
HIS Faculty Services Navigation Instructions (SSB 9) 
 

Log in to HIS Faculty Self Service using the following link. 

https://prodfacssb.hollins.edu/FacultySelfService/ssb/facultyCommonDashboard 

Accessing Class Rosters 

1. Select “Detail Schedule” 

 
 

2. Select Term and CRN 

 
 

3. Select Classlist under Roster 

 
 

https://prodfacssb.hollins.edu/FacultySelfService/ssb/facultyCommonDashboard


Navigating back to Faculty Services Menu 
 
1. Select the Banner Menu option by clicking the four-square icon in the top left. 

 
 
2. Select Main Menu 

 
 
3. Select Faculty and Advisors 

 
 
4. Select Faculty Services 

 
 

Browse Classes 
 
1. In the Faculty Services Menu, select Browse Classes. 

 
 
2. Select Term and click Continue 

 
 



3. Enter search criteria and click Search. Select Advanced Search if you want to select 
additional criteria. 

 
 
Tip: If you want to access the entire schedule for a term, select Advanced Search (see above), 
go to Level and select Graduate and Undergraduate. 

 
 

 

Faculty Final Grade Entry 
 
1. In the Faculty Services Menu, select Faculty Grade Entry 

 
2. On the “Faculty Grade Entry” page the system defaults to the Final grades tab.  If you see many 

terms of classes, go to the Search bar and enter the term information to pull up courses for the 

relevant term. Please note, the format for the term is “XXXXXX” - 4-digit year and 2-digits identifying 



the beginning month of the term – e.g. – spring 2024 is 202402 (indicating it starts in February of 

2024).  

 
If you need to enter Midterm Grades, see instructions in Faculty Midterm Grade section below. 

 

3. Select any class by clicking on any of the data in the row for the class.  The roster for entering grades 

will pop up for that class.  Enter the grades in the Final Grade column.  If you enter a final grade of F, 

you will be required to enter a last date of attendance (LDA) in the Last Attend Date column.  You 

will not be able to save that grade until the LDA is entered. 

 
4. Select Save at the bottom right of the screen to save your progress. Please note that the Grading Status will 

change once you save any grades.  Be sure to save before you leave the grade roster. 
 

Faculty Midterm Grade Entry 
 
1. In the Faculty Services Menu, select Faculty Grade Entry 

 

 
 
 
 
 
 



2. On the “Faculty Grade Entry” page the system defaults to the Final grades tab.  Select the Midterm 

Grades tab.   

 

If you see many terms of classes, go to the Search bar and enter the term information to pull up courses 

for the relevant term. Please note, the format for the term is “XXXXXX” - 4-digit year and 2-digits 

identifying the beginning month of the term – e.g. – spring 2026 is 202602 (indicating it starts in 

February of 2026).  

 
 

3. Select any class by clicking on any of the data in the row for the class.  The roster for entering grades 

will pop up for that class.  Enter the grades in the Midterm Grade column.   

 
 
4. Select Save at the bottom right of the screen to save your progress. Please note that the Grading Status will 

change once you save any grades.  Be sure to save before you leave the grade roster. 
 

 
 
 


