Banner Faculty and Advisor
Self-Service



Login

Navigate to
inside.sou.edu

Click the LOGIN button

If you have already
logged into an SOU
service like Gmail, our
single sign-on
mechanism may
remember you.

However, if prompted,
enter your SOU
username and password
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Arbor Day,
Botanical Tours

and Beyond

Last month, Southern Oregon
University was host to nearly 500
volunteers and event attendees
throughout the third annual SOU Arbor
Day celebrations. Many thanks go out

to the planning by SOU Landscape Services, the generous support from Kathryn and Barry Thalden,

and to Plant Oregon. - Read More

Do you have 2 good story? SUBMIT HERE ‘

A SOU Alerts

There are no alert
notifications

Manage your SQU Alert account

Pay Enrollment Depo

& Account Help

+ Students - Activate your
Account

» Reset your Password

+ Lookup Username

! Alumni and Former
Students




When logged in to
inside.sou.edu, your
name will appear in the
top right corner.

The content you see
reflects your role at
SOu.
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A SOU Alerts

Projects Add Art to
Campus

Over the next two weeks, the art piece
"Confluence" will be installed in the
lawns between Shasta and McLoughlin
Residence Halls. Every state-funded
capital project on campus is required
to set aside 1 percent of the budget for
art... — Read More

Do you have a good story? SUBMIT HERE

SOU Announcements

There are a variety of support groups and opportunities being offered throughout winter

There are no alert
notifications

Manage your SOU Alert account

» Manage Your SOU
Account

» Manage Your Banner
Password

Campus Events

» Jun 18, Mediation Course-
Summer 2016 - Hannon
Library 354
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Career Connections for
Employers

L. Service Center & Human Resources CASHNet Cashiering

Il Cognos Home
Budget and Accounting Benefits

= Cognos - FIS Reports

Banner FIS Training Faculty Resources = Cognos - |I*Reports
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Human Resources Holiday Leave Degree Works for Faculty
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Payroll New Employees Insight

Printing and Copy Performance Appraisal DocuSign
EMS
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IT Help Desk

Purchasing and Contracting People Admin
Support Services Payroll Timesheets

Travel Training
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Banner Facu|ty & Advisor Self-Service options Faculty Classes and Schedule Faculty Registration Tools
= Class List (Summary) + Course Catalog
= Wait List = Class Schedule
If you do not see this content, make sure you it e Sl
have the Faculty1 not Student’ tab Selected_ « Class List Download to Excel « Add or Drop Classes

« Faculty Detail Schedule «+ Change Course Options
= Faculty Schedule Week at a Glance « Registration Overrides
= Final Exam Schedule « lIrregular Registration

Advising Grade Assignment Quick Tips

= Advisee Listing - Final Grade Assignment = Advising Plans

« Student Information - Grade Changes - Advisor/Major Assignments
« Holds +« Advisee Grade Summary « Class List Download to Excel
« Transcript +« Faculty Grade Summary « Final Grade Assignment

= Tesk Scores + Grade Changes




Each item is a link. Most go to
pages in Banner Self-Service.

Some go to external content like
the Enrollment Times link which
points to an Enrollment Services

page.

Faculty Classes and Schedule

Syllabus

Office Hours

Class List Down'vad to Excel
Faculty Detail Schedule

Faculty Schedule Week a2 a Glanc=

de Assignment

Final Grade Assignment

Grade Changes

Advisee Grade Summary
Faculty Grade Summary

- %) > Faculty and Advisors

https://bandev.sou.edu/souupg/owa/twbkwbis P_GenMenu?name=t @) i

Personal Information culty Services §f Employee

RETURN TO MENU  SITE MAP  HELP

search ]

Faculty and Advisors

Student Information Menu
Display student information; View a student's schedule; Process registration overrides;
Process a student's registration; Change a student's class options.

Term Selection
CRN Selection
|- Faculty Detail Schedule
|~ week at a Glance
[“~=Detail Class List
Summary Class List
[~ Detail wait List
Summary Wait List
Final Grades
Registration Overrides
Add or Drop Classes
Look Up Classes
Faculty and Advisor Security Information
Advisor Menu
View a student's transcript; View a student's degree evaluation; Display your security setup.
Active Assignments
Assignment History
Class Schedule
Course Catalog
§Syllahus Information
Office Hours
— Advisee Grade Summary
— Faculty Grade Summary
Faculty Feedback
\Grads Changes
Class List Download to Excel or Word
Search and view Applications

RELEASE: 8.8
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Self-Service
Main Menu

Content on the Self-Service
Main Menu reflects your
roles at SOU. Thisis a
typical faculty member who
has not been a student at
SOu.

Notice the connection
between the listed links and
the tabs at the top.

Additional tabs and links
may exist if you have been
a student, gotten Financial
Aid, and other.
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Personal Information § Faculty Services § Employee

Search| || Go | ACCESSIBILITY SITE MAP HELP

Main Menu

Personal Information
Update addresses, review name change information, Change your PIN,

Faculty and Advisors

Enter Grades and Registration Owverrides, View Class Lists and Student Information
Employee

Time sheets, time off, benefits, leave or job data, paystubs, W2 and T4 forms, W4 data.

RELEASE: 8.8

@ 2016 Ellucian Company L.P. and its affiliates.




Personal
Information
Menu

Everyone gets the
Personal Information
menu.

This is where you set up
your PIN, your security
challenge questions, and
update those email,
phone, and address
records where user
maintenance is allowed.

These pages have mixed
content, some
updatable, some view-
only.

& hiips bandevsouedu O ~ & || §° Personal Information 4 | | -

Personal Information § Faculty Services ¥ Employee

Search | | | Go |

Personal Information

Answer a Survey

Change Security Question
\iew Addresses and Phones
Update Addresses and Phones
View E-mall Addresses
Update E-mail Addresses
View Ethnicity and Race
Update Ethnicity and Race
Mame Change Information
Change your PIN

Meed to update your PIN? Change it here.

Disability Status

Update Preferred First Mame

RETURN TGO MENU  SITE MAP HELP




Faculty and
Advisors Menu

The rest of this presentation
addresses the Faculty and Advisors
menu here, plus the Student
Information Menu and Advisor
Menu both shown as sub-menus.

Note: The Advisor Menu link here
opens to a menu Faculty & Advisors
Menu which is different than the
Faculty and Advisors menu.
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Faculty and Advisors

Student Information Menu

Display student information; View a student's schedule; Process registration overrides; Process a
student's registration; Change a student's class options.

Term Selection

CRMN Selection

Faculty Detail Schedule
Week at a Glance
Detail Class List
Summary Class List
Detail Wait List
Summary Wait List
Final Grades
Registration Overrides
Add or Drop Classes
Look Up Classes
Faculty and Advisor Security Information

Advisor Menu
View a student's transcript; View a student's degree evaluation; Display your security setup.

Active Assignments
Assignment History
Class Schedule

Course Catalog

Syllabus Information
Office Hours

Advisee Grade Summary
Faculty Grade Summary
Faculty Feedback

Grade Changes

Class List Download to Excel or Word

Saoarrh and Viaw Annlicaticnne




Select Term
and
Select CRN

Most enroliment information you will work with
relates term, crn, and students.

To choose or change terms for your selection:
1. Click the Term Selection link

2. Pick a term from the drop-down list

3. Click the Submit button

To choose or change CRNs for your selection:
1. Click the CRN Selection link

2. You will be presented with a list of the CRNs
for courses you are teaching. Choose one.

3. Click the Submit button

Until you choose another, Self-Service will work
with the Term and CRN you have selected

Personal Information

Faculty Services ¥ Employee

Search | || Go | RETURN TO MENU
Select Term
Select a Term:
Spring 2016
Winter 2016
Submit Fall 2015
Summer 2015
- Spring 2015
RELEASE. 5.5.4 Wil‘ltEl’ 2015
Fall 2014
© 2016 Ellucian [2Ummer 2014 L4 jt< affiliates.
Spring 2014

Wintar 2M1d

U SunGard Higher Education
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Personal Information

Faculty Services ¥ Employee

Seamh| || Go | RETURN TO MENU
Select CRN
CRN: ENG 103 0: Academic English ESOL Students, 7145 (10
IEP 011 0: Beginning Grammar, 6572 (0)
IEP 012 0: Beginning Vocab/Communication, 6573 (0)
Submit [|IEP 013 0: Beginning Reading, 6574 (0)
IEP 014 0: Beginning Writing, 6575 (0)
IEP 021 O: Elementary Grammar, 6576 (1)



Select ID

Selection of Student or Advisee occurs in many
contexts. Itis done much the same in each.

If you have the person’s ID, you can enter it in
the box.

If you have their name or partial name, enter
them in the appropriate boxes. Use ‘%’ as a
wildcard for one or more lettersor * ’as a
wildcard for exactly one letter.

By clicking the appropriate radio button for
Search Type you may limit the selection to only
your students, only your advisees, both, or all
people known in Banner which match the ID or
name you specify.

After entering your selection, click the Submit
button.

ef o)| d° https//bandevsouedu O - & H B SunGard Higher Education | J§* Advisee ID Selection

Personal Information ¥ Faculty Services § Employee

| Ge | RETURN TO MENU  SITE MAP

Search |

Student/Advisee ID Selection

¥ ¥ou may enter:
1. The ID of the Student or Advisee you want to process, or

2. Partial names, a student search type, or a combination of both. Then select Submit.

Student or Advisee ID:

OR

Student and Advisee Query
Last Name: | |

First Name: | |

Search Type: () students
) Advisees
) Both
o All

Submit || Reset |




Summary of the Faculty and Advisors menu

« Many items on the Faculty and Advisors menu are view only, for
example, faculty schedule, class lists (rosters), Class Schedule and
Course Catalog.

» Some items are for update: posting final grades and grade changes,
giving registration overrides to students, and helping them add and
drop classes.

 You may also enter office hours and syllabus information for your
courses by clicking the appropriate link, entering data, and clicking
Submit on the page(s) that come up.
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Faculty Registration Permits/Overrides

Registration Overrides

Information for John Doe

As primary instructor for a section, you may

permit students to override some, but not Registration Overrides

all, restrictions for the section. These can Override Course

be seen in the drop-down list in the image to [one [None |
the rlght |N0ne V|| None V|

|N0ne V|

Student Attribute Override
Capacity Override
Class Override

Other restrictions like maximum hours limit [conort override

. College Override
may be overridden through Enrollment Co-requisite Override
SerViceS Duplicate Course Override

Level Override
Major Override
Pre-Requisite Override brrides for the selected student and term.
Instructor Signatura Qverride
Time Conflict Override

Wait List Override le

No schedule available for selected term.

Datuirn ta Drnvsinne




Student
Permission

Some functions like adding
or dropping courses for a
specific student can obligate
them financially. To protect
the student through
ascertaining that they are
present when you are doing
those actions, entry of the
student’s PIN is required.

At SOU we never request a
student’s PIN. The student
should enter it themselves.

G )| > httpsi//bandey souedi/souipg/ows O ~ ¢ I i SunGard Higher Education | d° Faculty Student PIN X | [

Personal Information ¥ Faculty Services ¥ Employee

Search | || Go | SITE MAP  HELP

Faculty Student PIN

Information for John Doe

7 Please enter the Personal Identification Number (PIN) for the student. Choose the ID Selection link to salact a different student.

Student PIN:
Submit |

[ ID Selection ]

RELEASE: 8.1.1

© 2016 Ellucian Company L.P. and its affiliates.



Add or Drop Class

Once the student has entered their PIN, then
the process for adding and dropping is the
same process that students use.

The Class Search button takes you to a page
where you can enter search criteria, find
matching courses, and return with a CRN
which populates in the Add Classes
Worksheet, then click Submit Changes.

L

d7 Add or Drop Classes | ‘

e : ) g https//bandevsouedw'souy O = CI b Sm(ind)—lighwfdumﬁm

Personal Information ¥ Faculty Services § Employee

Search |
Add or Drop Classes

RETURN TO MENU SITE MAP HELP
123456789 Jane Smith

Summer 2016
Jun 17, 2016 11:57 am

¥ Use this page to add or drop classes for the selected term. Classes for which the student has already registered will appear in the
Current Schedule, Additional classes may be added in the Add Classes table. To add a class, enter the Course Reference Number (CRN)
in the Add Classes table. Classes may be dropped using the options available in the Action field. If no options are listed in the Action
field, the class may not be dropped. When adds or drops are complete, select Submit Changes.

You may choose Class Search to review the class schedule.
Information for John Doe

Current Schedule

Status Action CRN Subj Crse Sec Level Cred Grade Mode Title
**Registered®* on Jun 17, 2016 8806 ART 255 0 Undergraduate 4.000 Graded Introduction to Ceramics

Tetal Credit Hours: 4.000

Date:

CRNs

Billing Hours: 4.000
Minimum Hours:  0.000
Maximum Hours: 95.000

Jun 17, 2016 11:57 am

Add Classes Worksheet

‘ Submit Changes H Class Search || Reset |

<




Final Grades

Grades cannot be entered until Enroliment
Services opens grade entry near the end of
the term.

You can only enter final grades for courses
where you are listed as the primary
instructor. If you believe you should be able
to enter the grades but cannot, Enroliment
Services manage the data which controls this
functionality.

The grades on the drop-down list will be
limited to those valid for the specific course
you are looking at. For instance, if it is P/NP
only that is all you will see.

E I'—-l'T“_'.r-_v-"Fi §" il Genched
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Final Grades

“lohn Doe”
Spring 2016

Jun 09, 2018 00120 am

# Enter final gradas and last attendance dats and hours, If Confidential appaars next to a student's name, tha parsanal Is to ba kagt

Click on the Help link b see a description of grades used hara st SOU

Course Information

Academic English ESOL Students - ENG 103 0
CRN: 7145
Students Reqgistered: 0

. Please submit the grades often, There Is a 299 minute time limit starting at 09:29 am on Jun 09, 2016 for this page.

Final Grades
Record Student Name 1] Credits Registration Grade Rolled Last Attend Attend
Numhber Status Date Hours
MM/ DD/YYYY  0-0090,00
1 4.000 **Registered™* Nane %[N 1
Mar 28, 2016
2 4.000 "*Registered™™ HNone ™ N
Mar 22, 2016
3 4.000 “"Registered™™ Mana ¥ N
Apr 04, 2016
4 4.000 **Registered=* Nane ¥ N
Mar 30, 2016 -
5 4,000  *=Registered** None ¥ N
Feb 26, 2016 :
[ Studant Names and 1Ds Remowed 4.000 **Registerad®* None | N
Mar 14, 2016 RS
7 4.000 **Reqgisterad** Hone ¥| N
Mar 11, 2016 o
a8 4.000 **Registerad** MHone = N
Mar 18, 2016
9 4.000 **Registerad** (None ~I N
Mar 23, 2016 |
10 4.000 **Registered™* Hone % N

Feb 26, 2016
Submit || Reset

& Please submit the grades often. There is a 999 minute time limit starting at U9:29 am on Jun U9, 2016 for this page.

Registration
Number

CRCHCRERCRCRCRONCHE




Grade Changes

After grades have rolled to Academic History
(become part of transcript rather than
registration) they can’t be changed on the
Final Grades page, instead, they are updated
in Academic History using the Grade Change
Worksheet.

Select the New Grade for each student, then
click the Submit button.

? Grade Change Worksheet X

- C' [ https://bandev.sou.edu/souupg/owa,

Personal Information ¥ Faculty Services

Search

Go

OU_FacGrdChg.P_FacGrdChg

(] [ o= [

A1,
W
{[]]

s

RETURN TO MENU

Grade Change Worksheet : Winter 2016

- Enter changes to grades, then click Submit Grades.
- If the word "Confidential" appears next to a student's name, information is to be kept confidential.

- Click on a student's name to view the student's address(es) and phone(s).

- Click on help to see a description of grades used at SOU.

SITE MAP  HELP EXIT

/& Please submit the grades often. There is a 999 minute time limit starting at 12:15 pm on Jun 17, 2016 for this

page.

Course Attributes

Title:
Course:
CRN:

Calculus I

MTH 251 - RDH

5022

Students Registered: 6

Grade Changes
Record
Number

Student Name

1

2

3

MNames
Removed

Submit || Reset

‘L Please submit the grades often. There is a 999 minute time limit on this page.

Credits Registration

. 4.00

. 4.00

4.00

4.00

4.00

4.00

Status
**¥Registered**
Feb 15, 2016
**Registered**
Feb 26, 2016
**Registered**
Feb 26, 2016
**Registered**
Feb 26, 2016
**Registered**
Feb 26, 2016
**Registered**
Mar 01, 2016

Orig
Grade

Rolled Grade

Mode
Y Graded
Y Graded
Y Graded
Y Graded
Y Graded
Y Graded

New Grade

None ¥

None ¥

None ¥

None ¥

None ¥

None ¥




Class Roster

Shown is a Summary Faculty Class List

If you prefer a different CRN or Term, set
them by choosing Term Selection and CRN
Selection menu items before coming here.

You can email individual students or the
entire class. Email will go to the students’
SOU email addresses.

A Detail Faculty Class List is similar but has
more information about each student
including their current curriculum.

& hitps/bandeysoueduizouipgiowa/bw 2 = © | § Detai Facuity Class Lis

Personal Information § Faculty Services § Employee

I
Summary Faculty Class List

RETURN TO MENU  SITE MAP  HELP

123456789 Fred Flintstone

Spring 2016

Jun 22, 2016 11:23 am

7 An asterisk will appear next to the appropriate field if any of the following conditions exist: 1) The student has more than one major or department in his/her

primary or secondary curriculum. 2) The student has a program, level, college, or degree in the secondary curriculum that is different from that in his/her primary

curriculum.

If the word Confidential appears next te a student's name, the personal information is to be kept confidential.

Course Information

High Intermediate Writing - IEP 054 0
CRN: 6571

Duration: Mar 28, 2016 - Jun 10, 2016
Status:  Active

Enrollment Counts

Maximum Actual Remaining
Enroliment: 20 2 18
Cross List: 0 0 0

Summary Class List

Record Student Name D Reg Status
Number

1 “=Registered==
2 student info "hidden" =*Registered™™

Email class

Return to Previous

Level

undergraduate

Undergraduate

Credits

0.000

0.000

Final Grade Detail

Enter

Enter

@@

[ Term Selection | CRN Selection | Detail Class List | Final Grades | Faculty Detail Schedule | Detail Wait List | Summary Wait List | Class List

W

~




... i)

= I.,i‘ hittps//bandey sou.edu/souip O~ C U 4 Summary Faculty Wait List | l*

File Edit Miew Favorites Tools Help

- -
Wal t | I St Personal Information §¥ Faculty Services ¥ Employee )

Search Go RETURN TO MENU SITE MAP HELP
| Summary Faculty Wait List 123455789F'95ﬂpf1!inrg§g';§

A waitlist shows the students who wish to — — E— MRk ey
enro” but Can ’t because Of Space ||mitat|0nS, © An asterisk will appear next to the appropriate field if any of the following conditions exist:

1. The student has mere than one major or department in the primary or secondary curriculum.

2. The student has a program, level, college, or degree in the secondary curriculum that is different from that in the primary curriculum.

If the word Confidential appears next to a student's name, the personal information is to be kept confidential.

This is a Summary Faculty Waitlist. The

Course Information

Detall F&CUlty Waltllst |S mUCh the Same bUt Il Elementary Vocab/Communication - IEP 022 0
I 1 i CRN: 6577

also shows curriculum information (level, oy [y e

class, program, major, etc.) staus:  Active

Enroliment Counts
Maximum Actual Remaining

. . . Enrollment: 20 al 19
As primary instructor for the section you may Wait List: 0 o o
grant a capacity override to a specific student e I : B
to allow them in despite the section being P ——
fu” Student Name ip Reg Status Level Credits
" i Public, John @ 987654321 ‘Wait List Undergraduate 0.000 @

Email wait listed students

Return to Previous v




l'\'-_;-))| e https://bandev.sou.edu L~-c |'l > Class List Download to Exce... | M

File Edit View Favorites Tools Help

Personal Information ¥ Faculty Services § Employee
| Search[ || Go | RETURN TO MENU  SITE MAP  HELP

Class List Download to Excel or Word

]
C I aS S L I St D OW n I O ad to 7 Please select at least one field to display, the column and sort arder, the display typs, and whether or not you want a barder. Click the Submit button when
finished.

If the word Confidentizl appears next to a student’s name, no information about the student may be disclosed, including whather or not they attend SOU,

Excel or Word R

High Intermediate Writing - IEP 054 0
I CRN: 6571

Duration: Mar 28, 2016 - Jun 10, 2016
Status:  Active

Download an extract of the selected fields eoroliment Counte
for each person in the class list in Excel i ke

Enrollment: 20 2 18

format. Cross List: 0 o 0

Field Selection
Student ID:
Student Name:

Click the check box by each desired field, | Class:

Major 1:

choose display type and order, and click Major 2:

. Email:

Smelt. Phone:

Registration Status:

Registration Date:

Math Placement Level:

Math Override Level:

Math Transfer Level:

Arithmetic Test Placement Score:
Elementary Algebra Score:
College Level Math Score:

[m]
4]
O
O
[m]
O
O
O
[m]
O
O
O
[m]
[m]

Column and Sort Order:
Display Type: M5-Excel O MS-Word
Border Option: ® Mo Border O Border
Include Wait List?: ® Yes O No

® MName/ID O ID/MName

[ Term Selection | CRN Selection ]




The Student
Information Menu

The Student Information menu in Banner
Faculty & Advisor Self-Service overlaps much
with the Faculty and Advisors menu. Itis
arranged for an advisor’s use rather than an
instructor’s use omitting instructor
information and replacing it with student
information.

Some links are the same and function
identically.

é Al d° https//bandevsouedy O ~ & |

Personal Information §¥ Faculty Services § Employee

Search |

[N

Student Information

Term Selection
1D Selection
Student Information

Student Address and Phones

Student E-mail Address
Student Schedule
Registration Overrides
Add or Drop Classes
Change Class Options
Academic Transcript
Active Registrations
Registration History
Advisee Listing

View Test Scores

Wiew Holds

Concise Student Schedule
Student Week at a Glance

T P
.;ij Faculty 8 Advisors Student ... | ‘ - — {,—} D5 {v}
~
RETURN TO MENU  SITE MAP HELP
|
W




Faculty & Advisors
Menu

The Faculty & Advisors Menu is small. The
contents are for advising purposes: term and
ID selection, student transcript (presented in
a Self-Service page), and access to Degree
Works to assess student progress towards
completing degree requirements.

LS B bt banvebsouen. B = @ > Advisors Menu

Search! || Go |

Faculty & Advisors Menu

Personal Information § Faculty Services § Employee ¥ WebTailor Administration §¥ Finance § CASHNet

RETURN TO MENU  SITE MAP  HELP

Term Selection

ID Selection

Student Academic Transcript

Faculty & Advisor Security Information
Degree Works




Resources

 Documentation: https://inside.sou.edu/it/banner/ss-faculty.html
 Email banner-self-service@support.sou.edu




