Student Planning Instruction Guide

For BCC Faculty

How to Access Self Service & Access Student Records

Step 1: Login

e Go to my.bergen.edu and login to the BCC Portal

e Find Self Service Menu (lower right) and click on Web Advisor for Faculty

e Select Self Service

e |f prompted to sign in, use the same credentials you use for Portal/Moodle

Step 2: Accessing Student Records

e Select ADVISING from the home screen (Access will vary)
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Hello, Welcome to Colleague Self-Service!
Choose a category to get started.
@ Student Finance @ Financial Aid
Here you can view your latest statement and make a payment online. Here you can access financial aid data, forms, etc
@ Tax Information 45 Banking Information
Here you can change your consent for e-delivery of tax information Here you can view and update your banking information
gy Employee # Student Planning
Here you can view your tax form consents, banking information, and timecards. Here you can search for courses, plan your terms, and schedule & register your course
sections.
g Grades = Graduation Overview
Here you can view your grades by term. Here you can view and submit a graduation application.
& Enroliment Verifications g Transcript Requests
Here you can view and request an enroliment verification Here you can view and request a transcript.
4 Advising o Faculty
Here you can access your advisees and provide guidance & feedback on their academic Here you can view your active classes and submit grades and waivers for students.
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Step Three: Find a Student

e Search for students by the student’s BCC ID number or the first & last name

Daily Work Advising Advising Overview

Who would you like to work with?

Find a student by searching or selecting below,

Name or ID:| 0 [Type a name or Ip. Filter: @) student

Advisor | search
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