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Introduction to CentralPipeline 
Every Faculty member at CCSU has (or can obtain) a BlueNet ID used to access CentralPipeline.  
CentralPipeline is a web portal that provides single sign-on access to all of your web-based 
University resources, such as campus announcements, WebCentral, WebCT, Outlook Web 
Access and more. 
 
Your BlueNet ID is the username and password you use to access the campus computer network. 
You may also hear it referred to as your NT account, computer account,CentralPipeline account 
or network account.  

Requesting a BlueNet ID 
If you do not have a BlueNet ID, you can request one from the Information Technology Services 
department.  To request a BlueNet ID: 

1. Access the Information Technology Services homepage at http://www.ccsu.edu/its 
2. Click on the Get an Account link - the Account Request form will open in Adobe Acrobat 

reader 
3. Print and complete the form, then fax or mail it to the Information Technology Services 

department.  Once your account has been created, either you or your department secretary 
will be notified. 

Resetting Your Password 
If you forget your BlueNet ID password, you have the ability to reset your password from any 
computer connected to the Internet.  To reset your password: 

1. Open your web browser and navigate to the CentralPipeline page at 
http://pipeline.ccsu.edu  

2. Under Activating New Accounts/Password Resets, click on the https://accounts.ccsu.edu/ 
link 

3. Compete the following information on the Account Management form: 
a. Enter your 8-digit ID number 
b. Enter the last 4 digits of your Social Security Number 
c. Enter your Date of Birth (including the 4-digit year) 

4. Click on the Submit button 

 
5. From the Account Options page, click on Password Reset 



Central Connecticut State University 

CentralPipeline for Faculty  Page 2  

6. From the Password Reset page, review the information about creating a password, then 
scroll to the bottom of the page and enter your new password in both the Enter New 
Password field and the Re-enter New Password for Verification field 

 
7. Click on the Submit button.  Your password has been reset. 

 
8. Once you have reset your password, you may go to the CentralPipeline login page at 

http://pipeline.ccsu.edu to log in to your account.   
 
IMPORTANT:  
Your BlueNet ID password expires every 60 days. You will be reminded via CentralPipeline 
and when you log into a PC on campus 14 days prior to the expiration. Failure to change your 
password prior to the 60 day deadline will cause a Username/Password Mismatch error when 
you attempt to log into CentralPipeline. If that happens, you will need to reset your password 
prior to using your BlueNet ID. 
 
Using CentralPipeline 

Logging in to CentralPipeline 
CentralPipeline is accessible from a Macintosh or a PC, using a newer version of Netscape 
Navigator or Internet Explorer, from both on-campus and off-campus.  CentralPipeline is 
accessible from anywhere you can gain access to the Internet. 
  
To log in to CentralPipeline:  

1. Open your web browser and navigate to the CentralPipeline page at 
http://pipeline.ccsu.edu 

2. At the CentralPipeline log in page, 
enter your campus computer 
network username and password, 
then click on Login.   
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The Welcome Page 
Once you have successfully logged in to 
CentralPipeline, you will be brought to 
the Welcome page.  The Welcome page 
is the main page, providing university 
announcements and access to services 
such as Outlook Web Access and 
personal network drives.   
 
 
WebCentral-Banner Web Services 
WebCentral-Banner Web is used to access course and student information from our Banner 
system.  You have access to your schedule, class lists, final grades, student information and 
more.  Since CentralPipeline is a single sign-on application, you do not need to use an ID and 
PIN to access WebCentral from within CentralPipeline.  To access your WebCentral Faculty 
Services from CentralPipeline: 
 

1. Click on the Faculty tab 
2. The WebCentral Faculty Services are listed in the WebCentral-Banner Web for Faculty 

channel.  Click on a link for direct access to that section of WebCentral-Banner Web or 
click on the More Faculty Services link to access the full Faculty Services menu.  When 
you are done using a WebCentral service, you can click on the Back to Faculty Tab link 
in the upper-left corner to return to the Faculty tab or use the WebCentral links at the 

bottom of the screen to access additional services. 

 

WebCentral-
Banner Web 
Channel – 
contains 
links to 
Faculty 
Services 

Back to Faculty 
Tab link from a 
Faculty Services 
page 
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Using WebCentral Faculty Services  
This section will provide detailed instructions on using each service within the Faculty Services 
of WebCentral-Banner Web. 

Term Selection 
To view information, you must first select the Term: 

1. From the WebCentral-Banner Web channel, 
click on Term Selection 

2. From the Select Term screen, click on the down 
arrow next to Select a Term and click on the 
appropriate term (semester) 

3. Click on the Submit button and the full Faculty 
Services menu will be displayed.   

 

CRN Selection 
To view information for a certain course you are teaching: 

1. From the WebCentral-Banner Web channel, click on 
CRN Selection 

2. From the Select CRN screen, click on the down arrow 
next to CRN and choose the appropriate course 

3. Click on the Submit button and the full Faculty 
Services menu will be displayed. 

 

Accessing Your Schedule 
From the WebCentral-Banner Web channel, you can access your schedule in two different 
formats – Faculty Detail Schedule and Faculty Schedule by Day and Time.  To access your 
schedule: 

1. From the WebCentral-Banner Web channel, click on either schedule option 
2. If you have not selected a Term in this CentralPipeline session, the Select Term screen 

will display – select the Term, then click on the Submit button 
3. Your schedule will be displayed.  If you would like to print your schedule, use the Print 

option in your web browser. 
 

 

 

 

 

 
Faculty Detail Schedule Faculty Schedule by Day and Time 

Course Detail 

Class List 
 link 
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Note: 
From the Faculty Detail Schedule, you can access the Class List by clicking on the Classlist link 
next to Rosters. 
From the Faculty Schedule by Day and Time, you can access the Faculty Detail Schedule by 
clicking on the course detail. 
 

Adding Course Information (Web Address, Objectives and Requirements) 
You can now add course information such as a web address, learning objectives, required 
materials and technical requirements to your course and students can view this information when 
they access course information from their schedule.  To add course information: 

1. From the Faculty Detail Schedule, click on the Maintain link next to Syllabus 
2. Under Syllabus data, enter the following information (note:  all fields are optional): 

a. Click in the Long Section Title 
field and enter the detailed name of 
your course 

b. Click in the Course URL field and 
enter your web address 

c. Click in the Learning Objectives 
field and type the learning 
objectives for the course 

d. Click in the Required Materials 
field and enter any required materials  

e. Click in the Technical Requirements field and enter any technical requirements 
3. Click on the Submit button and you will receive a message stating that your update was 

successful. 

Adding Office Hours 
You can now add office hours to your course and students can view these office hours when they 
access course information from their schedule.  To add office hours: 

1. From the Faculty Detail Schedule, click on the Maintain link next to Office Hours 
2. Under Office Hours, enter the following information: 

a. Click in the From Time field and enter the start time of your office hours in 
military time (for example, 2:00PM would be entered as 1400) 

b. Click in the To Time field and enter the end time of your office hours in military 
time (for example, 4:00PM would be entered as 1600) 

c. Under Days of the Week, check off the days of the week that the office hours 
apply 

d. Under Contact Number, click on the down arrow and choose a phone number 
e. Click in the Location field and enter your office location 
f. Click in the From Date field and enter a start date for the office hours 
g. Click in the To Date field and an end date for the office hours 
h. Under Disply, click on the checkbox to indicate that you want the office hours to 

display on the Web 



Central Connecticut State University 

CentralPipeline for Faculty  Page 6  

i. If you have additional office hours, repeat steps a – h for each set of office hours 

3. If you would like to copy the office hours to another course you are teaching, click on the 
down arrow next to Copy To and select the course 

4. Click on the Submit button and you will receive a message stating that your update was 
successful. 

 

Class Lists 
The Faculty Services menu gives you the ability to access your class lists in two different 
formats – Detail Class List and Summary Class List. 

Detail Class List 
The Detail Class List contains information about the student such as their program, department, 
class, level, degree, major, etc.  To access the Detail Class List:  

1. From the WebCentral-Banner Web channel, click on Detail Class List 
2. If you have not selected a Term in this CentralPipeline session, the Select Term screen 

will display – select the Term, then click on the Submit button 
3. If you have not selected a CRN in this CentralPipeline session, the Select CRN screen 

will display – select the CRN, then click on the Submit button 
4. Your Detail Class List will be displayed.  If you would like to print this list, use the Print 

option in your web browser. 
 

Summary Class List 
The Summary Class list contains information about the student such as their ID number, level, 
degree, program, etc.  To access the Summary Class List:  

1. From the WebCentral-Banner Web channel, click on Summary Class List 
2. If you have not selected a Term in this CentralPipeline session, the Select Term screen 

will display – select the Term, then click on the Submit button 
3. If you have not selected a CRN in this CentralPipeline session, the Select CRN screen 

will display – select the CRN, then click on the Submit button 
4. Your Summary Class List will be displayed.  If you would like to print this list, use the 

Print option in your web browser. 
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Accessing Student Address/Phone Number from the Class List 
You can access a student’s address and phone number 
information directly from the class list.  To access this 
information: 

1. From the class list, click on a student’s name 
2. The student’s address and phone number will be 

displayed.  To return to the class list, click on the Class 
List link located at the bottom of the screen. 

 
 
 

E-mailing Individual Students or the Entire Class from the Class List 
You can now e-mail individual students or the entire class directly from the class list.  You will 
need to have your e-mail account open to send e-mail messages. 
To send an e-mail to an individual student: 

1. From the class list, click on the e-mail icon located to the right of the 
student’s name (if the student does not have an e-mail icon next to their name, they 
may not have set up their BlueNet ID and/or activated their e-mail). 

2. A new Outlook e-mail message will open and will be addressed to the student.  Compose 
and send your e-mail message as usual. 

 
To send an e-mail to the entire class: 

1. From the class list, scroll down to the bottom of the list and click on the 
E-mail Class link 

2. A new Outlook e-mail message will open and will be addressed to the entire class.  
Compose and send your e-mail message as usual. 

 

Copying the Class List to an External Program 
You can copy your Summary Class list to a CSV (Comma Separated Values) file for use in 
Excel or another program that accepts this file type.  The class list file can be used for grading, 
mailing labels or other purposes.  To copy your class list: 

1. Access the Summary Class List format 
2. Scroll down to the bottom of the list and click on the Class List 

CSV File for Excel button 
3. From the File Download dialog box, click on the Save button 

 

E-mail icon 
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4. From the Save As dialog box, navigate to 
the location you wish to save the file to, 
enter a file name in the File name field, 
then click on Save.  The file will be saved 
to the specified location.  You are now 
able to open this file in Excel or another 
program that accepts CSV file types. 

 
 
 
 
 
 

Final Grades 
The Faculty Services menu gives you the ability to enter and submit your Final Grades 
electronically.  To enter your Final Grades:  

1. From the WebCentral-Banner Web channel, click on Final Grades 
2. If you have not selected a Term in this CentralPipeline session, the Select Term screen 

will display – select the Term, then click on the Submit button 
3. If you have not selected a CRN in this CentralPipeline session, the Select CRN screen 

will display – select the CRN, then click on the Submit button 
4. The Final Grade Worksheet for the class you selected will be displayed.  Scroll down to 

view your list of students. 
5. In the Grades column, click on the drop-down arrow next to None, then click on the 

appropriate grade.  Continue this process for each student on your Worksheet. 

6. If you have a student that has stopped attending your class and did not officially 
Withdraw, you must indicate this is the Last Attend Date column.  Enter the appropriate 
grade for the student, then type the date they last attended your class in the Last Attend 
Date column – you must enter the date in MM/DD/YYYY format. 

7. When you are done entering your grades on this screen, click on the Submit button 
located at the bottom of the page.  The Submit button acts as a save command, so you can 
press this button at any time during the grading process.  After clicking on the Submit 
button, you will see a message at the top of the worksheet that says “The changes you 
made have been saved successfully” – this is your confirmation that your grades have 
been submitted. 
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8. If you have more than 25 students registered in your course, you will have additional 
pages of grades to enter as indicated on the Final Grade Worksheet.  Next to Records, 
click on the link for the next set of students to enter grades, then repeat steps 5-7 (be sure 
to click on the Submit button for the each page of grades before going to subsequent 
pages). 

Notes:  There is a 30-minute time limit to enter your grades on each screen.  
Do not enter any information in the Attend Hours field – we do not use 
this field at CCSU. 

Rolled Column - Once Registrar’s Staff rolls grades to academic history, the Rolled Grades indicator will 
be changed to Y.  If you need to change a grade after they have been rolled, you must submit an official 
Change of Grade Form to the Office of the Registrar. 
 
Note: You can also e-mail students directly from the Final Grades worksheet by clicking 
on the e-mail icon next to their name. 
 
 

Student Menu 
The Student Menu gives you the ability to access student 
information such as transcripts, address and phone 
number information, alternate PINs and student 
schedules.  To access the Student Menu: 

1. From the WebCentral-Banner Web channel, click 
on Student Menu 

Student ID Selection 
The ID Selection allows you enter an ID number directly or 
search for a student by name.  To use the ID Selection: 

1. From the Student Information menu, click on ID 
Selection 

2. To enter an ID number for a student click in the Student 
or Advisee ID field and enter the student’s ID number 
OR to search for a student by name, enter their First 
and Last name 

3. Click on the Submit button 
4. At the Student Verification screen, verify the student’s 

name displayed is the student you are looking for, then 
click on the Submit button.  If it is not, click on the ID 
Selection link at the bottom of the screen to return to the ID Selection screen and search 
again 

5. Once you verify the student’s name, you will be brought back to the Student Information 
menu.  You can now view information for the student you just selected. 
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Student Information 
To view student information such as registration, curriculum, alternate PIN and advisor: 

1. From the Student Menu, click on View Student Information 
2. If you have not selected a Term in this CentralPipeline session, the Select Term screen 

will display – select the Term, then click on the 
Submit button 

3. If you have not selected a student in this 
CentralPipeline session, select the student using 
one of the methods described in the ID 
Selection section of this guide  

4. The student’s information will be displayed.  To 
print the information, use the Print option in your web browser. 

Student Address and Phones 
To view a student’s address and phone number: 

1. From the Student Menu, click on View Student Address and Phones 
2. If you have not selected a Term in this 

CentralPipeline session, the Select Term screen will 
display – select the Term, then click on the Submit 
button 

3. If you have not selected a student in this 
CentralPipeline session, select the student using one 
of the methods described in the ID Selection section 
of this guide  

4. The student’s address and phone number will be 
displayed.  To print the information, use the Print 
option in your web browser. 

 

Student E-mail Address 
To view a student’s e-mail address: 

1. From the Student Menu, click on View Student E-Mail 
Address 

2. If you have not selected a Term in this CentralPipeline 
session, the Select Term screen will display – select the 
Term, then click on the Submit button 

3. If you have not selected a student in this CentralPipeline 
session, select the student using one of the methods 
described in the ID Selection section of this guide  

4. The student’s e-mail address will be displayed.  To print 
the information, use the Print option in your web browser. 
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Student Schedule 
To view a student’s schedule: 

1. From the Student Menu, click on View Student Schedule 
2. If you have not selected a Term in this CentralPipeline session, the Select Term screen 

will display – select the Term, then click on the Submit button 
3. If you have not selected a student in this CentralPipeline session, select the student using 

one of the methods described in the ID Selection section of this guide  
4. The student’s schedule will be displayed.  To print the information, use the Print option 

in your web browser. 

Student Academic Transcript 
To access a student’s academic transcript: 

1. From the Student Menu, click on Student Academic 
Transcript 

2. Enter the student’s ID number, then click on Submit ID 
3. At the Student Academic Transcript screen, click on the 

down arrow next to Select Transcript Level and select All 
Levels, Graduate or Undergraduate.  Leave the Transcript 
Type as Web Transcript, then click on Display Transcript 

4. The student’s transcript will be displayed.  To print the 
transcript, use the Print option in your web browser. 

 

Advisee Listing with Alternate PINs 
You can view and download a list of your advisees with their 
alternate PINs through the WebCentral-BannerWeb system.   
To view a list of advisee Alternate PINs using the Advisee List: 

1. From the Student Menu, click on Advisee Listing.  A list of 
your advisees and their Alternate PINs will be displayed 
(Note: The Alternate PIN is called the Registration PIN on 
this screen). 
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2. If you would like, you can export a copy of this listing to a CSV file for use in Excel.  To 

do this, scroll down to the bottom of the list and click on the Advisee List CSV File for 
Excel button. 

 
 
3. From the File Download dialog box, click on the 

Save button 
 

4. From the Save As dialog box, navigate to the 
location you wish to save the file to, enter a file 
name in the File name field, then click on Save.  
The file will be saved to the specified location.  
You are now able to open this file in Excel or 
another program that accepts CSV file types. 

Student Search by Name 
The Student Search by Name option allows you to search for students by level, first and/or last 
name, and your advisees only.  Once you have the student displayed, you can access information 
such as transcripts and schedules directly from the results screen.  To search for a student by 
name: 

1. From the WebCentral-Banner Web channel, click on the More Faculty Services link 
2. Click on Student Search by Name 
3. Enter your search criteria, such as Term, Level, and Name.  When entering your criteria, 

you can use a wildcard (the % symbol) if you are unsure of any part of the name.  For 
example, you could enter J% in the first name field and Smith in the last name field to 
search for all people with the last name Smith whose first name begins with the letter J.  
The wildcard can be placed anywhere in the name. 



Central Connecticut State University 

CentralPipeline for Faculty  Page 13  

 
4. Click on the Search button and the results will be displayed.  When you locate the student 

you are looking for, click on one of the links (Transcript, StuInfo, StuSched, Addr) to 
access the information.  If there is an e-mail address listed for the student, click on the 
address to automatically open a new mail message addressed to the student. 

 
 
 
 
Exiting CentralPipeline 
Once you have finished using CentralPipeline, you should exit completely by clicking on the 
Logout button located in the upper-right corner. 
 


