
 

Office of the Registrar 

Attendance Verification Process 

 

Log into the GHC Faculty/Staff Intranet  

• If you are off campus and not using a GHC issued device, you will need to use the VPN. 

• Click on VPN Access Instructions and follow the steps there, if needed. 

 

Click on Information Technology. 

 

https://www.highlands.edu/facultystaff/
https://www.highlands.edu/vpn/
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Click on Access a System. 

 

Click on Banner/Score. 
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Go to the Banner 9 Self Service Dashboards section and click on 

Faculty/Staff Self Service – Banner 9. If you are accessing this for the 

first time, you will be asked for a PIN.  Your PIN is your six-digit 

birthdate (if your birthdate is June 1, 1958 your PIN in 060158). 
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Go to the Faculty Course Maintenance section and click on 

Attendance Verification. 
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Clicking SUBMIT CHANGES does not submit the roster for verification. 

You must confirm that the check box is checked and SUBMIT 

CHANGES for a final time in the next step.   

Wait until the attendance deadline date to submit the roster for final 

verification and look for the Section Verified notice.  Even if you 

complete all steps before this last one (inlcuding the first SUBMIT 

CHANGES), your attendance will not be verified.  You must ensure the 

verification checkbox is checked and you receive the Section Verified 

notice for attendance verification to be complete. 
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