
User Guide 
Steps To Arrange Optional Meetings with Lecturers 

 
1. Login to Self Service Banner https://ssb.ancheim.ie/ittralee/ using your student ID & PIN (ID and 

PIN to access exam results). 
2. Select Student Main Menu 
3. Select Organise Student Lecturer Meetings (OPTIONAL) 

a. This screen will display a list of modules. See sample screen below: 
 

 
 

4. The screen lists the following columns: 
a. Request Meeting check box 
b. CRN 
c. Module Title 
d. Grade 
e. Status 
f. Lecturer Name 
g. Corrected By Indicator 

5. To request a meeting with a lecturer, for a particular CRN, please tick the relevant check box(s). 
6. When the required check box(s) has been ticked, click the Submit Changes button. 

  



7. This will then display a second screen, where the student may indicate that they will be 
accompanied at the staff-student meeting: 

 

 
 
8. This second screen lists the modules for which a student has requested a meeting.  
9. To indicate that the student will be accompanied at the staff-student meeting, please tick the 

relevant check box(s). 
10. This will cause an email will be sent to your student email account. This email: 

a. Confirms receipt of the meeting request(s) 
b. Informs you of the date, time & location of the meeting(s). 

11. Note: Just one email will be sent to your student email account - not an email per meeting 
requested. 

12. When completed, select RETURN TO MENU 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


