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Access the CougarWeb Website/Log In 
 

 

Go to Columbus State Community College homepage, www.cscc.edu and click on the  
CougarWeb link listing under “Student Quick Links: 

 

 
 

NOTE: You can also access CougarWeb from the Columbus State Community College’s home 

page, www.cscc.edu, select “Faculty & Staff” from the listing on the left; select “CougarWeb” 

from the “Related Links” column.  

 

 

Select 

“CougarWeb” 
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Once you select CougarWeb, the following screen appears: 

 
 

 

Once you click the “Log In” tab, the following screen appears and you are now ready to log in: 

 
 

NOTE: If you receive an error message, please try again or contact the HELP Desk at extension 

5050. 

 

Click the “Log 

In” tab. 

Enter your Novell user name and 

password.  This is the same as your 

GroupWise user name and 

password. Click the “Submit” 

button or hit the “Enter” key.  

 

If you cannot login, please contact 

the Help Desk at ext. 5050. 

 



Revised 06/02/09  5 

 

Once you have successfully logged in, the following screen appears: 

 
 

Once you select CougarWeb for Faculty, the following screen appears and you can now select 

a link to perform action or obtain information: 

 

 

 
 

 

 

The “Personal 

Profile” section 

provides access to 

your leave plan 

and compensation 

above three quarter 

contract. 

The “Faculty Information” section provides 

access to class rosters, grades, student 

information, faculty class schedule, and 

financial aid non-attendance reporting. 

 

The “My Contracts” 

section provides 

access to signing and 

printing contracts. 

The “Academic 

Profile” provides 

access to DARS. 

 

Click CougarWeb 

for Faculty  
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Personal Profile – Leave Plan Summary 
 

By selecting Leave Plan Summary, the following screen appears: 

 
 

When finished, click the “OK” button or select the “Faculty Menu” tab in header for another 

selection or log off by selecting the “Log Out” tab. 
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Personal Profile – Additional & 

Contract Compensation 
 

By selecting Additional & Contract Compensation from the Faculty Information section, the 

following screen appears: 

 
 

NOTE: This screen provides compensation above the annual salary or three quarter contract. 

 

When finished, click the “OK” button or select the “Faculty Menu” tab in header for another 

selection or log off by selecting the “Log Out” tab. 
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Faculty Information - Class Roster 
 

By selecting Class Roster from the Faculty Information section, the following screen appears: 

 
 

NOTE:  Terms for credit classes are identified as YYQQCR (Last two-digits of the Year, Quarter 

identifier and ‘CR’ for credit) and non-credit sections are YYQQNC (Year, Quarter, and ‘NC’ 

for non-credit).  Quarter designators are:  WI – Winter, SP – Spring, SU – Summer, and AU – 

Autumn. 

 

NOTE:  “Enter a Date Range” (start and end dates) to list all sections being taught between the 

start and end dates, respectively.  

 

NOTE: IF YOU RECEIVE THIS MESSAGE: “There are no classes for the time frame you have 

selected. Please click BACK to select again;” this could indicate that faculty assignments have 

not been completed.  

 

Click on the “Select a 

Term” drop-down box 

and select the eligible 

term. Click the “Submit” 

button. 
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Your Class Roster Courses appear for the selected term as shown on screen: 

 
 

You should see your Class Roster which provides you the Course Name and Title, all instructors 

assigned to this section, the roster of students enrolled and information regarding the students: 

 
 

NOTE: You can print this screen. Follow printing instructions located Printing section of the 

manual. 

 

For a Class Roster of a 

specific section, click in the 

box under “Choose One” 

column.  Click the “Submit” 

button. 

For more information about a 

particular student, click in the 

box under the “Student Profile” 

column. Click the “Submit” 

button. 
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An example of a student profile screen is shown below: 

 
 

NOTE: Advisor and Counselor information is not used. 

 

When finished, click the “OK” button or select the “Faculty Menu” tab in header for another 

selection or log off by selecting the “Log Out” tab. 
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Faculty Information – Grading: 

Final/Mid Quarter Progress Reporting 
 

By selecting Grading from Faculty Information section, the following screen appears:  

 
 

NOTE:  In Grading, the terms listed are only those that are eligible for grade entry, generally 

the current term. 

  

NOTE:  “Enter a Date Range” (start and end dates) to lists all sections being taught between the 

start and end dates, respectively. [e.g. MM/DD/YYYY] 

 

Click on the “Term” drop-

down box and select the 

eligible term, generally the 

current term. Click the 

“Submit” button. 
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The following screen appears which shows a listing of the courses you are teaching for that 

particular quarter: 

 
 

NOTE: IF YOU RECEIVE THIS MESSAGE: “Final or Midterm/Intermediate Grading is a 

required field. Please provide data or press Menu”, please select “Final or 

Midterm/Intermediate” and select either “Final” or “Midterm/Intermediate” for grading. Then 

click the “Submit” button. 

Next, click in the box under the “Choose 

One” column for the course section in 

which you want to enter grades. Click the 

“Submit” button. 

First, click on the “Final or 

Midterm/Intermediate Grading: 

Term” drop-down box and select 

either “Final” or 

“Midterm/Intermediate.” 
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Once you have selected the course section and clicked the “Submit” button, the following screen 

appears where you will enter the grades: 

 

 
 

NOTE: Appropriate grades for Mid Quarter Progress Reporting and Final Grading are: 

 

Mid Quarter Progress Reporting Final Grading 
S – Satisfactory 

U - Unsatisfactory 

A – Excellent 

B – Above Average 

C – Average 

D – Below Average 

E – Fail 

I – Incomplete 

R - Audit  

S – Satisfactory  

U – Unsatisfactory  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In the “Grade” Column, enter the 

appropriate grade for each 

student. 

When finished, click the “Submit” 

button. 
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Once you click the “Submit” you will receive a confirmation screen including a list noting which 

students’ grades that have been updated. 

 

 
 

 

Once you have submitted grades, students will be able to see the grades.   

 

When finished, click the “Submit” button select the “Faculty Menu” tab in header for another 

selection or log off by selecting the “Log Out” tab. 

 

 

NOTE:  If you find that you made a mistake you may NOT go back in to the grade roster and 

update the grade. If you attempt to change a grade that was previously entered you will receive 

the following screen and message. 

 

 
 

 

NOTE:  Until the grade entry deadline, any required grade changes can be completed by the 

academic chair. Once the grade deadline has passed, you must submit a Grade Change Form 

through your department chairperson. 
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Faculty Information - My Class 

Schedule 
 

By selecting My Class Schedule from Faculty Information section, the following screen 

appears: 

 
 

NOTE: IF YOU RECEIVE THIS MESSAGE: “There are no classes for the time frame you have 

selected. Please click BACK to select again” this could indicate that faculty assignments have 

not been completed.  

 

The next screen lists the courses you are scheduled to teach for the quarter: 

 
 

Click on the “Select a 

Term” drop-down box and 

select the eligible term. 

Click the “Submit” button. 

 

Additional course detail is 

available by clicking on 

the course link. 
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Further course detail is available by clicking on the course link and the following screen appears:  

 
 

 

When finished, click the “CLOSE WINDOW” button or select the “Faculty Menu” tab in header 

or for another selection or log off by selecting the “Log Out” tab. 
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Faculty Information –  

Financial Aid Non-Attendance Reporting  
 

Columbus State is required by Federal law to monitor the enrollment of students who participate 

in Federal Title IV student aid programs and/or who receive educational benefits through the 

Department of Veteran’s Affairs.  It is our responsibility to identify students who do not 

commence attendance or who stop attendance in any course for which they are registered and 

paid.  In order to comply with these regulations, the College implemented an attendance 

reporting process Autumn Quarter 2000.  The process can be completed through CougarWeb. 

 

Each quarter an email notification will be sent two (2) business days prior to the window opening 

for the reporting of attendance.  This reporting window will open during the fifth week of the 

quarter.   Only faculty with class sections requiring attendance reporting will be notified.   

 

Additionally there will be a second window for reporting class sections not captured in the first 

reporting period.  Generally the sections included in this window will be courses designated as 

flex term or second term.  Only faculty with sections meeting the criteria for the second window 

will receive an email notification prior to the opening of the reporting time period.  This 

reporting period will occur approximately the ninth week of the quarter. 

 

During each of the above open reporting windows you can access your rosters as frequently as 

you wish.  It is important to make sure that you do submit each of the completed rosters by the 

deadline date and time provided to you in the notification emails. 

 

By selecting Financial Aid Non-Attendance Reporting, the following screen appears: 

 

 

             

             

             

              
 

Enter your Novell User Name and 

Password.  This is the same as your 

Groupwise User Name and Password.  

Click the “Log In” button. 

 

If you receive an error message, 

please try again or contact the Help 

Desk at extension 5050. 
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 Once you have successfully logged in, the following screen appears: 

 

 
 

This screen will list all sections of courses you are teaching this quarter.  If no sections are 

currently available for reporting you will see the following message:  
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To view your Financial Aid Non-Attendance Roster click on the Select Course button.  Upon 

selecting a course your class roster will appear as below. 

 

NOTE:  This roster does not list all students registered for your class.  It will ONLY list 

students receiving Federal Financial Aid and/or Veteran’s Benefits. 

 

The roster automatically defaults to “Attending” as the Attendance Status for all students listed.  

If this status is not correct for any of the students listed you must select either the “Never 

Attended” or “Last Attended On” option. 

 

To report a student who never attended, mark the “Never Attended” item only.  NO date entry 

is required for this status. 

 

To report a student who did attend some class meetings, mark the “Last Attended On” item and 

provide the last date you had contact with the student (e.g. voicemail, email, homework, test 

results or actual face-to-face contact).  Use the following format for the date entered:  

MM/DD/YYYY. 

 

Upon your completion of the roster, click on “Submit.”  In the event you do not complete your 

entire roster at one time, you may click on “Submit” and all reported information will be saved.  

If you do not want to submit the roster at this time, click on “Cancel.”  
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Below is a listing of possible error messages you may receive if you complete the roster 

incorrectly: 

 

 
 

 

 
 

 

 
* The above date is outside the term begin and end date. 

 

If you receive an error message that you do not understand, please contact the Help Desk at 

extension 5050. 

 

Upon submission the following confirmation page will be presented indicating you submitted the 

roster.  You may print the confirmation page for your records.   

 

If you wish to review another class roster, choose “Select Another Course.” If you wish to return 

to the CougarWeb Faculty menu, click on “Finished.” 
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If you click on “Select Another Course” you will return to the full listing of all your course 

sections.   

 

Once you return to the menu listing all your course sections after submitting your roster the “Last 

Updated” column will be populated with the current date.  Only if you have clicked on “Submit” 

will a date appear in the “Last Updated” column.  

 

 
 

 

 

 

 

 
 

By clicking on “Finished” it will close the window and return you to the CougarWeb Faculty 

menu. 

 

NOTE:  If you have multiple sections you will need to access each course section and click 

“Submit” in order for all reporting to be completed and sent for processing.     
 

 

 

 

 

The most recent date the course 

roster was updated will be 

reflected in this column.  Each 

time you click on “Submit” 

within the class roster this 

column will be updated. 

updated.rmation, this date will 



Revised 06/02/09  22 

My Contracts - Assignment Contract 

Approval 
 

By selecting Assignment Contract Approval from the My Contracts section - the following 

screen appears: 

 
 

 

 

The following screen appears: 

 

 

 

 

 

 

 

NOTE: If you have multiple assignments, you need to select one assignment, follow the 

procedure and then go back and select another assignment. Follow procedure again until this 

screen is blank or a message screen appears stating, “Your process is complete; press MENU 

button to continue.” 

To select contract 

assignment for approval, 

click in the box under 

“Choose One” column.  

Click the “Submit” button. 

 

To select contract assignment for approval, click in the box 

under “Choose One” column.  Click the “Submit” button. 

 

NOTE: You can only choose one assignment at a time. You 

need to repeat procedure for each assignment until you are 

returned to the Faculty Menu.  
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Once an assignment is selected, the next screen shows the Terms and Conditions of the contract: 

 

 

 
 

NOTE: If you are not going to accept the Terms and Conditions, click in the “Reject” box and 

type a reason under the “Rejection Reason” and then click the “Submit” button.  

 

To accept the Terms and Conditions, 

click in the box under “Accept” column.  

Click the “Submit” button. 
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By selecting “Accept” and clicking on the “Submit” key, the following screen will appear: 

 
 

 

NOTE: If you are not going to accept the Terms of Appointment, click in the “Reject” box and 

type a reason under the “Rejection Reason” and then click the “Submit” button.  

 

If you have single assignment, you might see another Terms of Appointment approval screen 

that will need to be approved; otherwise, you will be returned to the Faculty Menu. 

To accept the Terms of 

Appointment, click in the 

box under “Accept” column.  

Click the “Submit” button. 
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If you have multiple assignments, the following screen appears (the previously approved 

assignment should be missing from the list): 

 
 

NOTE: To select another assignment, follow the procedure again. 

 

Once you have signed your contracts, click the “Submit: button or select the “Faculty Menu” tab 

in header for another selection or log off by selecting the “Log Out” tab. 

 

Finally, once contracts are signed, you should receive a completed notification email as shown 

below: 
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My Contracts - Assignment Contract 

Inquiry 
 

By selecting Assignment Contract Inquiry from My Contracts section, the following screen 

appears which allows the user to view previously approved assignments: 

 
 

 

 

 

The following screen appears: 

 
 

 

 

 

To inquire about a specific 

contract, click in the box under 

“Choose One” column.  Click the 

“Submit” button. 

 

To inquire about a specific 

contract type, click in the 

box under “Choose One” 

column.  Click the “Submit” 

button. 
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Once a contract is selected, the next screen shows the contract’s Terms and Conditions: 

 
 

 

 

 

 

Click the “Submit” button to view the 

“Terms of Appointment.” 
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By selecting “Submit” the Terms of Appointment Inquiry screen appears: 

 
 

NOTE: To view another contract, click the “Submit” button and you will be returned to the 

Position Asgmt Selection screen. 

 

When finished, select the “Faculty Menu” tab in header for another selection or log off by 

selecting the “Log Out” tab. 
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Academic Profile - Degree Audit 
 

By selecting Degree Audit from the Academic Profile section, you will be directed to the 

following screen: 

 
 

NOTE: Please follow the DarsWeb User Guide located in the “faulty and staff” section of the 

CSCC home page for further instructions. 

 

 

Printing 
 

To print any of the screens within CougarWeb, use the standard printing function of File, Print 

and then select your designated printer. You could also do a “Screen Print.” You might want to 

change to a Landscape format. 


