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KMS SACSCOC Faculty Credentials Tool Overview 
 

The TCSG Data Center has developed a web-based Faculty Credentials application which houses all 

credentials data.  All credentials information should be managed from the KMS SACSCOC Faculty Credentials 

application to provide a centralized and consistent format for reporting credentials information to SACSCOC.   

BANNER Requirements  

The following Banner Requirements should be completed before using the KMS Faculty Credential Module. 

Baseline instructor data, which is required for all instructors, should be entered into BANNER as the 

foundation for the KMS Credentials application.  

SIAINST (Faculty Advisor Information)  

Note: This step must be completed in order for instructors to show up only one time on the Roster and 

Matrix (according to their primary area of responsibility). Every time a new faculty member is added in 

Banner, this step should be completed. 

 

The first step in the process is to access the form SIAINST.  

Enter ID# or Search for faculty member. Enter Term. Press “GO”. 

 

 
 

Enter Status and Status date, Check Faculty box, Check Advisor box if needed, Enter Category, Enter Staff 

Type, and Enter Workload Rule. Save. Reminder - if you need help use the search button.  
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Press “Alt” and “Page down”. Enter Type. Enter Rule. Check Default Indicator box. Check Home Box. Enter 

Department. Enter Percentage (normally 100%). Save. 

 

 
 

If you do not find a department code, contact your Registrar so that it can be entered and will appear in the 

validation selection. Note: This is an ongoing process.  Every time a new faculty member is added in Banner, 

this step should be completed. 

SIAFDEG-Entry for Colleges attended, Degrees, and Majors 

Access the form SIAFDEG.  The Faculty Degree Information form will appear.  If you have the ID of the 

instructor that you would like to document, you may enter it in the ID field and then press the Go button.  

If not, you may type the instructor’s name in this format (Last Name, First Name) and press enter. We 

highly recommend including faculty ID numbers on printed faculty credential forms for easy reference.  The 

Data Center Matrix and Roster reports now include faculty ID numbers.   

 

 
 

If there are duplicate IDs for the instructor, the ID that starts with 9000 is generally the correct one to use.  

If there are more than two IDs for the instructor that begin with 9000 or a number other that a SSN, records 

may need to be merged.  In this case, contact BANNER support to help in resolving this issue.   

 

 

Enter the institutions that this instructor has previously attended.  If you do not know the college code, Click 

the Search Button  to the right of the “Prior College” field and the “Source or Background Institution” 

query screen will appear.   
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In the “Name” field, type in the name of the institution that you would like to populate into the “Prior College” 

field, press GO.  Select Institution. (It may be faster to search by the City the college is located.) 

 

 
 

Enter date the Date Original Transcripts are received. Enter Date that transcripts are reviewed. Check Official 

box once Official transcripts are received.  

 

“Alt” and “Control Page Down” to Enter Degree. 

 

 
 

From the hardcopy transcript for the instructor, determine the date that the instructor began working on 

and completed this degree and enter these dates into the “Attended From” field and the “Attended to” fields.  

Enter the date that the degree was conferred in the “Date” field. *It is not necessary to enter any data into 

the other fields in this data block. 
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“Alt” and “Control Page Down to enter Major, Minor, or Concentration. 

 
 

Click on Search Button  for Major. Type in Criteria for major. Select Major. Save.  

Do not use the codes that contain non-numerics. The numeric codes we created by the data center and 

are standard. 

 

List of all college codes, degrees and majors can be found on KMS, 

https://kms.tcsg.edu/DPR/AppSupport/BannerCodes.aspx.   

 

 
 

 
 

 

 

 

 

 

 

https://kms.tcsg.edu/DPR/AppSupport/BannerCodes.aspx
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To add another college Press the “Insert Button” on the right of side of screen. 

 

BANNER DEFECT: 

 

 
 

 

 
You may receive an error when trying to update the “Prior College” field.   
 
"Cannot update Prior College, Admissions request code used for another record” may be displayed when a second 
college is added where both colleges have the same Admissions Request Code defined on STVSBGI. 
 
Workaround: Temporarily remove Admissions Request Code from STVSBGI, then add 2nd college on SIAFDEG, then 
replace Admissions Request Code on STVSBGI. 
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SCACRSE 

Entry for marking appropriate general education courses as well as all the courses listed in the TCSG 

Articulation Agreements for SACS Accredited Colleges (Georgia Board of Regents agreement and the Georgia 

Independent Colleges Association) so that they appear on the Roster and Matrix as “UT.”   Courses listed in 

institutional articulated transfer agreements should also be marked. 

 

Enter the SCACRSE screen.  Enter Subject, Course Number and Term. Press Go. Press “Alt” and “Page Down” 

3 times to get to the Schedule Type Screen. Select TRF from the Schedule Dropdown. Save. 
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KMS Faculty Credentials Module Access 

If your college is not currently using the KMS Faculty Credentials Module you will need to do the following 

to have access to the web app: 

 

 Send an email request to the Data Center Help Desk (datacenter@tcsg.edu) to request that your 

college be activated for web app use. The Data Center will pull in the any existing Banner data, etc. 

for “active” colleges that have requested to use the app. 

 

 Send an email request to the Data Center Help Desk (datacenter@tcsg.edu) with a list of current 

KMS college users that need access to the web application. If some of these users do not 

currently have a KMS account, please note that in your request so the new KMS user account(s) 

will be created. 

KMS Requirements  

Login to KMS and navigate to the “Application Support” tab, and click on the “SACSCOC Faculty Module” 

drop-down item.  If your account does not have access to this module, please contact your college’s Data 

Center point-of-contact (usually the registrar) and they can have you permissions updated. 

 

 
 

 

 

 

 

 

 

Click on the green “GO” button to enter the application. 

 

 

mailto:datacenter@tcsg.edu
mailto:datacenter@tcsg.edu
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Base Information Still Required to be Entered into BANNER 

Baseline information about the instructors still needs to be entered in BANNER before updating credentials.  

The baseline information (covered in the previous section) includes: 

 

 SIAINST (Faculty Advisor Information) 

 SIAFDEG-Entry for Colleges attended, Degrees, and Majors 

 SCACRSE – (UT and UN designations for courses) 

eCampus Transcripts from a Host College (Beta) 

To evaluate a transcript portfolio for an instructor who is located at a HOST institution, use the “Download 

eCampus Host Faculty Transcripts” button. 
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From this screen, select a HOST college and the available instructor’s transcript portfolios will be 

displayed. Use the “OPEN” or “DOWNLOAD” buttons to review one or more transcripts. 

Refreshing BANNER Instructor’s Base Data   

 

 
Base instructor information such as instructors’ IDs and classes being taught is refreshed every night.  If 

you have new instructors and need to immediately work in the Credentials Module, the “On Demand Faculty 

Refresh from Banner” can be used to make freshly entered instructor data available as you need it.  Enter 

the ID (9000 number) for the instructor and click on the “Refresh Banner Faculty” button.  This will perform 

a pull operation on the local BANNER database of your college and update the information at KMS.  

 

The update is designed to run only one instructor per college at a time – to preserve database resources. If 

another faculty update is in progress, when run, it will not run. When the existing job completes, another 

can be run.  Wildcards (%) will not work with this system.   

   
 
You’ll see a screen similar to this when you run the process:  
 

 
 
Click “Update Job Status” and you will see the progress of the process until it reaches “Success”, at which 

point the instructor’s current information has been refreshed on the KMS database. 
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Faculty Search and Data Input/Edit 

 
 

The “Faculty Search” screen allows you to locate, verify, input, and update instructor’s credentials 

information.  Select your college’s name from the drop down list (depending on permissions, you may only 

see your college).  You can enter the 9000 number or any part of the name of the instructor you wish to 

locate.  Each record displayed will have a  menu in the left margin which defines each area 

or credentials you may work within. Clicking on a letter brings up that particular area. 

 

 
 
Consider the “whole person” when justifying a faculty member to teach a course.  In some cases, work 

experience or a certification may be more relevant to the competencies being taught than their academic 

qualifications.  Review the competencies of each course to ensure you have each competency covered with 

a relevant qualification.  Select ONLY qualifications that are relevant to what is being taught.  Don’t overkill. 

 

 

 

 



KMS Faculty Credentials Tool 
November 30, 2021 

 

11 

 

Qualifications, Academic 

Click on the “Q” for “Qualifications”.  It breaks out into Academic, Certifications, and Experience.  You may 

select one or all of these to view.  Clicking on the “+” box expands the view. You may also type in the 

“Search Qualifications” box to find a specific word within any of the data presented below. “Expand all” 

explodes the data to a detailed view. 

 

 
 

Selecting any one block reveals more detail on that particular block.  In this case, selecting “Florida State 

University | Master of Science | Mathematics” reveals this data (abridged). 

 

 
 
At the bottom of this page is where you’ll find options to add more courses to this degree.  Simply enter the 

data and click on “Save”.  Information on an existing course can be edited or the entire line can be deleted 

by clicking on the appropriate option. 
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Other degrees and Colleges are listed as well to allow you to expand the coursework for each, edit or delete 

courses, or add new ones.  These will be all the colleges that were entered in the BANNER SIAFDEG screen.  

New colleges cannot be entered from the Faculty Credentials module; only courses the instructor took at 

the college selected can be added. 
 

 
 

Qualifications, Certifications 

Certifications are added, edited, deleted from the Faculty Qualifications – Certifications screen.  The process 

is straight-forward for as with the academics qualifications screen. Only enter the information for which you 

can provide the evidence from the faculty credentials/personnel file.  (Certifications, licensures, etc.) 

  

 
 
 
 

 
 

 



KMS Faculty Credentials Tool 
November 30, 2021 

 

13 

 

Qualifications, Experience 

Experience is added, edited, deleted from the Faculty Qualifications – Experience screen.  The process is 

straight-forward for as with the academics and certifications screens.  Experience is based upon Employers, 

so each experience item is linked to a specific employer.  The existing employers’ blocks expand to reveal 

all the associated experience items. 

 

 
 
To add an experience, either select an existing Employer or create a new employer first.  To create a new 

employer, click on the “Create New Employer” block to reveal this input screen. 

 

 
 

Once the employer has been created, experience (also called duty) can be added. 
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Faculty Justifications 

Upon selecting a faculty member from the “Faculty Search” screen, click on the “J” for “Justifications”. 

 

 

 
 

Courses taught by the instructor are listed on the left, qualifications are loaded on the right.  Select the 

course(s) you would like to justify in the left column and then click “Load Course/Courses”. 

 

 
 

 
 

A new window will open with the course competencies for the selected course(s).  This is where a dual-

screen system comes in handy!  Pull the new tab to a separate monitor so you can evaluate the 

competencies for the course as you select qualifications in the right column.   
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Based on the qualifications in the right column, evaluate each course to determine if that qualification is 

relevant to the course(s) you’ve selected in the left column.  Put a check mark by each course in the right 

column that is applicable.  (Example is abridged) 

 

 
 

Once you have selected all the correct qualifications, click on “Save Justifications” at the bottom of the 

screen. 
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eCampus Processing 

The SACSCOC Faculty Module is designed to work seamlessly with eCampus instructors.  

 

The HOST college will enter all the Academic, Certification, and work experience qualifications in Banner 

and the SACSCOC Faculty Module database. The HOST college must also upload the Faculty Credential 

Checklist File and all referenced documentation (e.g., transcripts, licensures, etc.) as a single PDF. To 

upload the Checklist File, the HOST college will search for the instructor, and select the ‘T’ option on the 

detail row, which allows the upload.  

 
 

Each HOME college will see these qualifications and Checklist File when they load an eCampus instructor. 

The HOME college that plans to enroll students in eCampus courses should download the Checklist File and 

all referenced documentation and use it to demonstrate that the faculty member has the necessary 

qualifications to teach a given course.  To download the Checklist File, the HOME college should return to 

the Faculty Module home page and click “Download Host Faculty Credential Checklist File.” 
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Each HOME college must enter the justifications for each eCampus HOST instructor. Refer to the eCampus 

Faculty Credentials Qualification Process and Faculty Credentials Checklist for additional information.  

 

Each HOME college must follow the Banner setup document for entering eCampus courses and assigning 

the HOST instructor. The HOST instructor must have a Banner id in the HOME college and have a valid 

department code. There is no reason to enter the academic qualifications in Banner for the SACSCOC 

Faculty Module as these will be pulled in from the HOST college Banner system and available in the 

SACSCOC Faculty Module for the HOME college. 

 

HOST instructors are identified in the SACSCOC Faculty Module as shown in the Faculty Search screen 

shot below. Once a HOST instructor is loaded by the HOME college, the HOST source college is displayed 

as seen below and all academic, certification and work experience qualifications entered by the HOST 

college are available for justifications. 

 

The default and recommended eCampus option is HOST mode. This allows access to all qualifications 

entered by the HOST college. However, if a HOME college prefers to enter all the academic qualifications, 

certifications and work experience, the HOME option can be used. Switching from HOST to HOME or HOME 

to HOST clears all previous justifications. Justifications will have to be reentered using the new source 

each time it is changed. 

 

The Faculty Qualifications screen shot below shows how the source is displayed for the default HOST 

mode. Notice the HOST college is displayed. The source can be changed by clicking the Change Source 

link. If the source is changed to HOME, the source display will be changed to HOME to indicate the source 

of the qualifications. 
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Again, it is recommended to always use the default HOST mode. This is what the SACSCOC Faculty 

Module was designed for. 
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Reports 

The Faculty Reports (Matrices and Rosters) have been converted to Crystal Reports and should be 

available to anyone who has been granted permissions to the Faculty Credentials group. Reports include 

the following:  

 

 

 
 
• Exception Report: Expired Credentials - LB282L/TEC0282* 
• Exception Report: Faculty Not Assigned Department - TEC0209* (NEW) 
 

 

Selective Instructor Reporting for New or Revised Faculty 

To help college run reports on select faculty, including those hired since the college’s last reaffirmation, 

the Faculty Module now includes Selective Instructor Reporting. The Selective Instructor Reporting tool 

allows colleges to create a temporary table in the database, which includes faculty specifically identified by 

the institution. Colleges can add or remove instructors to the table, and then run the matrix and roster 

reports on the selected faculty.  

 

To add instructors to the Selected Faculty table, colleges will click “Manage Selective Instructor Reporting” 

on the home landing page. From there, the college will go to the lower half of the page, under “All 

Faculty”, and search for the faculty names to add. You may search by instructor name, department, or ID. 

Click on the instructor name(s) and after all of the faculty that you want added are listed on the right, 

under Selected Faculty to Add, click the blue button labeled “Add Faculty to Add.” (Steps 1 and 2 below.)  

 

To remove instructors from the Selected Faculty table, find the instructor names under “Click Faculty 

Name to Select for Removal” and click “Remove Faculty to Remove.” (Steps 3 and 4 below.) 

 

Once you have built the Selected Faculty table, the rosters and matrix reports can be run for only the 

selected faculty.   
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eCampus Instructors Error Checking 
An instructor error check has been added the KMS Report TEC0361.   

 

 
 

By running this report, instructors may be identified that have been added by the HOST college, but not 

yet added into the HOME college’s BANNER. Course CRNs affected and the instructors in error are 

identified by the report.    
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Block Level Campus Student 
Instructor 

ID CRN Error Value in Error 

Y Credit 
  

Student 
  

41738 Host/Home Instructor information 
do not match (eCampus) 

HOST Instructor/ PCT Responsible - Martin 
Michael/ Pct Responsible - 1 

Y Credit 
  

Student 
  

41738 Host/Home Instructor information 
do not match (eCampus) 

HOST Instructor/ PCT Responsible - Duram 
Robert/ Pct Responsible - 99 

Y Credit 
  

Student 
  

41739 Host/Home Instructor information 
do not match (eCampus) 

HOST Instructor/ PCT Responsible - Duram 
Robert/ Pct Responsible - 100 

 

Summary/Tips 

Credentialing is a Never-Ending Process!   Run a matrix several times during a term and check it!  

 

Courses and instructors may be added until drop/add…or after. 

 

Input new instructor information and justify courses every term. 

 

Run the Faculty Matrix and Faculty Roster from KMS. Export the reports to pdfs. Scroll thru to look for 

blanks – holes. Input needed info in Banner.  Re-run reports – check for holes - export final reports to pdf.  

 

Make sure your general education courses are coded correctly in Banner – degree level general education 

courses which have been approved for transfer. 

 

Make sure the courses listed in all articulation agreements are coded as transferrable in the SCACRSE – 

Schedule type screen so they appear as UT. 

 

Faculty Credentials File – Scan each instructor’s entire file to a pdf document. 

 

Use two monitors – able to view scanned file on one screen – KMS and Banner on the other screen. 

 


