service landing page.  

Then, select the term and the menu item you’d like to view. 
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Selecting the Current Drop Roster Summary will allow you to review the status of the courses 
you are teaching for the term you selected. 
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Class List 
Class List provides a list of your courses and your roster, and a way to email students enrolled in 
or waitlisted for the course. Select Class List on the Faculty Self-Service landing page.  

When selecting the course to view, click the white space next to the course name. If the course 
name is selected, it will display only the course details, not the class enrollment details. 

Choose to view the class lists (enrolled) or the waitlist (not enrolled) to send communication. 
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Select which students you want to email using the left check boxes (the top check box selects all 
students), then select the envelope icon.  
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Once you select the envelope, a new email will open in the default email application you have 
configured on your computer (Outlook). If you select 2 or more students, they will be placed in 
the bcc line.  

If a student has a picture on file, you can hover your cursor over their name, and a pop-up 
window will appear with their picture.  
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If you click on their hyperlinked name, it will open their student profile in a new web 
browser. The green-highlighted drop-down items are visible to faculty.  

http://www.sis.santarosa.edu/


 For more information, visit www.sis.santarosa.edu 14 

Counselor Student Pro�ile 
Coming soon! This allows counselors to remove Holds and more... 
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Of�ice Hours 
Office Hours is where you configure the Office Hours you want to share with students. This will 
eventually replace the Office Hours currently on the SRJC Website.  

Select Office Hours on the Faculty Self-Service landing page. 

Select the term and course you would like to manage. 
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Using the highlighted areas in the screenshot below, you can display or delete the current office 
hour setup. Use the Add new row to add to or create a new row if none are already created. If 
you deselect the display, it will continue to appear on your dashboard for future use. You can 
always use an existing office hours row and copy it for a particular course; it will display for 
students when they register, waitlist, or are active students on their class list tied to your 
teaching courses. 
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Syllabus 
The Syllabus function allows you to add a digital version of the syllabus for each course. 
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Faculty Detail Schedule 
The Faculty Detail Schedule is another view of your assigned courses. This page provides course-
level details, including the Department, Campus, etc. 
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Active Course Assignments 
The Active Course Assignments function provides a comprehensive view of your courses, 
showing office hours, syllabus information, class list, and schedule details in one place. 
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Course Assignment History 
Course Assignment History - an account of all the courses you have taught over the past ten 
years.  
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Personal information 
Personal Information displays what is stored in Banner related to your demographic 
information. Preferred First Name and Personal Pronoun can be adjusted on this screen. 
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Employee Portal 
Employee Portal is a link to SRJC’s existing Escape Employee Portal. 
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