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Getting Started with SBCC 
Portal/Banner 

 
 

Santa Barbara City College 
Faculty Resource Center 

 
 
 

Banner support contact info 
 
For faculty help, call 805-965-0581, X2215 before 5 pm, 
Monday thru Friday or email the IT helpdesk at 
helpdesk@sbcc.edu 
 
For student help, call 805-965-0581, X2949, Monday thru 
Friday or email online@sbcc.edu.  Students can also drop by 
the Campus Cyber Centers in the student cafeteria and the 
College library for in-person help. 

 
 
 
 
 
 
 
 
 
 
 
 

PART 1: Find/retrieve your Username and password 
 
Step 1.  Go to the portal login page at http://pipeline.sbcc.edu.  
Note that there is no WWW before the word “pipeline” in the 
web address. 
 
Step 2.  Choose the Find my username link under the START 
HERE header.  A new browser window will open. 

 
 
Step 3. In the new browser window, type your personal 
information.  Then choose the Look UP button to find or 
retrieve your username and password.  
 
(Note your Banner username/password are NOT the same as your 
username/password for Groupwise or the old Pipeline communication 
system.  If you receive an error and are sure that you have typed in the 
information correctly, then contact the college’s IT help desk at X2215 
before 5 pm, Monday through Friday.) 
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Step 4. A new browser window will open to display your 
Banner username and password.  Write this information down 
but change your password to something more memorable after 
you log in. 
 

 
PART 2:  Log into the Portal 
 
Step 5.  Type your username and password into the blanks 
below. 

 
 
 
 
 
 

Step 6.  This is an example of the SBCC Portal home page. 
Choose the teach tab to navigate to your Banner class rosters. 
 

 
 
PART 3:  Access and select course rosters 
 
Step 7.  Each square/rectangle on a tabbed window is a channel 
of information.  The faculty links’ channel contains links to 
access your course roster information.  Select the link titled 
“Current Class Rosters” to view or print a class roster. 
 

 
 



 3 

Step 8.  These are the rosters for fall term.  Select the 
checkboxes next to the rosters and the CREATE ROSTER (S) 
button to view the rosters. 
 

 
 
PART 4:  View and Print your course rosters 
 
Step 9.  A new browser window will open so you can view the 
roster(s).  The first portion contains the ACTIVE class roster 
which you can view and print.  IMPORTANT:  The drop 
dates for your course are particular to your course and may 
vary from other courses at the college. The drop dates on your 
roster are the deadlines for your specific course reference 
number, i.e., section. 
 

 

PART 5:  How to add students 
 
Step 10.  As you scroll down the browser window, the second 
viewable item is your list of Add Authorization Codes.  
IMPORTANT:  The College no longer makes use of ADD 
cards or wait lists.  Each teacher is given 20 ADD authorization 
codes per course per semester.  These codes are unique and 
will not work after the add deadline.   
 
Here are the two instances when you use these codes: 
 
 a.  when a class has closed because its limit has been reached 
and you want to add additional students. 
 b. when you want to add a student during/after the first official 
day of classes. 
 
You assign one code per student and can distribute the code in-
person, via email, etc. During the add process in Banner, the 
student will be prompted to enter the four digit add code in 
order to validate his add.  Once an individual’s add code for a 
course has been used, the code is no longer usable for the 
course and the student’s name is added to the active roster.  
The code sheet (example below) can be printed for your 
convenience so you can keep track of the specific numbers you 
give to individual students.  Note you do NOT submit the list 
of add codes to Admissions & Records (A & R).   
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PART 6: View dropped students who have already 
dropped 
 
Step 11.  As you continue to scroll down the window, the last 
item viewable is the drop roster.  It contains the list of students’ 
names who have dropped themselves or who you have 
dropped. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

PART 7: How to drop students before and after census 
 
Step 12.  You can drop your students in the Banner system 
provided you drop them by the drop deadlines listed on your 
individual rosters.  To drop students, navigate back to the teach 
tab and select the Faculty Class Information link. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 5 

Step 13.  Next select the drop rosters’ link. 
 

 
Step 14.  Select the term, the submit button below it, and the 
course reference number and submit button below that to 
access the drop roster. 
 

 

 

 
 
 
 
 
 
 
 
 

Step 15.  Select the checkboxes in the row of each student you 
want to drop. At the bottom of the window, select the Submit 
Students’ button.  This will move the students from your active 
roster to your drop roster.  
 

 
 
Note, if you drop students before census, there will be two 
buttons. If there are NO students to be dropped, select the No 
Drops to Report button indicating that you are certifying that 
there are no students to be dropped. 
 

 
 
After census, the No Drops to Report button will be removed.  
When you drop students after census, they are generally 
dropped with/without a W. 
 
IMPORTANT:  If you drop a student in error, you MUST 
contact Admissions to reinstate the student.  There is NO way 
for you to undo a drop via Banner once you’ve dropped a 
student. 
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PART 8: Download an electronic copy of your roster and 
view individual student contact info 
 
Step 16.  Navigate back to the teach tab and then select the 
Faculty class information link so you can access the Faculty 
and Advisors view.  Then choose the Summary class list link. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 17.  You can download an electronic copy of your course 
roster by selecting the download button and you can access 
individual student contact info by selecting each of the 
students’ names. 
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Step 18. Once you access a student’s contact info, you select 
any of the links at the bottom of the screen to access his current 
major or class schedule.  Note that you cannot access a 
student’s historical grade record.  Historical records can be 
accessed by counseling faculty and staff, DSPS faculty and 
staff, and administrators.  If you need access to historical 
records, contact your area division dean. 
 
Student Contact Info 

 
 
Student major and individual schedule screens 

 

 

PART 9:  How to submit final grades 
 
Step 19.  Navigate back to the teach tab select the Faculty 
Class Information link.  
 
Step 20.  Select the Final Grades link to access the final 
grades’ roster. 

 
Step 21.  If necessary, elect the term, the submit button below 
it, and the course reference number and submit button below 
that to access the final grades’ roster. 
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Step 22.  In the row of each student, select the grade for the 
student using the pull-down menu. The letter grades available 
for submission are A, B, C, D, & I.  Students who have been 
approved by you and the college to take the course for 
credit/no credit will have CR/No Credit instead of the grade 
options.  At this point in time, there is no way to submit the 
INCOMPLETE contracts via Banner if your student is to 
receive an incomplete.  Contact Admissions for more info. 
 
IMPORTANT:  If you submit a final grade in error, you 
MUST contact Admissions to change the grade.  There is NO 
way for you to undo a final grade submission via Banner once 
you’ve submitted a final grade for a student. 
 

 
You can print a copy of the final grades you submit by 
choosing your Internet browser’s print button. 
 
 
 
 
 
 
 
 
 

Banner support contact info 
 
For faculty help, call 805-965-0581, X2215 before 5 pm, 
Monday thru Friday or email the IT helpdesk at 
helpdesk@sbcc.edu 
 
For student help, call 805-965-0581, X2949, Monday thru 
Friday or email online@sbcc.edu.  Students can also drop by 
the Campus Cyber Centers in the student cafeteria and the 
College library for in-person help. 
 
Web-based tutorials - You can access short video 
demonstrations of these tasks on the FRC’s home page at:  
http://frc.sbcc.edu  Choose the tutorials’ link.  Then, scroll 
down and videos demonstrating these tasks with their 
respective times are listed.  Note that you need high-speed 
Internet connection, e.g., DSL or cable speed modem, and the 
free Flash plug-in in order to view the videos.  Also, be sure to 
turn up the volume on your computer’s sound card to hear the 
narrations. 
 
Finally, there is a link to access Banner Frequently Asked 
Questions (FAQS) on the same tutorial page.  The FAQs 
contain answers to questions that may have not been addressed 
in the video demonstrations or in this handout. 
 


