
Faculty Self-Service 
Quick Guides



Self-Service Topics

• Accessing Manuals

• Accessing A&R forms

• Emailing Students 

• Add Authorizations

• Dropping Students from Section

• Grading Students 



Accessing Faculty Manuals in 
SELF-SERVICE



STEP 1: Click on Faculty module



STEP 2: Click on your section to 
open the details



STEP 3: Self-Service Manuals 



Accessing A&R Forms 
SELF-SERVICE



STEP 1: Click on hamburger menu



STEP 2: Expand Menus
▪ Grade Change form

▪ Incomplete Grade form



Email Students in  
SELF-SERVICE



Roster
▪ Census dates and emails

▪ Will include dropped students

▪ Chosen name displays



Email
▪ Click on Export link to download CSV file of roster and open in Excel



Email
▪ Clicking on a student’s email or the Email All link will open up the 

computer’s default email client

▪ Great if you are on a district computer

▪ Not so great if you are working on a personal computer 

▪ Workaround:

▪ Use Canvas email functionality

▪ Use the Export link to download a CSV file in Excel.  

Can copy the emails to your college email client.



Add Authorizations in 
SELF-SERVICE



Add Authorizations
▪ You can only Add students to your class 

during the Add/Drop period before Census. 

In the example below, that date period is 

inclusively between 2/6 to 2/20.



Authorize from Waitlist
▪ You can Authorize using a Student ID or from the Waitlist. 

▪ Easiest to Authorize from Waitlist.  

▪ Student needs to Waitlist themselves before Start Date of 

class.

▪ Waitlist only available if class has met its capacity



Authorize from Waitlist

In the Waitlist tab, 

click on the Add 

button to grant an 

Add Authorization



Authorize from Waitlist
▪ Click OK to grant the Add 

Authorization.

▪ Green confirmation notification is 

displayed.



Authorize from Add Authorization tab
▪ In the Search box, type the student’s ID.

▪ Double click on the student’s record to 

Authorize. 

▪ Click OK to Authorize.

▪ Green confirmation notification is 

displayed.



Authorize from Add Authorization tab
▪ The authorized student is displayed in Add Authorization list.

▪ You can optionally cancel the authorization by clicking the Revoke link. 



Student must register themselves once 
Authorized

▪ A student is only notified about the Authorization when they log into 

Self-Service.

▪ Please communicate to the student that they have been Authorized 

and must register.  Their email is available on the Waitlist tab.



Dropping Students in 
SELF-SERVICE



Drops
▪ No grade required before Census

▪ W Grade required after Census

▪ DOE requires Last Date Attended or Never Attended fields be 

provided for any drop

Drops w/ W grade required No drops allowedAdd/Drop 
Period

Start
Date

Census
Date

Last Day 
to Drop 
with a 
Grade

End 
Date



Before Census Drops

▪ For No Shows: Click in the Never Attended checkbox. 
Note: this should only be done before Census. Doing this after 
Census will cause issues.

OR

▪ For Students who Attended Class: Enter the Last Date of 
Attendance (format is m/d/yyyy – four-digit year. It will not 
accept a two-digit year)



After Census Drops

▪ If it is ON or AFTER census, you must enter a Last Date
of Attendance AND choose the “W” grade from the drop-down:

W



After Census Drops

▪ Drop confirmation is displayed and student is marked as such on 
roster

▪ Over night grade verification process will post W grade to 
transcript  



Grading Students in 
SELF-SERVICE



STEP 1: Click on Grading tab



STEP 2: Click on Final Grade subtab



STEP 3: For a student, select a Grade from 
the drop-down menu

NOTE:
When awarding an “F” grade, enter the student’s last 
date of attendance into the Last Date of Attendance 
field for that student. 
Enter the date in the format shown: mm/dd/yyyy (it 
will not accept a 2-digit year):



STEP 4: Click Post Grades

Once you have entered all of your grades, 
click on the blue Post Grades button at the 
top, right-hand corner of your grading roster.



STEP 5: Confirm Posting of Grades

Click on Post Grades to confirm.



Grades FYI
• View posted grades on Overview subtab
• You do not have to grade your students at the same time. You can post 

grades a little at a time if you prefer, but you MUST post the grades for 
them to become final and recorded on a student’s transcript.

• Once you’ve clicked on Post Grades and confirmed you can not go back 
and change your grades.



Self-Service Assistance

For assistance contact ITS Helpdesk
ITS_HelpDesk@rsccd.edu  

Tuyen Nguyen, A&R
A&R Office
nguyen_tuyen@sccollege.edu 

Sergio Rodriguez, SIS
x4711, Room E-101 in A&R
sr66666@sccollege.edu


