
Banner Self-Service:        
An Overview

Banner SelfBanner Self --Service:        Service:        
An OverviewAn Overview

Samford University
November 2006

Samford UniversitySamford University

November 2006November 2006



What is Banner?What is Banner?What is Banner?

� SCT Banner includes the following modules:
� Finance
� Human Resources
� Advancement (Alumni/Development)
� Student
� Financial Aid

� An integrated, database-driven information system 
� Available 24/7 via web browser
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Why the Switch to Banner?Why the Switch to Banner?Why the Switch to Banner?

� Samford’s current SCT PLUS products are 15+ years 
old.

� PLUS system is based upon mainframe systems (flat 
files) that does not support full integration of da ta 
that can be shared across modules.

� Banner increases access to and integration of 
campus data. 

� Banner System being used by over 900 schools 
including Auburn University, University of Alabama,  
Birmingham Southern University and University of 
Montevallo.
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Before you Begin . . . Review the Before you Begin . . . Review the 
FERPA ActFERPA Act

Family Educational Rights and 
Privacy Act

Family Educational Rights and Family Educational Rights and 
Privacy ActPrivacy Act

�� For more information, refer For more information, refer 
to the FERPA tutorial atto the FERPA tutorial at

www.samford.edu/groups/sturec/fewww.samford.edu/groups/sturec/fe
rpa.htmlrpa.html

�� FERPA outlines student privacy rights.FERPA outlines student privacy rights.
�� Samford University is bound by law to follow Samford University is bound by law to follow 

these guidelines.these guidelines.
�� NonNon --directory student information is directory student information is 

confidential and must be protected. FERPA  confidential and must be protected. FERPA  
prohibits disclosing student information to prohibits disclosing student information to 
spouses or parents.spouses or parents.

�� Student information with a privacy flag may not Student information with a privacy flag may not 
be divulged in any form. be divulged in any form. 



Accessing BannerAccessing Banner



How do you access Banner?How do you access Banner?How do you access Banner?

1. Internet Native Banner (INB)
2. Web Self Service

1.1. Internet Native Banner (INB)Internet Native Banner (INB)

2.2. Web Self ServiceWeb Self Service



Banner 7.3 FormatBanner 7.3 Format

�� Banner Forms  Banner Forms  
�� Optimal Screen Resolution is 1024 x 768 Optimal Screen Resolution is 1024 x 768 

�� This reduces or eliminates the need to scroll This reduces or eliminates the need to scroll 
to see a complete block of informationto see a complete block of information

�� How to Change your Screen Resolution  How to Change your Screen Resolution  
�� To change the setting, go to your Windows To change the setting, go to your Windows 

desktop and right click. desktop and right click. 



Banner SelfBanner Self --Service LogService Log --InIn



Samford University PortalSamford University Portal



Banner SelfBanner Self --Service MenuService Menu



Internet Native Banner (INB)   Internet Native Banner (INB)   
LogLog --InIn

For current training purposes, 
the “Development” or DEVL 
form of Banner is being used. 
Training materials will be 
updated as the other Banner 
prototypes become available.



Banner SelfBanner Self --Service MenuService Menu

Sections offered are Sections offered are 
dependent upon your role dependent upon your role 
and responsibilities at and responsibilities at 
Samford.Samford.



General Personal InformationGeneral Personal Information



General Personal InformationGeneral Personal Information

All Samford University students, staff and All Samford University students, staff and 
faculty have access and the ability to update faculty have access and the ability to update 
data within the data within the ““ Personal information.Personal information. ””



View & Update Addresses & View & Update Addresses & 
PhonesPhones



View & Update EView & Update E --Mail AddressesMail Addresses

Can select Can select ““ HomeHome”” , , 
““ Other CollegeOther College ”” , , 
““ ParentsParents ”” , , ““ PersonalPersonal ”” , , 
““ SpouseSpouse ”” or or ““ WorkWork ””



Directory ProfileDirectory Profile



Update Emergency ContactsUpdate Emergency Contacts

Adding or modifying “Emergency 
Contacts” can now be made. Data is 
finalized when you click on “Submit 
Changes.”



Update Marital StatusUpdate Marital Status

Can select Can select ““ Unknown,Unknown, ”” ““ Divorced,Divorced, ””
““ Married,Married, ”” ““ Single,Single, ”” ““ Separated,Separated, ””
and and ““ Widowed.Widowed. ””



Name Change InformationName Change Information



Social Security Number ChangeSocial Security Number Change



Student RegistrationStudent Registration



Student Registration MenuStudent Registration Menu



Registration StatusRegistration Status



General Student RecordGeneral Student Record



Enrollment Verification RequestEnrollment Verification Request

After you have made your selections, click After you have made your selections, click 
on on ““ Continue.Continue. ”” You will then proceed to You will then proceed to 
the following screen . . .the following screen . . .



Student RegistrationStudent Registration

To proceed, you must select a 
“Term.” Only 2 term choices are 
allowed at a time.

The The ““ RegistrationRegistration ”” section will list section will list 
your Banner ID, Name, Date and your Banner ID, Name, Date and 
Time of Access.Time of Access.



Add or Drop ClassesAdd or Drop Classes

= 5 digit Course = 5 digit Course 
Reference NumberReference Number

Subject, Course, Section, Level, Credit, Grade Mode  and Subject, Course, Section, Level, Credit, Grade Mode  and 
TitleTitle

If know CRN, can enter 1 set in each box. If donIf know CRN, can enter 1 set in each box. If don ’’ t, click on t, click on ““ Class SearchClass Search ”” and can and can 
locate the specific course for the term selected.locate the specific course for the term selected.



Class SearchClass Search



Class Search ResultsClass Search Results

An open box indicates the course is open. An open box indicates the course is open. 
Click on the box to add a course.Click on the box to add a course.



Current ScheduleCurrent Schedule

Total credits for courses Total credits for courses 
added. added. 

Want to drop a class? Click here Want to drop a class? Click here 
and select and select ““ Web Drop.Web Drop. ””



Current Schedule RevisedCurrent Schedule Revised



Registration HistoryRegistration History



Registration DefaultRegistration Default

A default setting allows you 
to drop all, but one course. 



Active RegistrationsActive Registrations

Want to view a copy of Want to view a copy of 
your academic transcript your academic transcript 
(unofficial)? Click here (unofficial)? Click here 
and you will see . . .and you will see . . .



Academic TranscriptAcademic Transcript



Week at a GlanceWeek at a Glance
Example of a Example of a ““ Week at a GlanceWeek at a Glance ”” for an for an 
undergraduate student.undergraduate student.

For a more information, click on the For a more information, click on the 
““ Detailed ScheduleDetailed Schedule ”” link. link. 



Student Detail ScheduleStudent Detail Schedule



View HoldsView Holds

There are a variety of There are a variety of ““ HoldsHolds ”” that can occur that can occur 
including financial, deanincluding financial, dean ’’s, grades, and library.s, grades, and library.



Account SummaryAccount Summary



Degree Evaluation RecordDegree Evaluation Record

This portion of Banner will not be released for a t ime. This portion of Banner will not be released for a t ime. 
Once Once ““ active,active, ”” students and advisors will be able to students and advisors will be able to 
evaluate a studentevaluate a student ’’s place in a current or proposed s place in a current or proposed 
program.program.



Catalog TermCatalog Term



Catalog DisplayCatalog Display

Interested in searching all or a select Interested in searching all or a select 
number of courses within a program? number of courses within a program? 
Select a Select a ““ SubjectSubject ”” and so on. Then and so on. Then 
click on click on ““ Get Courses.Get Courses. ”” You will then You will then 
get the following screen . . .get the following screen . . .

All relevant catalog entries will be listed.All relevant catalog entries will be listed.

Want more information on a course? Click Want more information on a course? Click 
on the course label.on the course label.



Detailed Course InformationDetailed Course Information



Financial AidFinancial Aid



Financial AidFinancial Aid



Aid YearAid Year

Similar to Similar to ““ Registration,Registration, ”” your your 
access to the Financial Aid sections access to the Financial Aid sections 
will often be marked by your Banner will often be marked by your Banner 
ID, Name, Date and Time of Access.ID, Name, Date and Time of Access.



Financial Aid StatusFinancial Aid Status



Award HistoryAward History



EligibilityEligibility



Financial Aid HoldsFinancial Aid Holds



Academic ProgressAcademic Progress



AwardAward


