
SBCCD Faculty Portal Guide 
The	SBCCD	Faculty	Portal	allows	faculty	to	view	terms,	access	class	rosters,	export	student	lists,	email	students,	
drop	students	during	allowable	periods,	and	add	classes	to	a	calendar.	

Step 1: Login to the SBCCD Portal 
After	clicking	the	Faculty	Portal	link,	log	in	using	your	SBCCD	credentials.	

• Faculty/Staff:	username@sbccd.edu	

	

Step 2: Select a Term 
After	logging	in,	you	will	see	a	dropdown	menu	containing	previous,	current,	and	future	terms.	

The	portal	is	designed	to	display	terms	from	the	last	5	years.	Currently,	the	earliest	available	term	is	Spring	2025.	
As	time	progresses,	the	portal	will	continue	to	display	terms	within	the	rolling	5-year	period.	

1. Click	the	Select	Term	dropdown.	
2. Choose	the	desired	term.	

	



Step 3: Access Course Options 
Once	a	term	is	selected,	your	assigned	classes	for	that	term	will	appear.	

• Available	options	include:	

• Class	Roster	
• Export	Students	
• Email/Drop	Students	
• Add	to	Calendar	

	

Class Roster 
Click	Class	Roster	to	view	the	roster	for	a	selected	course.	

• The	roster	page	displays:	

• Student	IDs	
• Student	names	
• Course	information	

	

Export Students 
Click	Export	Students	to	download	or	export	the	student	roster	information	for	the	selected	class.	



Email/Drop Students 
The	page	provides	two	email	options:	

•	Email	opens	the	Outlook	desktop	application	installed	on	the	computer.	

•	Email	Web	Outlook	opens	the	web	version	of	Outlook.	

Both	options	automatically	populate	the	recipient	email	address	and	open	a	new	message	window.	

Faculty	can	email	students	individually	or	email	the	entire	section.	

Click	Email/Drop	Students	to	email	students,	email	the	entire	class,	or	drop	students	during	the	allowable	drop	
period.	

• The	page	displays:	

• Enrollment	information	
• Section	dates	
• Last	day	to	drop	without	a	“W”	
• Last	day	to	drop	with	a	“W”	
• Student	list	and	registration	status	

Example:	Section	already	ended	and	dropping	is	no	longer	available.	

	



Example:	Active	section	where	dropping	students	is	still	available.	

	

If	the	drop	date	has	passed,	the	Drop	button	will	no	longer	be	available.	The	Drop	button	will	also	not	be	available	if	the	class	has	not	started	yet.		

Dropping a Student 
3. Click	the	Drop	button	next	to	the	student.	
4. A	confirmation	window	will	appear.	
5. Review	the	student	information	carefully.	
6. Click	OK	to	continue	or	Cancel	to	stop	the	process.	

	

Add to Calendar 
Click	Add	to	Calendar	to	download	a	.ics	file	that	can	be	opened	in	Microsoft	Outlook	or	another	supported	
calendar	application	to	add	the	class	schedule	to	your	calendar.	


