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WELCOME TO BANNER SELF-SERVICE

To access the Banner Faculty Self-Service as an authenticated user, you must successfully log-in with
your User ID and PIN via the following link:

Banmnner

T Er AT Y S ST T
2 e SrE

(The Banner Faculty & Staff Log-In Icon is located on the AAMU Homepage.)

If difficulties transpire please log-in to: http://prod-as.aamu.edu:9010/pls/PROD/twbkwbis.P GenMenu?name=homepage

After logging in you will be prompted to the following
_page:

SUNGARD

SelService Banner

Finance

SN U

Personal Information Student Faculty Services KUV EIETaF IO T 0T]

search | oo| ACCESSIBILITY SITE MAP HELP EXIT

Main Menu

Fm——————————
Welcome, | _:tc- the Www Information System! Last web access on Jul 16, 2009 at 12:46 pm

Personal Information

Update addresses . contact information or marital status; review name or social security nurmbar change information;: Change your PIN; Custamize your directory profile.
Student

apply for Admission, Register, View your academic records.

Faculty and Advisors

Enter Grades and Registration Overrides, View Class Lists and Student Information
WebTallor Administration

Custormize the Web pages for your institution; Update user roles.

WebCT.com, The e-Learning Hub

Find online help. research tools. discussions. and mora!

Finance

Craate or review financial docurnants, budget Inforrmation, approvals.
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http://prod-as.aamu.edu:9010/pls/PROD/twbkwbis.P_GenMenu?name=homepage

Your Main Menu will contain only items specific to you. Every Faculty member will

have a Faculty Services tab. Under this tab, you will find the following menu:

A, \labama A&EM

Personal Information Student wWebTailor Administration Finance

Search | Gao_|

Faculty and Advisors

Faculty Services

Student Information MManu
Term Selection
CRMN Selection
Faculty Detail Sschedule
Weel at a Glance
Cietail Class List
Summary Class List
Midterm Srades
Final srades
Active Sssignments
Class Schedule
Course Catalog
Sywllabus Information
Cffice Hours

RELEASE: 7.4




Faculty and Advisors

Student Information Menu - displays student information; this screen will give you
the option to view a student's schedule, address/telephone information, e-mail address and
their academic transcript. If the student has a hold on their account, you are allowed inquiry
access to view the hold. This screen will also process registration overrides when
prerequisites and restrictions are active; Please note: You will need the student’s PIN in
order to perform some of these functions.

SUNGARD
Personal Information Student ESETEIRTE0(CER WebTailor Administration Finance
Search | Go I RETURM TO MEML SITE

Student Information

On Page 6, the Student

Term Selection

Dodlenten Information Quick
Student Address and Phones Reference Wl” glve yOU
Student E-rmail Address H H H

s Lo brief descriptions of
Acadermic Transcript each tab located under

Cegree Evaluation
Active Registrations
Registration History
Adyisee Listing
wWiew Holds

Student Information




Student Information Quick Reference

Term Selection - Allows you to select a term to be the default for your current session of Self-Service.
This term will carry through until you are prompted to change it or you log out of Self-Service.

ID Selection - Allows you to select a student for your current session of Self-Service. This student will
carry through until you change it or you log out of Self-Service.

Student and Advisee ID Selection
Enter the student’s

Banner ID

"

&R vou may enter:
1. The ID of the Student or Advisee you want process, or

2. Partial names, a student search type, a3 combination of both, Then select Submit.

Q) et the Student or Advisez that you vish to process and then choose Subi Name,

Student or Advisee ID: I

Select a Student or Advisee: jones, Ala 0, ADO¢

OR

Jones, Alicia 1, A000
Jongs, Alicia M, ADOG

Student and Advisee Query
Last Name: |

First Name: I

Submit

When the Banner ID is
not known, enter the
students last and first

name and submit.

Search Type: ¢ gtudents
© Advisees

T Both
Al

Submit Reset




Student Information - You may enter in the Student’s ID or Name here also. If you have placed an ID in
the ID Selection box, General Student Information will appear such as: if the student is registered for the
term, first term attended, residence status and other pertinent information.

Student Address and Phones - Allows you to access contact information for the student you select. All
Address and Phone Updates should continue to be updated in the Office of the Registrar.

Student E-mail Address - If available, allows access to primary and secondary email addresses.
Student Schedule - Allows you to view the student’s detailed class schedule.

Academic Transcript - This is not an official transcript. You will have the option to choose either
undergrad/graduate level course history. It will also show courses that are in progress for the current term.

Degree Evaluation - (Not Available Fall 2009) Evaluations regarding graduation requirements are
performed here. However, this is NOT an Official evaluation. After selecting the advisee/student of your
choice, details of classes that have been completed/not completed will appear on the evaluation.

Active Registrations - Allows you to view the detailed course schedule of students.

Registration History - Allows you to see students registered courses and/or in progress registration.

Advisee Listing — (Not Available Fall 2009) allows you to access information for your advisees.

View Holds - Grants query access to holds on a student’s account.



MAIN MENU

T'erm Selection - Most information is term driven. You will need to select the term you

need to work with before you're allowed to view data. If you fail to select a term you will be
prompted to the current term. You will continue to view data from the term you selected

until you choose another term.

Personal Information Student Faculty Services wWebTe
sSearch | Go_|

Select Term

Select a Term: |Fall 2009 ~|

Submit I \

Click on the arrow to select
the most recent term that
will provide the most
current information about
your advisees/students.
Submit.




CRN Selection - You can choose the CRN of your preference in regards to viewing

course information, enrollment counts, duration and class rosters. However, if you aren’t
the Primary Instructor of the CRN, you may enter the CRN Directly. You will gain access
to relatable information based on the chosen course reference number.

Select a CRN

CRN: | Introduction to Accounting I - 70007 = |

Submit I

[ Enter CRN Directly ]

R oA .

For this function you must select Summary Class List link
Faculty and Advisors

=tudernt INnforrmatiorn MMerg
Term Selectiom

RN Selectiom

Faculty Detail Schedule
Wk at a Slancse
Cretall Clas=s List
=urmimary Class List
FMidterm Srades

Fimnal SGrade=s

Luctive Sssigrnirmeaents
Class Schedule

Course Catalog
Sywllabus Intormation
affice Hour=




F. aculty Detail Schedule - Displays detailed information specific to each course you are

teaching: such as number of credits, enrollment, days and time.

Personal

Information Student

search |

Imntroduction to Accounting I — FOOOF — A 203 — O

Status:

Available for Registration:

College:
Creparom

ekt

Part of Term:
Course Sredits:
Course Levels:

Campus:
Drwerride

Swyllabus:

Rosters:

o Ffice Hours:

Fnroilment Counts

Enrollment:
Cross List:

Maximum Actual Remaining
25 20§
0 0 0

Scheduled Meeting Times

Type Time

Days Where

Services

YrebTailor administration

S50 I
Faculty Detail Schedule

Date Range

A i e

SApr 1=, 2009 — Dec 15,

=School of Busimness
Ao tirg

1

S elalel
Uindergraduats
Faim SearAal) Carmpus
[l

Flaimtaim

Cla=s=slist

]

=200



Week at a Glance - class schedule by day and time. Classes that do not have scheduled
meeting times or have time conflicts are listed at the bottom of the page. You may click in

hyperlinked courses for more details.

Week at a Glance

&R The following is your class schedule by day and time. Classes that do not have scheduled meeting times or have

the bottom of the page. Click on hyperlinked courses for more detail.

Previous Week Week of Aug 17, 2009 (1 of 17)
Monday Tuesday Wednesday Thursday Friday
9am ACC 203-0 ACC 203-0 ACC 203-0
70007 Class 70007 Class 70007
9:00 9:00 am-9:50 Class
am-9:50 am am 9:00
NSB 210 NSB 210 am-9:50
am
NSB 210
10am ACC 204-6 ACC 204-6 ACC 204-6
70047 Class 70047 Class 70047
10:00 10:00 Class
am-10:50 am-10:50 am 10:00
am TBA am-10:50
TBA am

TBA

Go to (MM/DD/YYY

Next Week
Saturday Sunday

11



Detaited Class List- provides Faculty with course information, enrollment, and a roster of

students in the class with pertinent information about each student.

Search |

Detail Class List

-

RETURM T MMEMLL

SITE MapP HELF

Fall zooga
dul 20, 2002 1=2:10 pm

that is different from that in hisAsher primary curriculum,

If the word Confidential appears next to a student's name,

Course Inforrmation
Introduction to Accounting I - ACC 2032 0O

A 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. 22 The student has a program,

lewel, college, or degree in the secondary curriculum

the personal information is to be kept confidential.

R FOOOF
Duration: LSug 17, 2009 - Dec 11, 2009
Status: active

Ernroffirment Colrntes

Maximum Aactual Remaining
Enrocllment: 25 =20 =
Cross List: O 8] o]

e ool Stuudaernit Narree
Numb-ﬁ:r ___________
= L ~iskha

Cnarrm=mt FProogrrarm
Each=lor of SCilaermoce
L e=wre=l:

P ra«>agroaarre s

Aoclrmeit T e=rrre:
Ayl T wpse
Catala>xoag T errre:
faxll=cge-:

=P R g g = L]

Fela jor amdd e parttrryerrit:
[a e e Y o]

—lass: Freshirmam
Crreddits:: = O,

clas=

Feituarm to e i =

Ermi=il

Fegistratiorn SEtatuus

AR e gisterscd Imn—Or Fhoe s

Limnds=srgradoaats

== im s~Socoaoouarmtirng

Fall =200=

=tarndard

Fall =oOOas

School of Businaes=s=

M1Sim S L) Carmip s

AT e T IS, oo tirmg
E=EIC>L oIS

Registraticors ~Nuarreb e

1=
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Summary Class List - After choosing the CRN of your choice, this option will give you

inquiry to course information, enrollment count and a summary class list (an alphabetized
roster) based on the CRN chosen. If midterms/finals have been administered, this link will
give you the option to ENTER or CHANGE the grade ONLY IF the deadline for submitting
grades has not exceeded. You can also send emails to the students account from this display.

(The icon =~ will appear next to the student’s name if the email option is available.)

Course Information

Introduction to Accounting I - ACC 203 0
CRN: 70007

Duration: Aug 17, 2009 - Dec 11, 2009
Status: Active

Official Roster

Enroliment Counts

Maximum Actual Remaining
Enrollment: 25 5
Cross List: 0

Summary Class List

Record Student Name i __ Reg Status Level Credits Midterm Final Grade Detail
Number o N
1) cowomma. 14ngela J \ **Registered In-Office**  Undergraduate 3,000 Enter Enter Available
z Baker,! cowoerac |y M Dorpegictered In-Office**  Undergraduate  3.000  Enter Enter Available
_____ —— o —— | 1
3 [EOTD_ENin _ 1Philicia /" Web Registered™ * Undergraduate 3.000 & b dyailable
N 4

13



Mid-Term Grades - Used to enter grades at Mid-term. This feature is not available until

the mid-term assessments are in progress. It is not active/available at the beginning of a term
or after the mid-term assessment period ends. There is a 15 minute time limit on this page. If
there are 15 or more minutes of inactivity, you will be prompted to login again. Please submit
grades continuously.

Mid Term Grades F T
Jul 22, 2009 09:02 am

@R Enter mid-term grades and last attendance date and hours, If Confidential appears next to a student's name, the personal information is to
be kept confidential.

Course Information

Introduction to Accounting I - ACC 203 0
CRN: 70007
Students Registered: 20

‘& Please submit the grades often. There is a 15 minute time limit starting at 09:03 am on Jul 22, 2009 for this page.

Mid Terrm Grades

Record Student I Credits Registration sStatus Grade Last Attend Attend Hours Registration
Mumber Name Crate 0-999.99 Mumber
MM S DO A Y

1 "7 771 Aangela ~A000N T T 13,000 **FRegistered [rone =1 | 2z

: 1 In-Sffices®* 1yl 16, 2009
= BakerI __ 1 mooo; :3.000 **+Registered [tone =1 I 18

1 | In-office™®™® Jul 14, 2009
= r---=-=-1 AD0DO1 13,000 FFywebh Registered s [a =1 | =

Fhilicia Apr 1E, 2009

*** PLEASE NOTE: If a student has NEVER ATTENDED the course, you MUST select the FA
option under the grade mode. This will indicate Failure for Non-attendance. ***

14



Final Grades — Used to enter final grades. This feature is not available until the final

assessments are in progress. It is not active/available in the beginning of a term. There is a 15
minute time limit on this page. If there are 15 or more minutes of inactivity, you will be
prompted to login again. Please submit grades continuously. You are entitled to make grade
changes here if exams are still in progress. If the time has elapsed for grades to be completed,
you are not permitted to make a Grade Change here. After the grade reporting period ends,
please adhere to the standard Grade Change policy by submitting the necessary
documentation to the Office of the Provost.

Final Grades al '

Jul 22, 20029 02: 49 am

Wiy Enter final grades and last attendance date and hours. If Caonfidential appears next to a student's name, the personal information is to be
kept confidential.

Course Inforrmation
Introduction to Accounting I - ACC 203 0O
SR Edslslal

Students Registered: =20

& Please submit the grades often. There is a 15 minute time limit starting at 09:49 am on Jul 22, 2009 for this page.

Final Grades

Record Student I Credits Registration Srade Rolled Last Attend Attend Hours Registration

rMumber rame Status Drate 0-999.99 rNumber
r----- \---- (1% [ 1Pl B 1 B P o e o

1 Sarar, | L&OOOI :B.OOO R aegistered I 1 vl ] | | 2=

————— 4 —-——— In— e
aul 1e, Zo0x

=2 BEaker r lf—‘«OOO' I= ooo *rRR egistered |D -—I ™ | | 1=
_____ 1 _——- In—-Crffice s+
Tl 1A aninks]

*** PLEASE NOTE: If a student has NEVER ATTENDED the course, you MUST select the FA
option under the grade mode. This will indicate Failure for Non-attendance. ***

15



View Active Assignments — As a Faculty member, you can utilize this page to
view all active assignments for a term. The class syllabus and office hours may be
maintained here. You can also display the class list and detail schedule
information.

Active Assighments
Introduction to Accounting I - ACC 203 0

Associated Term: Fall 2009 Credits: 2.000

CRM: 70007 Grade Mode: Standard Letter Grade |, Audit
Status: Active Course Level: Undergraduate

Schedule Type: Lecture syllabus: rMaintain

Instructional Method: Traditional Office Hours:  Add

Campus: Main AAMU Campus Roster: Classlist

Available for Registration: Apr 13, 2009 to Dec 18, 2009 Detail Schedule: Display

Introduction to Accounting II - ACC 204 6

Associated Term: Fall 2009 Credits: 2.000

CRN: 70047 Grade Mode! Standard Letter Grade , Audit
Status: Active Course Level: Undergraduate

Schedule Type: on-line Syllabus: Add

Instructional Method: an-line Office Hours:  Add

Campus: Main AAMU Campus Roster: Classlist

Available for Registration: Apr 13, 2009 to Dec 18, 2009 Detail Schedule: Display

16



Class Schedule - Using selection items, you may search for the schedule of courses

Searchl Go | RETURN TO MENU  SITE MAP HELP  EXIT
S
! |

Class Schedule Search S EEEEEEE R azeo-

Jul 22, 2009 11:32 am

Subject: Accounting i!

Agribusiness Education
Apparel Merchandising Design ¥/

Course Number: |

Title: |

Schedule Type:

Credit Range: | hours to | hours

Course Level:
Graduate
Undergraduate v|

Part of Term:
Non-date based classes only

Instructor:
Adcock, Marvin D
Aggarwal, Manmohan D v|

Start Time: Hour {00 = Minute [00 ¥|  am/pm |am v|
End Time: Hour |00 » Minute |00 »|  am/pm |am v|
Days: M mMon ™ Tue ™ wed ™ Thur ™ Fri ™ sat ™ Sun

17



Course Catalog- Using selection items, you may search for active courses in the catalog

Search | Go_|

Course Catalog Search

Subject: Accounting I
Agribusiness Education S
Apparel Merchandising Design ;l
Course Number Range: from | to |
Title:
Level: D - |
Graduate
Undergraduate ~|
Schedule Type:
Credit Range: hours to | hours

Get Courses Reset

18



Syllabus [nformation - Maintain course syllabus information, learning objectives, required
materials and technical requirements.

Course Inforrmation
Introduction to Accounting I - 70007 - ACC 203 - 0

Levels: Undergraduate
Status: Active

This information will be
viewable for students in
the Class Schedule.

70007 CRN

Main AAMU Campus Campus
Lecture Schedule Type
Traditional Instructional Method

Syllabus Data
Long Section Title

|Introduction to Accounting I
Course URL: |

Learning Objectives

Spreadsheet formulation

‘ Required Materials

Accounting Textbook

Technical Requirements

Submit | Reset I

The following statement will display when completing the syllabus:
You have updated your syllabus information successfully.

19



Office Hours - Use this page to maintain your office hours for a class. From/To Times and
Dates are required when adding office hours.

Students may view your office hours when the Display indicator is checked. Office hours may
be deleted by clearing out From/To Times and Dates and clicking the Submit button. ¢

To duplicate the same office hours for another course, select course from Copy to field.©

Caurse Information
Introduction to Accounting I - 70007 - ACC 203 - 0

CRM: 70007

Scheduled Meeting Times

Type Time Days Wwhere Date Range Schedule Typp Tnstruchore - - - - -
Class 2:00 am - 2:50 am MWF MNew School of Business 210 .Aug 17, Z00% - Dec 11, 2009 Lecture |

Office Hours

From Time To Time Day of the Week Contact Number Location From Date To Date Display
(0000-2359) (0000-2359) (MM /DD (MM/DD
YY) AYYY)
M T wThe $ U
[ *| [ e e e e e ) Y=Y = [ [ ré
I I | A A A N B BN W INDI“IE LII I I -
I I | I A I WA B SN INDI“IB LII I I [
Copy To: ISeIect To Copy ;I @
Submit I Reset

20



Frequently Asked Questions

1. What is Banner Self Service?

Banner Self Service is the self service (Web based) product used by students, faculty, staff and
advisors. A secure web product, Banner Self Service retrieves and records data directly to and
from the Banner database, based upon the user's role in Banner. All information is live and in
real time. Banner Self Service provides information in an easy-to-read format that is available
from any computer connected to the Internet.

2. Which browser do I use?

[t is important that you use the most up-to-date version of your Internet browser.

3. How do I access Banner Faculty Self Service on the Internet?
Enter the Banner Faculty & Staff Log-In Icon located on the Alabama A&M University’s
Homepage. If problems occur, please use the following hyperlink:

http://prod-as.aamu.edu:9o10/pls/PROD/twbkwbis.P_GenMenu?name=homepage

21
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4. What information do I need to login to Banner Faculty Self Service?

You will need your Banner user ID (capital A number) and PIN. The first time that you login
you will be prompted to reset it. Do not give your PIN to anyone else. Policy prohibits access
to the system by anyone other than the authorized user.

5. I've forgotten my PIN or my account has become disabled. What do I do?
If you have forgotten your PIN, you can answer your PIN question to reset your PIN. If you
are still having a problem, contact the Registrar’s office IN PERSON to have it reset.

6. Is there a time limit on Banner Faculty Self Service?
Yes. For your protection, if your Banner Self Service session has more than 15 minutes of
inactivity, your session will be terminated.

7. What if I get lost or stuck in Banner Faculty Self Service?
If you are having trouble or need to exit Banner Faculty Self Service, always click on the EXIT
button on the top right of the page. Any data that you entered on the page will be lost.

8. Who do I call for help?
If you are having problems specific to Banner Faculty Self Service or need assistance, contact
the Office of the Registrar at 256-372-5254.

22



9. How do I print class rosters?
Faculty can print their own up-to-the-minute class rosters using Banner Faculty Self Service.

1. Login to Faculty Self Service

2. Open the Summary Class List

3. Print the class list by clicking the Printer icon or choosing the File menu and Print.
If you are not the Primary Instructor:

1. Login to Faculty Self Service
2. Open the CRN

3. Enter the CRN directly
4. Open the Summary Class List and Print the Roster

10. How SAFE is my Banner ID and PIN?
The only way anybody can get access to your data through Banner Self Service is by entering
your Banner ID number as well as the PIN known only to you. This is why you should change

your PIN number to something that is known only to you. Please treat your PIN as you would
your PIN number for your ATM card, for instance.
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