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Introduction 
Hours: .25 
Objective: Introduce and Access Banner 

What is Banner? 

Banner is a web-based software application developed specifically for higher education 
institutions by a company called Ellucian. Banner provides an online environment that allows 
GVSU to efficiently perform computing functions as all data is integrated and shared among 
different departments across the University. 

Banner comes in two modalities: Self-Service Banner (SSB) and Internet Native Banner (INB). 
Self-Service Banner is a more user friendly interface. It is more intuitive and less intensive than 
that of INB; however, not all Banner processes can be completed with Self-Service Banner. 

What is Self-Service Banner? 

SSB is a web interface that allows users to locate faculty information such as class schedules, 
posted office hours, class lists, course catalogs, student information such as major and advisors, 
demographics, detailed student class schedules, transcripts, and degree history. Faculty also 
uses SSB to enter midterm and final grades for students. 

Logging into Student Self-Service 

Self-Service is a web-based program. To use it, open an Internet browser and log in to Self-
Service Banner. (Examples of browsers: Microsoft Internet Explorer, Mozilla Firefox, Google 
Chrome, etc.) 

1. Open a browser 

2. Type: http://banner.gvsu.edu in the address line and press enter 

3. Locate Self-Service Banner (it is the first option in screen shot below) 

4. Click the link named Banner Self-Service (including e~print)  
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5. The login screen appears as illustrated below. 

6. Enter User ID and PIN and click the Login button. 
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7. When logging in for the first time only, Banner automatically prompts users to reset their 
PINs AND to choose a Security Question and Answer for the future PIN resets.   

8. PINs can be 6 to 10 characters (letters or numbers). The following screen appears. Follow 
the prompts to reset your PIN. 

 

9. Type the security question and answer and Click the Submit button to access the Main 
Menu. 

 

 

 Quick Tips 
• Banner Self-Service login credentials are case sensitive.  
• The login screens may vary based on system access 
• Banner Self-Service has a 30 minute timeout limit. 

 Quick Tip 
The question and answer used for resetting your PIN are not designed to help you remember 
your PIN, only to access the function for changing your current PIN.  
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9. Click the Faculty & Advisors menu option (or the Faculty Services tab) as displayed below: 

 

The Faculty Services tab displays the Faculty and Advisors menu:

 

09/04/2013   Page 7 of 47 
Confidential – For Internal Use Only 



  GVSU Self-Service Banner User Manual 

 Faculty Services Tab Unit 2:
Hours: .50 
Objective: Locate Faculty information in Student Self-Service Banner 

Faculty Services Tab 

Information available in the Faculty Services tab is viewable by each user based on the user’s 
personal profile. Once a user has logged in with their G-number, all menu commands return 
information associated with the logged-in user. 

Faculty Detail Schedule 
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1. Click on the Term Selection menu item and the following window appears: 

 

2. From the drop down menu, select the desired term and click Submit. This will bring you 
back to the Faculty and Advisors menu.   

3. Click on the Faculty Detail Schedule menu item and the Faculty Detail Schedule is returned 
as displayed below: 
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4. Scroll down the page to view the remainder of detailed schedule information.   

5. Note that some of the information presented is in a different color. Run the cursor over the 
blue items and notice that the cursor changes to a pointer. These items are links to more 
detailed information. 

6. Click on the Class list item to link to summary student information for this class as 
presented on the next page: 

 

 

 Quick Tip 
 

Banner provides navigational tips and information via the “i” callout icon as displayed in the example 
below. Look for these tips on many different screens for quick information. 

Page 10 of 47  09/04/2013 
Confidential – For Internal Use Only 



GVSU Self-Service Banner User Manual 

 

7. Click the Faculty Services tab at the top of the page to return to the Faculty and Advisors 
menu.  

Week at a Glance 

1. Click on the Week at a Glance menu item to view a weekly class schedule as displayed 
below: 

 

 
  

 Quick Tips 
• Much of the information for a class is available either on the Summary Class List screen or via 

the blue hyperlinks. Additionally, quick links are provided at the bottom of the screen for easy 
access to further information. 

• From the Summary Class List users can email the entire class or class members individually by 
clicking on the envelope buttons along the right side or bottom of the class list.  

CAUTION:  Email functionality should be tested before relying on it for important class directives or 
assignments. Internet browser settings must be checked as some truncation problems have been encountered 
with this functionality – especially for larger class sizes.  We recommend using Blackboard or the email tool in 
GVSU Faculty/Staff Additional Information for important communication to students. 
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2.   Continue scrolling down the screen to view the entire schedule for one week.  

  

2. Note again that any item in blue represents a link to more detailed information.  Either 
click on the linked information, or click the Faculty Services tab to return to the Faculty 
and Advisors menu. 

 

 

 

 

 

Office Hours 

1. Click on the Office Hours menu item to enter/review office hours for classes in which the 
user is the instructor of record. 

 

 Quick Tip 
 
Click on Previous Week, Next Week, or type a specific date in the Go to 
field to view other weeks of the semester. 
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The information is displayed as follows: 
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2. Enter office hours information. If you want your office hours visible to students enrolled in 
the classes you are teaching, check the Display checkbox. Click Submit to save changes as 
noted below: 

 

 

3. To copy office hours from one course to another, select the CRN (Course Reference 
Number) of the course to copy from (either the last CRN accessed for which information is 
“held” by the system OR select a course by following the prompts in the CRN Selection 
menu option). 

4. Select the appropriate CRN from the Copy To dropdown box.  Click Submit to copy.   

5. Results can be viewed by returning to the CRN Selection menu option. Select the 
appropriate CRN and return to the Office Hours menu item and the following results are 
displayed: 
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6. Click on the Faculty Services tab to return to the Faculty and Advisors menu. 

Active Assignments 

 

The Active Assignments menu item 
provides the same information 
available in both the Faculty Detail 
Schedule and Week at a Glance 
menu items displayed in a different 
format as demonstrated below: 
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Assignment History 

 

The Assignment History 
menu item provides 
information about past and 
present class assignments as 
demonstrated below 
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Remember that you may click the blue hyperlinks for more detail. 

Note: pre-Banner history was not imported into SSB. To review information for courses that 
occurred prior to the implementation of Banner, please contact the Registrar’s Office. 

Advisee Listing 

 

Select the Advisee Listing menu option to 
view information about students who have 
been assigned to you. 

09/04/2013   Page 17 of 47 
Confidential – For Internal Use Only 



  GVSU Self-Service Banner User Manual 

 

Click the blue hyperlinks for more detail. 

REMINDER: 
Email functionality should be tested. Internet browser settings must be checked as some 
truncation problems have been encountered with this functionality – especially for larger 
advisee list sizes. 

Page 18 of 47  09/04/2013 
Confidential – For Internal Use Only 



GVSU Self-Service Banner User Manual 

Detail and Summary Class List 

  

1. Click on the Detail Class List menu item. If a term has been previously selected for another 
menu option, the Select a CRN function appears as demonstrated below. (If a CRN has been 
selected for a previous menu option, Banner will not prompt users to select the CRN again.) 

 

09/04/2013   Page 19 of 47 
Confidential – For Internal Use Only 



  GVSU Self-Service Banner User Manual 

2. Select the appropriate CRN/class and click the Submit button to view a detailed class list, 
including demographic information about each enrolled student, as demonstrated in the 
example below: 

 

3. Click the Faculty Services tab to return to the Faculty and Advisors menu. You may also 
click the Summary Class List menu item to get the class list in a summarized format (as 
demonstrated above in the Faculty Detail Schedule link to Class list).   

4. Return to the Faculty and Advisors menu by clicking the Faculty Services tab. 

CAUTION:  Email functionality should be 
tested before relying on it for important 
class directives or assignments.  Internet 
browser settings must be checked as 
some truncation problems have been 
encountered with this functionality – 
especially for larger class sizes. 
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Midterm and Final Grades 

 
1. Click on the Midterm Grades menu option to begin entering grades. 
2. Tab to the Grades field for the student and either enter the letter grade or Select a grade 

from the options in the drop down box as displayed below: 

 

3. Click on the Submit button to save the new information.  A message appears to confirm 
that your changes were saved. 

The process is the same for entering 
both Midterm and Final grades.  Just 
select the appropriate menu option and 
follow the steps as demonstrated for 
Midterm Grades below. 

 

Note: The Grade field displays CR or NC for 
students taking classes as credit/no credit. 
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 Quick Tips 
• The Grade field is empty for students who are auditing the class. 
• The process for entering Final grades is exactly the same as for Midterm grades. 
• Grades can be entered and reentered as many times as necessary until the changes are 

locked down by the Registrar. 
• CAUTION:  Grades entered and not submitted before a 30 minute timeout will be lost. 
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Annual Schedule Search – Detail and Summary 

1. Click on the Annual Schedule Search – Summary menu option and then follow the prompts 
for Term Selection to begin the search.

 

2. In this example, selecting Film and Video from the Subject dropdown menu, then clicking 
Course Search, returns the results below:  

Use the Annual Schedule 
Search to search for 
classes. This search can 
be performed at the 
Detail or Summary level. 
Users may choose any 
combination of fields to 
narrow the search, but 
must select at least one 
subject.  
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3. Click View Sections to view section detail. 
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4. Click the New Search button at the bottom of the page to return to the Look Up Classes 
screen, or click the CRN to view more detail in the Class Schedule Listing. 

5. Click the hyperlinked course title for capacity information, course restrictions, or to View 
Catalog Entry. 
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Selecting the Annual Schedule Search – Detail option allows you to narrow your search by 
several criteria such as Title, Course Number, Instructor Name, etc. as illustrated below. See 
Appendix for Code/Name Lookup wildcard functionality. 
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7. Click the Faculty Services tab to return to the Faculty and Advisors menu. 
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Course Catalog Descriptions 

1. Click the Course Catalog Descriptions menu item to search the course catalog. Users may 
choose any combination of fields to narrow the search, but must select at least one 
Subject.  

 

 

 

2. Follow the prompts for term selection and provide search criteria just like the Class 
Schedule Search – Detail and Summary above. In this example, Film and Video was the 
selected subject. Click the Get Courses button to view results as displayed below: 
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3. Click the Faculty Services tab to return to the Faculty and Advisors menu. 
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 Student Records Menu Unit 3:
Hours: .25 
Objective: Locate Student Demographics and Academic Information 

Student Records Menu 

The View Student Records Menu option on the Faculty and Advisors menu is actually a link to 
the Student Information menu.  Menu options here provide information pertinent to individual 
students, as opposed to the class-type information available via the Faculty and Advisors menu 
covered previously in this manual. 
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1. Click on the View Student Records Menu option and Banner returns the Student 
Information menu as displayed above. 

2. Click the Student Search menu option to locate the student for which information is needed 
and the Student and Advisee ID Selection search screen appears as demonstrated below: 
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3. Type the Student or Advisee number (G-number) in the search box if known, OR perform a 
search using last name or first name. 

 

 

 

 

4. Once the proper student name has been located, click the Submit button.  

5. Click Submit again on the Student Verification screen to confirm your selection, or click ID 
Selection to choose a different student. 

 Quick Tip 

Can’t remember a Name or Student ID number? Use the wildcard 
functionality (%) and search for it - see appendix for wildcard instructions. 
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View Student Major and Advisor Information 
 
1. Click View Student Major and Advisor Information to see a general summary of the 

previously selected student. 
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Other Student Demographic and Academic Information 

 

Click on any of the queries under the Student Information menu option to view information 
about a specific student. Banner will hold the selected student in memory until a new student is 
selected. To choose a different student, click the Student Search query.  

Return to the Faculty and Advisors menu by clicking on the Faculty Services tab. 
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 Dynamic Search Capabilities Unit 4:
Hours: .25 
Objective: Perform CRN Selection Searches  

Additional Search Capabilities 

As noted previously in this manual, informational queries performed in Banner typically return 
results for the logged-in user only. User profiles and security dictate what each individual user 
can see when browsing in SSB. This functionality is enough for most users; however, some staff 
members (like Advisors, Department Chairs, Administrative Staff, etc.) need access to more 
data than is available as an Instructor of Record of a course.   

 

1. Click on the CRN Selection menu option on the Faculty and Advisors menu and the CRN 
Selection screen appears as displayed below: 

 

Use the CRN Selection 
menu item to view Classlists 
of courses for which you are 
not assigned as the 
Instructor of record. 

Note that Banner automatically returns a 
drop down menu box with all CRNs for 
which the logged-in user is the Instructor 
of Record. 
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2. Click on the [Enter CRN Directly] option at the bottom of the screen and the following 
screen is returned: 

 

3. Enter the CRN in the box (for this example: 12122) and click the Submit button to return to 
the Faculty and Advisors menu. 

4. Click the Detail Class List menu option and the following results are returned: 
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*Note that this functionality does not always return results as noted above due to user profiles 
and security.   
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APPENDIX 
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 Self-Service Banner Terminology 
 

CRN – Course Reference Number 
 5 – digit numerical identifier assigned to a course section 

Term Codes 
 6 – digit numerical code  

 First four digits correspond to the fiscal year in which term falls 

 Last two digits signify which term within the fiscal year 

10 – Fall 

20 – Winter 

30 – Spring/Summer 

 Banner Term Code Examples: 

 

TERM BANNER TERM CODE 

Spring/Summer 2014 201430 

Fall 2014 201510 

Winter 2015 201520 

G-Number – Unique 9-digit number beginning with G (GVSU) for all persons (students, 
faculty, staff, vendors, etc.) on file in Banner 

Part of Term – Course sections that have start and end dates that differ from the 
semester’s start and end dates are assigned a part of term based on the first day the class 
begins. The Part of Term is used to determine course refund amounts. 
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Logging Into Self-Service Banner 
 

1. Open an Internet browser. 
2. Go to:  www.gvsu.edu – the following page will display: 

 

3. Click the small banner icon (circled in red above). The following screen is displayed: 

 

NOTE: Menus presented after the login screen may appear different than in training due to 
security profiles and system access. 
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Resetting Your PIN in Self-Service Banner 
 
To Reset Your PIN: 
1. Enter your User ID (i.e., your G-number) 
2. Click the Forgot PIN? button 

 

 
 
 
 
 
 
3. Enter the Answer to the security question you set up the first time you logged in to SSB. 
4. Click the Submit Answer button 
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Reset your PIN to a new PIN by following the prompts: 
 
5. Enter your New PIN 
6. Re-enter your New PIN  
7. Then, click the Reset PIN button 

 

 
 
 

 
 
 
 
 
 

 

Quick Tip 
PINs must be six to ten characters 
long, and may include a combination 
or bother numbers and letters.  
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Self-Service Banner Wildcard Instructions  
 
The wildcard function in Banner allows you to enter partial search criteria when you do not 
know the entire name, numerical code, or title. Below is a list of examples of how to use the 
wildcard search function for both names and numerical codes. 
 
NAMES 

Example: Find a student whose last name contains the letters “son” somewhere in the name.  
I do not know the full name. How do I use the wildcard function? 
 
son%  (Displays all Last Names with son as the first part of the name e.g. “sonny”) 
%son  (Displays all Last Names with son as the last part of the name – e.g. “johnson”)) 
%son%  (Displays all Last Names with son anywhere in the last name) 

 
NUMERICAL CODES 
Example: Find a fund number that contains the digits 813 somewhere in the fund’. 
I do not know the entire number. How do I use the wildcard function? 
 
813%  (Displays all codes with 813 as the first numbers in the series) 
%813  (Displays all codes with 813 as the last numbers in the series) 
%813%  (Displays all codes with 813 anywhere in the series) 
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Self-Service Banner (SSB) Menu Options 
 

Faculty and Advisors 
Menu Items Description 

Faculty Detail Schedule Class status, College, Department, Credits Level etc. For all current assignments* 

Week at a Glance 
Class Schedule by day and time in a calendar format for all current assignments* - 
includes building ad room location 

Office Hours 
Maintains office hours for all current assignments* - optional display checkbox 
activates accessibility to students 

Active Assignments 
Same information as available in Faculty Detail Schedule option presented in a 
different format for all current assignments* 

Assignment History Past and Present assignments* 
Advisee Listing Review the students you are assigned to advise. 

Detail Class List  Class roster information presented in detail by student for all current assignments 

Summary Class List 
Class roster information presented in a summarized worksheet format for all current 
assignments* 

Midterm Grades Enter, review, and change Midterm Grades for all active assignments* 

Final Grades Enter, review, and change Final Grades for all active assignments* 

Annual Schedule Search - 
Detail 

Search for classes using one or many criteria – results returned in detailed text format 

Annual Schedule Search - 
Summary 

Search for classes using one or many criteria – results returned in a summarized 
worksheet format 

Course Catalog Descriptions View catalog information for all classes 
Student Information  
Menu Items  

Description 

Student Address and Phones Review all addresses of the student on file with the University 
Student Email Address Review the e-mail addresses on file for the student 
View Student Major and 
Advisor Information 

Displays student curriculum and advisor information 

View Holds Check the student’s record for active holds that may be applicable 
View Test Scores Displays test scores for the student  
Registration History Provides a summary of active as well as completed courses. Classes in which the 

student withdrew or dropped after the 100% deadline are also displayed. 
Student Schedule Review a student’s schedule of classes 
Academic Transcript Review a student’s academic coursework for all prior terms with display of the 

academic transcript 
myPath - Degree Planning & 
Evaluation 

Displays the student’s progress toward degree completion. You may also request an 
audit of the student’s coursework for other ‘what if’ degree programs 

* In which the logged-in user is/was the Instructor of Record 
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GVSU Faculty/Staff Additional Student Information 

Additional student information and reports can also be viewed by going to the GVSU 
Faculty/Staff Additional Student Information link as highlighted below.  
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1. To log in, enter your network User ID and password and click Login: 

 

2. Click on the blue links to view the reports listed below: 
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