
 

 

 

 

VSC Web Services 
Guide for Faculty/Instructors 

 

 
 

Table of Contents 

 
Introduction .............................................................................................................2 

Logging In ................................................................................................................2 

Changing Your Password ......................................................................................3 

Getting Help .............................................................................................................5 

Accessing VSC Web Services ................................................................................6 

My Advisees .............................................................................................................7 

Transcripts ...............................................................................................................8 

Student Class Schedule...........................................................................................9 

Program Evaluation/Degree Audit.......................................................................9 

Test Summary........................................................................................................10 

Advisor Registration Approval ...........................................................................11 

Registration ............................................................................................................12 

Drop Classes...........................................................................................................15 

Faculty Class Schedule .........................................................................................16 

Faculty Section Rosters ........................................................................................16 

Faculty Section Grading.......................................................................................17 

Search for Sections................................................................................................18



Vermont State Colleges 

10/31/2007 

 

 

2

Introduction 

 

VSC Web Services is a gateway for students, faculty, instructors and staff of the Vermont State Colleges to 

access information from the VSC system database. Located at http://blackboard.vsc.edu, also known as 

the VSC Portal, guest users may search the VSC catalog of course offerings and get continuously updated 

status of enrollment in each section. Faculty, with a user id and password, may log in to view their pay 

stub, leave plan and total compensation report. Faculty will also enter their time here. 

 

Logging In 
 

You will gain access to VSC Web Services by logging in to the VSC Portal via Blackboard. The 

Blackboard login module is shown below.  

 

 
 

Login requires a user name in this format: your initials, the month you were born, the day you were born 

and usually a trailing zero. (For example: xxx01050). The best way to determine your user name is to click 

on the What's My User Name link and follow the instructions. (see the screen shot below for details) 

Passwords are your initials (the same as your User ID) plus the last four digits of your social security 

number. Please be sure to change this password the first time you login. Anytime you or the IT support 

staff reset your password it will be your initials and the last four digits of your social security number. 

 

 
 

Use this link to 

determine your college 

user name. 
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Fill out the form below supplying your last name and your complete social security number (with or 

without hyphens, it works either way). Click Submit, your user name will be displayed. You can then close 

the window to return to the Blackboard login screen. 
 

 
 

 

Changing your password 
 

VSC college passwords are now shared by a number of web services at the VSC including Blackboard. To 

change your password you may choose the Change Password link from the Tools box on the left side of 

your first Blackboard page.  Regardless of where you link to the change password screen, you will be 

changing your password for both Blackboard and VSC Web Services as well as other web services.  

 

 

 
 

 

 

 

Click here to Change your Password 
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This screen assumes that you know your password already and just want to set it to something meaningful 

to you. Login with your standard user name and current password. 

 

 

 
 

 

Successful login results in a 

screen that asks for current 

password and new password. 
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Once you've changed your password remember it will be in effect for Blackboard and VSC Web Services 

as well other web services on your campus. If you've forgotten your password help desk staff will need to 

reset it.  See below for making a help desk request. 

 

Getting Help 
 

In all cases if you need help with VSC Web Services you may ask your local staff or submit a helpdesk 

request through Track-IT. Clicking the Contact Us button… 

 

In all cases if you need help with VSC Web Services you may ask your local staff or submit a helpdesk 

request through Track-IT. Clicking the Contact Us button -  - results in this message. 

 

 
 

 

Choosing the Track-IT link will result in the screen below. If you know your user name and password, 

click on Student, Faculty and Staff Login. If not, use the appropriate link on the right hand side of the page 

 

 

 

 
 

Fill out the subsequent form as completely as you can. The VSC strives for a 24 hour turnaround time on 

all help desk work orders. You will receive faster service if you include an email address. 
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Navigating VSC Web Services 
 

It's always good practice to use the Menu options to navigate, however in many cases the BACK button on 

your browser will now work. If while using the BACK button the screen cannot be resolved (you get an 

error), click the Refresh button on your browser to take you back to the main menu. Use the TAB key to 

move between fields instead of pressing ENTER as you may inadvertently submit the form before you are 

finished completing it. 

 

 

Accessing VSC Web Services 
 
Once you’ve logged into Blackboard you’ll want to look for the VSC Web Services Employee/Staff 

module. This is located on the first page after you login under Announcements.  

 

 
 

 

Clicking on the Main Menu link results in the following screen.  
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Clicking on the Faculty button results in the following screen of links to various workflows. 

 

 

 
 

My Advisees 
 

My Advisees gives a faculty member access to the students that have been set up in Colleague as their 

advisees. If your advisee list in VSC Web Services is not correct, please contact your registrar's office as 

they make the adjustments in Colleague. Clicking on My Advisees from the Faculty menu brings up a form 

requesting a term or a date range. This is not required, simply clicking on Submit will list all your current 

students. 

 

 
 

Student names and advisor options are arranged in a spreadsheet type list with a drop down box of 

selections for each student as shown below. Information about your advisees is controlled behind the 

scenes in the Colleague database. 
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Checking the Transcript option will produce this form. 

 

There are two transcript type options for CSC, JSC and LSC. CCV and VTC have just one.   

 

 
VSC Web Services will produce a report that looks (in part) like this. 
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Clicking on the Menu option will bring you back to the Faculty menu or you can use the BACK button. For 

some options the BACK button works well however, sometimes you must choose the My Advisees link 

again and essentially start the workflow from the beginning. 

 

The student Class Schedule will display any courses that a student is registered for in the current 

(registration) semester. You will be prompted to choose from a list of available semesters. This page can be 

printed from your browser print button. You will probably want to do that once you have finished a 

student's registration. 

 

 
 

 

The Program Evaluation (aka, degree audit) requires academic data history in order to display an audit 

report. You will be prompted to select from the student's active programs or to choose another program 

from the entire VSC program list as a "What if".  

 

 
 

Next you will be prompted to choose the Catalog year from which the degree audit specifications should be 

translated. Normally for an active program this is the year the student was admitted into that program. 

 

 

The degree audit report will display as shown (in part) below. 

 



Vermont State Colleges 

10/31/2007 

 

 

10

 
 

The Test Summary screen is depicted below. This too requires academic data history to be current in 

Colleague. 

 
 

Advisees at A Glance  

 

This workflow delivers a “dashboard” list of your advisees, their programs, GPA and credits. 
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Registration 
 

Advisor Registration Approval 

 

Students at some of the VSC colleges must be approved for registration by their advisors before they will 

be able to access online registration.  At others schools, like CCV, approval is granted by meeting a set of 

rules that are applied during the registration process. To grant advisor approval, on the main menu, select 

“Advisor Registration Approval”.  The screen below will appear.  Select the appropriate term.  This will be 

the term for which you approving registration, and not the current term.  For example, if you are 

approving your advisee to register for Johnson, Spring 2006 classes, select J06SP. Don’t worry about 

filling in the start and end dates. 

 

 
 

Your "My Advisees list will appear.  Once you have met with your advisee and have discussed his/her 

course selections, check the box under “approve for registration” next to the advisee’s name.  Once you 

click “submit”, your student will have access to the online registration process.  You will receive an email 

automatically generated from VSC Web Services when your advisees submits his/her registration and each 

time your advisee makes a change to their registration between now and the beginning of the add/drop 

period.  It is a good idea to print these emails and keep them for your records. 

 

Registration – My Advisees 

 

As faculty advisor you also have the option of registering your students through My Advisees using the 

Express Registration option or Search and Register 

 

Express Registration 

 

The express registration form below is designed to allow you to register or add classes for students in the 

most expeditious way possible. You must know the exact Subject, Course Number and Section Numbers 

for the classes for which you intend to register or add students. Alternatively, you can use a Synonym 

number that identifies the same information. If you are using Synonyms, enter these synonyms in the 

column labeled for this purpose. You should also use the drop down lists to indicate the applicable term and 

whether you are taking the class for credit, auditing it, or are electing a pass/fail option. If the class is full 

and allows waitlists then you also may choose this option. Whether you use the synonym or fill in the 

subject, course# and section# you should always chose the term. Choosing the term will speed up the 

registration processing time considerably. 

Rather than synonyms, you may enter the Subject using the drop down list and the Course Number and 

Section Number for your desired classes. As in the Synonym entry, you must use the drop down lists to 

indicate term and the "Take For" options. 

You can intermix Synonyms numbers selections and Subject/Course Number/Section Numbers selections 

on different rows of the Express Registration table but it is not necessary or useful to enter both in a single 

row. 
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When you have entered all the classes for which you intend to register or add, you can click on Submit. 

 
 

The screen above shows two ways the section CIS-2220-VO01 can be entered either with the full course 

and section information or by using the synonym. 

Preferred Sections Screen - Once you've made your choices and clicked submit, a list of your Preferred 

Sections will be displayed. You may add as many sections as you like here while you are working out a 

schedule. The sections on your list will remain until you choose an "Action". 

 

 

 

 

The list of actions appears in a drop down menu in two places. You may choose an action from the drop 

down box that will affect all sections in your preferred section list or you may choose individual actions 

from the drop down list next to each class that you have on your list. 

 

 

The sections you chose from Express 

Registration are listed here. 

You will also 

see any 

current 

registrations. 
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The drop down list of actions includes: 

 

• RG – Register: Choose this to enroll in the course with the standard grading options (A-F). 

• RP – Register Pass/Fail: Use this option if you do not want a letter grade for the course. 

• AU – Audit: Choose this if you do not want credit for the course. In most cases the tuition and fees 

will be the same as if you took the course for credit. 

• RM – Remove from List: Use this option if you want to delete sections off your preferred list. 

• WL – Waitlist: Choose this to be added to the waitlist if there are no more seats left in the course.   

 

Registration Results Screen – Once you have selected an action for each course or chosen an overall 

action from the drop down list for your preferred list and clicked submit, VSC WEB SERVICES will 

process your registration. 

 

A successful registration is shown below. The registration request passed all the rules put in place for this 

section. Even though a warning is displayed the student was registered for the course. Warnings like the 

one shown below do not prevent a student from enrolling in the section. 

 

 
 

If you receive a message like the one below your registration has not been processed and you must change 

the action for the course that is in question and resubmit the whole request. You will automatically be 

returned to the Preferred Sections screen. In the case below you could either remove BIO-2012 from the list 

or chose the "blank" option at the top of the drop down list. Only when all the sections you request for 

registration pass the rules will the entire registration be processed. 

 

 
 

Some possible problems with courses could be, time conflicts, lack of necessary pre-requisites  (as shown 

in the example above) or co-requisite courses, courses that are full and courses that require special 

instructor permission. Other reasons a registration may not be processed include, financial or academic 

holds. In these cases it is best to call or visit your site office. 

 

If the student is enrolled in the current semester you will probably see those courses on this screen as well. 

At certain times of the year you may even see three terms listed. 

 

Choosing an action from this drop 

down box will affect all sections on 

your preferred list. 

Choosing 

an action 

from this 

box affects 

only this 

section. 

Any warning messages will 

appear here. 

Status shows  

either 

successful or 

unsuccessful 

registration 
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Search and Register for Sections 
 

Choosing search and register for sections results in the same screen that is used to view the course list 

through VSC Web Services.  

 
 

Fill out the search form using whatever criteria will best help you to find the course you want to register 

for. In the example above, the student is looking for all CCV Spring 2005  computer courses that will be 

held online.  

 

 A portion of the results are shown below.  

 

 
 

Select the sections that you want to add to your preferred list by checking the box and then scrolling to the 

bottom to click Submit. Note: Multiple selections are allowed on this screen. 

 

Any sections selected will be added to your Preferred Sections screen. You may then choose an action as 

described on page 9. 

 

Choosing a term OR a 

start/end date are required. 
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Drop Sections 

 

Choosing Drop Sections displays the screen (in part) below. The screen also shows your preferred section 

list so it is possible to drop and add classes at the same time. Drop sections by checking the box in front of 

the course number. VSC Web Services will not allow you to drop all courses or drop courses in a current 

semester if the add/drop period is over. It will allow you to drop a course and add a course simultaneously. 

If you want to drop all courses the student will need to contact a CCV site office or your college's registrar. 

 

 
 

You'll receive a receipt of the drop and the new class schedule for the student. 

 

 
 

 

Class Schedule  
 

Choosing class schedule will prompt you for a term or a date range. The schedule can be printed using your 

browser's print button. 

 

 
 

Class Rosters 
 

For class rosters you will be prompted to enter a term or a date range and then asked to choose a course 

from that range. 
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A copy of the roster for that course will display and can be printed using your browser's print button. 

 

 
 

Grading 
 

This workflow allows you to enter grades for your own courses. You’ll be prompted to choose a term. 

 

 
 

 

Then choose one course from the display and whether or not you will be entering mid-term or final grades. 
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Enter valid grades in the grade box for each student. Only use the expire date for an incomplete. 

 

 
 

 

Once click submit you’ll receive this message that grades have been processed. 

 

Student Profile 
 

This workflow delivers information about an individual student including address, phone as well as advisor 

and program. You will need the student’s (numeric) Colleague ID for the lookup. 
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Search for Classes 
 

Anyone accessing the VSC Web Services web site may search for classes since it requires no login. 

This form is designed to let you search for one or more courses that meet your search requirements. You 

may fill out as many or as few search criteria as you need to narrow the search to the list of courses you are 

interested in.  The only required field is term. All active terms will be available here. Clicking on the Help 

button will provide with a description of each criteria and how it is used in the search. 

 

 

 

Choosing a term OR a 

start/end date are required. 


