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My Profile 
The My Profile page allows the logged in user to see information about themselves (faculty, staff, and 

students). Within this page, you will be able to view and update your biographical and demographic 

information as well as create, view, and update your employee direct deposit allocations. Note: Not all 

links are available to all users, e.g. only students can access the Proxy Management link. 

 

Personal Information 

Allows you to view and update your biographical and demographic information including: 

• Personal Details 

o First, Middle, and Last Name (view only) 

o Date of Birth (view only) 

o Preferred First Name 

o Personal Pronouns 

• Email 

• Phone Number 

• Address 

• Emergency Contact 

• Ethnicity and Race 

Direct Deposit 

Allows you to create, view, and update your employee direct deposit allocations. You are able to view 

and/or update: 
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• Pay Distribution 

• Purposes Pay Distribution 

• Accounts Payable Deposit 

Faculty and Advisor Services 
Faculty Services in Banner Services provides a comprehensive suite of tools designed to streamline 

academic and administrative tasks for faculty members. 
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Navigation Tip: To get back to this menu from any page, click the four-square menu in the upper left 

corner of the page, then click Banner, then click Faculty and Advisors. 

 

Grade Entry 
This page will list the courses available to you for grading. If you have only one course, the page will 

open with the roster displayed. If you have more than one assigned course, click on the grading status 

for the course for which you wish to enter grades. The grading status will display Completed, In 

Progress, or Not Started. This page defaults to Final Grades. If you wish to enter Midterm Grades, click 

Midterm Grades. Student names are hyperlinked. Hovering over the name will display contact 

information for the student in a pop-out card. Clicking the name or clicking View Profile on the pop-out 

card will display the student’s profile. Click in the grade field to select the appropriate grade for the 

student. At the bottom of the page you may adjust how many rows appear per page. To save your 

grades, click the SAVE button. RESET will clear the grades you entered without saving and allow you 

to start fresh. 
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Attendance Reporting (Required) 
This is the old version of Banner Self Service that has been used to report students who never 

attended. TBR has not released the Banner 9 version of this page yet. This link will switch to the new 

version when it becomes available. 

Attendance Tracking (Optional) 
This page will allow instructors to track attendance in their assigned courses. As noted, it is not 

required. To enter attendance, click View Students for the course for which you wish to enter 

attendance. The class list will display with photos of the students. Names are hyperlinked and work in 

the same way as described above in Grade Entry. Click the date for which you want to enter 

attendance. That date will move to the far-right column of the page. Click once to mark the student 

present. Click again to mark the student absent. On the right-hand panel, click Absence Notified to 

indicate the student notified you of the absence. Click Extended Absence to indicate the student will be 

absent for a period of time. Note boxes will appear to enter optional additional information. Attendance 

percentage is calculated based on the number of days reported present/number of days reported X 

100. You may not report attendance until the meeting day.  
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PRO TIP: Use the UPDATE ALL and CLASS features to improve efficiency. Note that a class meeting 

cannot be cancelled until the day of the meeting. 

 

                     
 

 

Advising Student Profile 
Use this page to review important information about your student/advisee. You must first select a term 

and student/advisee. You may search for the student/advisee by Student ID (T-Number), email 

address, or name. Use ‘last name, first name’ to search by name. Once student/advisee is select, click 

View Profile. NOTE: To view a different term for the same student/advisee or to view a different 

student/advisee, click Advisee Search in the upper left area of the page. 
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Class List 
Use this page to view your class lists for the selected term. From the list of CRNs, click the subject and 

course number in the SUBJECT column to open a list.  
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There is a great deal of functionality on this page.  

• Export – you may export your class list into a spreadsheet. 

• Print – you may print your class list. 

• Summary view or detail view is available. 

• Email – you may email individual, selected, or all students by click the check boxes next the 

names then clicking the envelope icon. The check box at the top of the column selects all 

students. 

• Enter Grade – this link will take you to the grade entry page. 

• Student photos – are available if the student has a photo on file. 

• Name hyperlinked – names are hyperlinked and function as noted above. 
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Office Hours 
Use this page to maintain your office hours for a class. From/To Times and From/To Dates are required 

when adding office hours. Students may view your office hours when the Display indicator is checked. 

Office hours are specific to the selected CRN but may be copied to other CRNs. 

 

 
 

Syllabus Information 
Use this page to maintain syllabus information, learning objectives, required materials, and technical 

requirements for the course. 
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Faculty Detail Schedule 
Use this page to view your detailed schedule. First select a term and CRN from your assignments. Your 

office hours and syllabus information display at the bottom of this page. Links are provided to these 

pages, as well. The CRN hyperlink provides additional details about your CRN. And there is a hyperlink 

to your class list. 
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Assignments 
This page includes Active Assignments and Assignment History. Active Assignments includes all CRNs 

with students who have no grades or grades that have not been rolled to academic history. The 

Assignment History includes all active previously assigned CRNs. Note the hyperlinks to the previously 

discussed pages. 
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Faculty Week at a Glance 
All classes for which an instructor is assigned are displayed per the week chosen at the top middle of 

the screen. You may use the arrows on either side of the date to move forward or backward one week 

at a time. Click the Today button to return to the current week. You may also type/select a date in the 

date field on the right side of the page then click GO to move to a specific week. Sections with no 

meeting day or time (such as online) are listed at the bottom. 

 

Student Week at a Glance 
Use this page to view a student’s schedule. First select the term, then enter the student’s ID (T-

Number) or Last and First name. Click SUBMIT. The search results will appear in the bottom of the 
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page. Click in the row that contains your student. Once the schedule displays, the page functions just 

as the Faculty Week at a Glance. 

 

Student Registration History 
Use this page to active as well as completed registrations for a student/advisee. Withdrawn, dropped, 

and/or cancelled classes are also displayed. The student selection page works the same as above. The 

name in this page is hyperlinked as noted in above pages. The CRN and Course Title are hyperlinked 

to detailed information about the CRN and course catalog entries, respectively. 

 

University Withdrawal Chair Approval 
This page is used by department chairs to review and approve student requests to withdraw from the 

university. Select the term then enter the T-Number. Select the name in name field then the student’s 

reason for withdrawal and the Chair Approval section will appear. Select the approval choice, add 

comments, if desired, then click SAVE. 
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My Class Evaluation  
This link will take you to the class evaluation page. 
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