Faculty Guide for Entering
Grades and Viewing
Student Information

NSU

Florida




Contents

Vo To P PPPPPPPPPPRY 3
Section 1: How to Login and Navigation for Self-Service Banner 9.......cccccviivieiiiciiee e 4
Breadcrumb NAVIZAtION .....uiiii ettt et e e e st e e st e e e e sb e e e e e nbe e e e e beee e enabaeeeenreeas 6

[VA Lo [=To I N {1 PP PSSP PP PRSP 6
NY=Tein o] o I A O - 1 1 TSP PPRUP RPN 7
ACCESSING the Class LISt ..eiuuiiiiiiiiiieiiiiie sttt et e e e e st e e s st e e e st beeesssbeeeessteeeessseeeessseeessnssenns 7
CRIN LISTINE «vvvettteiieiiiiietee ettt et e e e sttt et e e e e s s s bete e e e e s s sssasbabaaeeesseassssbebaaeeesssassnsebaaaeesssnsssnssnaaaeesesnnns 7
LSS LISt uuteeeuieeeiieestet ettt st et ettt e ettt ettt e st e ettt e s ab e e s bt e e bt e e s be e e a b e e sabee e beeesabe e e bt e e aab e e s baeeeabeeebeeebeeesabaeennes 8
(0o 10 - 1o o] ¢ s =1 n o] o RO OO ST U U STUPTO PP 9
EMAil FUNCHION .ttt sttt et e bt e s be e sat e sabe et e e b e e nbeesbeesaeeennean 9
(2o Yo T Al U1 Tot n oY o H PP PP OTTOPPPPPN 10

P INE FUNCEION .cceii ettt st e e st e e s st e e s s e e e e s ambe e e s enbeeesennreeesenrenas 10
VB0 LINK .ttt ettt et sttt e sttt e s ab e e s bt e s bt e e sabe e e bbeesabeesabbeesabeesabbeeanbeesaseeesareenn 10
Section 3: Grade Entry using the Canvas TOOI......ccccuiiiiiciiiie ettt e et e e ete e e e ebee e e s e aeeeeeeanes 11
ENable Grade SCREMIE ...ttt sttt sttt b e b e e sbe e saeesateeaeeas 11
NSU Grades .. .eeeueeeniieieeriee ettt ettt ettt et she e st e st e et e e bt e e bt e s ae e s st s st e bt e b e e beesneesmeeeneeenreen 12

RVA Lo L=To [T TS U TPV PRTO PSP 12
How to enter final grades in Canvas - SharkMedia (NOVa.edu).........ccccuueeeeiiiiiiiciiiee e e 12
Section 4: Grade Entry using Self-Service Banner (SSB).......ccccuiieiiciieeieiieeeeectieeeeectte e e e ecvteeeeeveeeeseareeeeenes 13
1. Accessing the Grade ENTrY Page:.......cocccciiiiieiieeeeeciiee e ettt e e e et e e ee e e e e e tte e e e ebteeeeebteeeesabsaeessseeseesnnes 13

BN ATV o T~ S (0o [T o A I PSRRI 13

I Vo [V Ty al = Tl DT o] o1V - [ 1= PP 14

O Y o =Y oY= G =T [ SRR 14
TY 1V T o= ] - o [5OSR URTRN 15

6. Entering Last Attend Date for Drop StUAENTS: .......uiiiiiiiiee et e e e 15

2 o [ o= €] = Yo LT3 PRSP 15
RVA Lo [=To B 11 TSP U PPV PRTO PSP 15
Section 5: Grade Entry using Self-Service Banner (SSB) with an Excel Spreadsheet...........c.cccuveeeecurieeennns 16
1. ACCESS TEMPIALE EXPOIt...eeeii ettt e e e e e e st e e e e e e e e s abaeeeeeeeeeesannbssaneeeeasesannsenns 16

B =5 (o Yo T A o Yo =LY 3PN 16
Understanding the EXCel TEMPIALE ...c.vveiiieiieie ettt e e et e e e e bre e e s erra e e e erraeeesanes 17



O [T o YU L € = [P S 17

2. SAVE WOTK ettt ettt ettt s e sttt e st e st e e he e e s b et e ab e e et e e s be e e sabeeeabeeeneeesreeenes 17
Importing Grades Back int0 the SYSTEM........uiiiiiiiie e s e e s 17
FIlE SEIECHTION ..ottt sttt ettt e bt e sbe e s st e et e et e e sbeesbeesaee st e eabeebeenes 17

UL o] (oF: [o |10 ¥ =38 o1 ISR 18

3. File Preview and Validation : ...ttt e 19

O S P [ AT g Y- [ Yo o] APPSR 20
VB0 LINK: ettt ettt ettt ettt ettt e sttt e s ab e e s bt e e bt e e s bt e e bbeesabeesabeeesabeesabteeanteesaneeesareeas 20
Section 6: How to Navigate Self-Service for Student Profile for AdviSing.........ccccecvuveeiiciiiicciee e 21
INEFOTUCTION <.ttt s h et sttt bt e bt e s bt e sabesab e et e e be e beenbeesbeesaeeenteentean 21
L. ACCESSING SEIf-SEIVICE: . .utiiiiiiitiie ettt ettt e r s e e e st e e e s sbee e e e s bteee e s beeeeesbteeessnstaeessseeeensnnes 21
2. Navigating to Advising StUAENt Profile:........coociiiiieeeeece et e e e aaee e 21
S IY= [ Totn [ o T2 T F=Y 00 o APPSR 22
4. Choosing a Search MEthod: ...........uoii i e e e e e e e e e bre e e e eareeas 22
5. Entering Student ID and SEarching: ........ooo it e e e e et 23
6. Viewing the StUAENt Profile: ... e bee e st e e s s re e e e sareeas 23
7. VIieWINg YOUI AQVISEE LiSt:....uiiiiiiiieeieiiiieeciiiee s ettt e e ettt e e et e e e e stre e e e sttee e esabaeeesnbaeeesnseaessnsseeesenssenas 23
8. Accessing Individual Student Profiles via the Advisee List:.......ccccveeeiiiieeciiiee e e 24
9. Viewing Unofficial TransCripLs: ....uuii ittt e e e et e e e et e e e e e abeeesenntaeeeennsenas 24
10. Navigating Within the SYSTEM . ... ..uiii e e e e e et e e e e ebre e e e erreeeeerreeeesanes 25
11. Exploring Additional Options: .....eeeiiieiiiie ittt e e st e e e e sbre e e e sbr e e e e erreeeesanes 25
12. Reviewing Student INformation: ... e e e 25
VIO LINK: .ttt et ettt e bt e s bt e sh e e e at e e abeeeb e e ebeesaeesabeeabe e be e bt e eneeeateearean 25



Pu P OSE: The purpose of this handbook is to guide faculty on using the software tools at NSU for

entering grades at the end of the term, viewing student profile information for advising, and viewing a
class-list.

Background: At NSU, it became apparent that updated documentation was required on entering grades
for both new faculty and for experienced faculty especially now that the implementation of the Self-
Service Banner 9 interface has fully replaced the Banner 8 interface.

At NSU, faculty has 2 options to enter grades at the end of the term as follows:

1. Using the NSU Grades Tool in Canvas
2. Using the Self-Service Banner 9 grade entry page

The faculty also has other information available to view for advising purposes in the Student Profile Page
that includes data on major, registration, unofficial transcripts, etc.

Another feature is the class-list of students enrolled in a specific course that can be viewed with the
Class-List page in Self-Service Banner.

Overview: This Handbook is divided into 6 sections and can be used alone or with the aid of videos that
are linked in each section.

Section 1- Login and Navigating Self-Service Banner 9

Section 2- Class-List

Section 3- Grade Entry using the Canvas Tool

Section 4- Grade Entry using Self-Service Banner (SSB)

Section 5- Grade Entry using Self-Service Banner (SSB) with an Excel Spreadsheet

Section 6- How to Navigate Self-Service for Student Profile and Advising



Section 1: How to Login and Navigation for Self-Service Banner 9

1. Open

t browser and navigate to ssb.nova.edu.
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2. Click the enter secure area link.

Enter Secure Area Ge
Login here to view your personal Fir
information. Infi

3. Login with your NSU full username and password.

NSU | ssuuimsion

Florida
Sign in

usemame®@nova.edu

Can't access your account?

Click here to reset your password.
Faculty/Staff - Please sign on using user@nova.edu

Students - Please sign on using
user@mynsu.nova.edu

University School Students - Please sign in using
user@uschool.nova.edu



4. Click on the Faculty and Advising Services Button

Faculty and Advising Services

Enter Grades ana
Overrdes, Viev d
Student Informa

5. Select the area of SSB you would like to work in from the selection menu.
In this example, Faculty Grade Entry is selected.

Student Financial Aid Faculty.and Advising Services
Web for Faculty & Advisors  _ Class List Final Grades (LAW) Faculty Grade Entry (NON-
Overview and FAQ Banner 9 Law)

Advising Student Profile Advisor Menu ¥ Class Schedule Course Cat

Generate CAPP Degree
Evaluation
View a student's academic
transcript.

Drop Roster Faculty Detail Schedule Faculty Week at a Glance
Drop Roster Faculty Detail Schedule Faculty Week at a Glance

NOTE: You may have to authenticate again with your username and password due to security
policies in place to protect confidentiality and ensure you are authorized to view the

information.

6. Once you are on the page you are working on, to navigate to other areas of Self-Service Banner
you would click on the postage stamp icon in the left hand corner to open up a Banner menu

NSU ==

H
§—Florida
Banner Menu Alt+M

Faculty Grade Entry « Final Grad
Faculty Grade Entry

Final Grades



7. Click the Banner Menu to expand the menu.

=z NSU | UiV ™™=

Florida

Banner >

8. Select from the menu the area you want to navigate to.

: NSU iR
"*"  Forida

<{ Banner
Personal Information
Student

Financial Aid

AVAN I VAR VA ¥4

Alumni Information

Facuy'“ty & Advisors >

Breadcrumb Navigation
Some areas such as the student profile will allow you to navigate by clicking breadcrumb.

Click the breadcrumb links to return to a previous page or search area.

NO\ UTHEAS
1] INIVERSITY
s » !

Florida
Advising Adw’s&e Search « Student Profile
Student Profile - Christopher Test Student (N02040709)

Video Link: Login to SSB with how to navigate SSB - SharkMedia (nova.edu)



https://sharkmedia.nova.edu/edit/1_0g9ts3dp

Section 2: Class List

The Class List provides course information for a selected class for a term and provides a list of students
with various details such as ID, Registration Status, Level, Credit Hours, Final grade. The Class List page
allows you to switch from Summary View that provides general information to Detail View that provides
specific information on each student. You may also print and email students from this page.

Accessing the Class List
You can access the Class List from the initial menu page

Sludent Finanial Ajd Fatuliy and Advising Seivices

Web for Faculty & Advisors [ Class List Final Grades (LAW) Faculty Grade Entry (NON
Overview and FAQ Hanner 9 LAW)

1l
Advising Student Profile or Menu MeAf ¥ Class Schedule Course Catalog

Ad
Generate CAPP Degroe

denl's scadenic

Drop Roster Faculty Detail Schedule Faculty Week at a Glance
Drop Roster Faculty Detail Schedule Faculty Weck at a Glance

or if already inside another page by using the banner menu in the left corner to drop down the menu
and drill down to the Class List.

CRN Listing
Once inside the Class List you must select a term by drop down menu.

Faculty & Advisors « CRN Listing
CRN Listing

| Al Terms N

All Terms

Fall 2023 202420
. W . Title



Once you select the term a listing of your courses will appear with all the columns labeled. You have the
option to customize the columns you want to show or hide by clicking the show hide icon and checking

or unchecking the columns you want to show or hide.

w | Search (Alt+Y) Q

a

Select Al

<>

C  Duratit
Subject

08/21/2C 13(202420)

Enrollment Count

",m ..

The CRN Listing will display rows of all classes you are assigned for the term. To view a class list of your
students, click in a blank area of the row corresponding to your class.

Subject C  CourseTitle C CRN C  Enrollment Count C  status C  Duration Term
ARTS 4950, PO1 Internship in the Arts 24329 3 Active 08/21/2023 - 12/10/2023 Fall 2023 (202420)
Class List

The names of your students will now appear in the summary class list in rows. If you roll your mouse
pointer over a student’s name a card will appear with information on the student.

Summary Class List

Student Name ~ D C  Registration Status
B Student Christgpher N02040709 Registered
Christopher Test Student gistered
HCAS Bachelor of Arts Trad Program

— Arcand Desi lgistered




Course Information

Course information such as Course Name, CRN, Duration and status can be found in the top left pane.
Faculty & Advisors Class Ll
Class List

Fall 2023 - 202420  ARTS 4950 | 24329

¥ Course Information =)
e
Internship in the Arts - ARTS 4950 P01
CRN: 24329

Duration: 08/21/2023 - 12/10/2023
Status: Active

Class List Wait List

Summary Class List

Enrollment Counts can be found on the right pane area.

Enroliment Counts

= Maximum  Actual Remaining
Enrollment 1 3 -2
Wait List 10 0 10
Cross List 0 0 0

Sum
Email Function

The email function can be used to email students with your default email. Check the box next to
student’s name and then click the email icon.

Summary View Vv

Class List Wait List
Summary Class List v | Search (Alt+Y) Q
Student Name ~ ID {  Registration Status A\ Level C  Credit Hours $  Final ]
Student Christopher N02040709 Registered Bachelors - Traditional Day 3 Enter Grade
TEST Student Mike N02006150 Registered Bachelors - Traditional Day 3 Enter Grade
TEST Student Steve N01987108 Registered 2, Bachelors - Traditional Day 3 Enter Grade

©




Export Function
Export your class list by clicking on the Export button. This will download an Excel spreadsheet to your
default download folder.

?}9[%HII

Print Function
Print your Class List by using the print button.

[=» Export @ Print

Video Link
How to Use the Class List - SharkMedia (nova.edu)

10


https://sharkmedia.nova.edu/edit/1_vntnnbcy

Section 3: Grade Entry using the Canvas Tool

NSU has an integration installed in Canvas that allows for the importation of the final grade for a student
into the Official NSU Grade record in the Banner system. Faculty has a choice of using the NSU Grade
Tool in Canvas or Using the Self-Service Banner Grade Entry page that will be discussed in a later section.

It is important to know a few processes that deal with grades before we get started. When a grade gets
entered with the NSU Grade Tool using Canvas the grading scheme must be enabled with a score and a
grade in Canvas. If the grading scheme is not enabled, grades will not be imported to the Banner
System.

Once the grades are imported into Canvas they will be rolled into the official record. This process takes
place twice a day. You will be allowed to change the grade up until they are rolled into the official
record. If a change needs to be made after the grades are rolled you will have to submit a Grade Change
Form through your department to the Registrar to have the grade changed.

1. Login to your Canvas course and Navigate to the Grades area of Canvas.

2. Inthe Total Column verify that your course has a grading scheme selected.

3. The example below is of a course without a grading scheme enabled and one with a grading
scheme enabled.

Enable Grade Scheme

Grading Scheme Not Enabled Grading Scheme Enabled
Assignments Total Assignments Total

100.00% of grade | 100.00% of grade,
Wﬁ 100% 100% 100%
93.46% 93.46% 93.46% 93.469
96.04% 96.04% 96.04% 96.049
92.31% 92.31% 92.31% 92.319
100% 100% 100% 100%
94.12% 94.12% 94.12% 94.129
100% 100% 100% 100%
90.38% 90.38% 90.38% 90.389

11



4. If your course does not have a grading scheme you will need to enable a grading scheme by
going into the course settings and enabling a course scheme from the course details tab.

5. Inthe Course details tab, look down on the page for the Grading Scheme area.

6. Enable by selecting the check box Enable course grading scheme.

7. Drop down the menu to select a scheme

Enable course grading scheme

Default Canvas Grading Scheme @ View/Edit
Default Canvas Grading Scheme (S

Letter Default

Private (Copyrighted) v ®
O Copyright and license information must be provided for files before they are published.

Course v ®

8. Click the Update Course Details button at bottom of page to Enable the grading scheme.

Update Course Details
NSU Grades

9. Select NSU Grades in the Navigation Menu and check that the grades are entered correctly. If
not, Faculty can manually set the grades with the drop down next to the grade.
10. Click the save button and you will notice in the column labeled Submitted to Banner will have a

yesinit.
Hihmisted Ip.  Sdemal Number FirstName + LastName - Crn % Grade < hoHedto . tattendea < Attended
Banner User ID Banner Hours
Yes 1 21934 |A [V] N
Yes 2 21934 | A- [V] N
Yes 3 21934 |A [V N
Yes 4 21934 | A- [V] N
Yes 5 21934 |A [V N
Yes 6 21934 |A [V] N
Yes 74 21934 |A [V] N
Video link:

How to enter final grades in Canvas- SharkMedia (nova.edu)

12


https://sharkmedia.nova.edu/edit/1_p4r3znst

Section 4: Grade Entry using Self-Service Banner (SSB)

At the end of the term, faculty will have the option to enter grades into the Self-Service Banner system
(SSB). This section will explain how to enter grades with this system.

1. Accessing the Grade Entry Page:
- Upon landing on the faculty grade entry page, you will be presented with a list of courses assigned to
you.

- Alongside each course, there will be an indication of the grading status, including whether the grades
have been rolled.

Roned Tsnoject Touree Toction SRR e L ~

Ner Siamed. ARTS - ARTS - The Acxs 2300 &1 Ax and Sotiety 202020 - Fol 2018 2611t

2. Viewing Student List:
- Click on any course to view a list of enrolled students.

- Ensure to click in a blank area of the course row to avoid activating any links.

- The list of students will appear in the lower pane of the screen.

B Q) Mrs Test2 TescTescESS

L3
— A e
Neid—
- B N
]

13



3. Adjusting the Display Pane:
- Use the provided buttons to alter the view of the student list pane.

TS - SRTS - The fets 7300 [t % and Sociery. 202020

1
{z
o
P

.

"

»

‘

4

fos e 2 Ralled

[ &

T
I}

u ‘Sfarch Q | |

C  Hours Attended &

4. Entering Grades:
- Locate the area marked for grade entry.

- Click on the drop-down menu next to a student's name and select the appropriate grade.

14



5. Saving Grades:
- After entering grades, click the 'Save' button to ensure your entries are recorded.

- Itis crucial to save each entry to prevent data loss.

6. Entering Last Attend Date for Drop Students:
- Enter the last attendance date only for students who have dropped the course.

- Leave this field blank for all other students.

7. Editing Grades:
- You can edit grades if they have not been rolled.

- The 'rolled' status column indicates whether grades have been rolled or not.

NSU i
Florida S

-ulty Grade Entry - Final Grades

ulty Grade Entry

nal Grades

You can only edit grades if the grades
Iy Courses are not rolled. This column will indicate o
the status of rolled or unrolled. =

search ey

rading Status 2 Rolled 2 Subject s Term s RN

In Progress ) Not Starced ARTS - ARTS - The Arts 202420 - Fall 2023 24329

acords Found: 1 3 :] + i) Pzg:E
nter Grades arch Q j
ull Name  ID £  Final Grade £ Rolled | LastAttend Date {  Hours Attended
tako Michacl N02020828 Not Gradable = |

acor Jimmy N02076597 Not Gradable ]

fnark Sherry N02113819 Not Gradable [ =] ]

tudent Christopher N02040709 \ - v \ L |
EST Student Mike NO2006150 [ v =] ]
EST Student Sreve NO1587108 [ v ‘ =] |

)

acards Found: 6

- For grades that have been rolled, a grade change form must be submitted through your department
to make any edits.

Note: This handout provides a streamlined guide to navigating and using the faculty grade entry system
effectively. Always remember to save your work regularly and refer to your department for specific
procedures related to grade changes.

Video Link:

How to Enter Final Grades in Self-Service Banner - SharkMedia (hova.edu)

15


https://sharkmedia.nova.edu/edit/1_63rt4ayu

Section 5: Grade Entry using Self-Service Banner (SSB) with an Excel
Spreadsheet

Introduction

- Purpose: To learn how to use an Excel spreadsheet for uploading grades to the Self-Service Banner
(SSB).

Steps for Exporting Template

1. Access Template Export
- Click on the gear icon.

#- ii‘ Chelsea Test-EPS
U

- Select the "Export Template" link.

Language Setting
About ‘
Keyboard shortcuts

Export Template [

Import

2. Export Process
- A pop-up window will appear.

- Choose the type of Excel spreadsheet.

- Click on "Export."

16



Understanding the Excel Template
1. Column Names : The template includes all column names to match during import.

2. Rolled Column: Indicates if grades have been rolled into the banner system.
a. "No": Changes are permissible.
b. "Yes": No direct changes allowed; requires a faculty grade change request.

| A | B | (Y | D | E | F | G H |
1 [Term Cede CRY Ful Hame Studen: (D Rollsd Confdentiz| Cours Finzl Grade Last &tended Date
2 [0z b} Studen: Chistopher 102040709 Ho Ho ARTS - Tre Ans A 3
3 gUZ-IZD b TEST Student bike 102005150 Ho Ko ARTS - Tre Ats B+ |
4 [z i TEST Student Steve 101987108 Ho Ko ARTS - Tre Ans C+

5| |

Entering and Saving Grades
1. Input Grades :_Enter final grades for each student in the Final Grade column.
a. Click on the cell and start entering grades.

2. Save Work :
- Save your progress regularly.
- Edit grades as necessary.

Importing Grades Back into the System

File Selection :
-Click gear icon and select import

£ (& Ilrs Test2 Test TestH

Language Setting

About

Export Template

Impart Q 4
I >
S
CRN o

aciety 202020 - Foll 2019 20111

17
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- Click "Browse" to find your file.
Import
o Select @ Pre @I Map

Select a File for Import

@ Finish

You may import a file with faculty grade entry data.

Browse ] Upload

Supported file types: Excel Spreadsheet (.xls), Microsoft Excel Open XML Spreadsheet (.xlsx)

- Select the file and click "Open."

2. Uploading File :
- Click the "Upload" button.

Import

o Select . Teviey ‘;s; Mz2p "’:‘_,:I Vaidzm {s;'r 3%
Select a File for Import

You may import a file with faculty grade entry data.

C\fakepath\202420 AR h;"gad

Supported fike types: Excel Spreadshiget (als), Micrusofl Excel Open XML Sprvadshest (alsa)

e

- Click Continue.

© sclcct | (2) P @ v | @ (s) Hiish

Select a File for Import

You may import a file with faculty grade entry data.

C:\fakepaih\202420 AR Upload

Supported file types: Excel Spreadsheet (als)

—

18



3. File Preview and Validation :
- Ensure all files are correctly mapped and click continue

Impol

O v

Map Columns

Use the drop down lists to map the data from your spreadshecet to the appropriate columns on the
Faculty Altendance Page.

Fields markea wilh * are required fields. Ihey must be mapped in order Lc conlinue Lthe impart
process.

(&) Term Code* (&) CRN*

:) Hours Attended

7) student ID* () Final Grade

Last Atcended Date () Incomplete Final Grade() Extension Date

7} Narrative Grade Comment

Map [Term Code* | cR Voer  v[sudenti vJoher ~Jother fon"
Row Term Code [ CRN Full Name Student ID Rolled Confidential

Student AR
I 202120 24329 e N02040709  No No

Christopher Art

TEST Student i AR
2 20242 24329 : N02006150  No No

Mike Art

TEST Student ) AR
3 202420 24329 ; NOL987108  No No

Sleve Art
‘ »

Go Back

- Validate the data and click continue

Validate

Validate the data in Lhe worksheeL. Unchanged data will be ignorea; valid changes will overwrile
exisling data aller this step,

The following 2 records will be imported:

0 records cantaining errars will not be imported.

0 unchanged records will not be imported.

Dowmload Lhe validalion reporl

Last
Term Full Student
Row CRN Rolled Confidential | Course Attended
Code Name D Grade Atte
Date
ARTS -
Student L, - |
1 202420 243297 . N02040709 No No The (cd
Christopher |
| Arts
TES ARTS -
2 202420 24329 Smdemt  N02006150 No No | The D
Mike | Arts
TES ARTS -
2 207420 24320 | Stidant NOIORTIOR Nn N The LY L4
< ousns e »
Go Back

- If errors are found, go back, and correct them.

19



4. Finalizing Import :
- Select "Continue" to finish the import.

(1) select | (2) Preview | (3) Map | () Validate | (@) Finish
Import Complete
The import wizard is complete.

3 Records without error have been imported and saved to the database.

Records with errors can be corrected on the validation report and imported again using this wizard
or updated manually using the application.

- Click "Finish" to complete the process.

Conclusion
- Your data will now be successfully integrated into the system.

Note: Always ensure to save and verify your data at each step to prevent any data loss or errors during
the upload process and after upload is complete SAVE.

Video Link:
How to Enter Final Grades with and Excel Spreadsheet in Self-Servce Banner - SharkMedia (nhova.edu)



https://sharkmedia.nova.edu/edit/1_800hm3m3

Section 6: How to Navigate Self-Service for Student Profile for Advising

Introduction:
This guide outlines the process for accessing various features within the self-service Banner, focusing on
student profile, and advising.

1. Accessing Self-Service:
- Click on the postage stamp menu to Navigate to the Advisor Search

NS e

2. Navigating to Advising Student Profile:
- Click on the banner menu to Expand it.

- Choose Faculty and Advisors Link.

EISVIVECITN ,
Financial Aid >
Alumni Information >

>

Facu@y & Advisors

- Click the Advising Student Profile link

NOVA SDUTHEASTERN
4 Nsu | UNIVERSITY
Florida

< Faculty & Advisors

Web for Faculty & Advisors Overview and FAQ
Class List !
Final Grades (LAW)

Faculty Grade Entry (NON-LAW)

Advising Student Profile ]

Advisor Ment’ >
Class Schedule

Course Calalog 1
Drop Roster

Faculty Detail Schedule

Faculty Week at a Glance

21



3. Selecting a Term:
- Click the desired term in the drop-down menu.

Advising - Advisee Search

Advisee Search

Change term, search for a student, or view your advisee list

Term
( Fall 2023 A ]
Q
Winter 2024

(O Student Name

Student ID

View My Advisee Listing

4. Choosing a Search Method:
- Select the button to search by student ID, student email , or student name .

- The image below demonstrates searching by student ID.

Change term, search for a student, or view your ad\

Term
| Fall 2023

View advisee listing, or search by

(% Student 1D

(7} Student Email

(O Student Name

Sucent 1D

View My Advisee Listing

22



5. Entering Student ID and Searching:
- Input the student ID number in the provided field. Press the enter key.

Note: You could also click outside the field or use the Tab key to initiate the search.

- Verify the student name appears .

NOVA SOUTHEASTERN
o NSU UNIVERSITY
Florida

Advising « Advisee Search

Advisee Search

Change term, search for a student, or view your advisee |

Term
Fall 2023

View advisee listing, or search by
@ StudentID

O Student Email

(O Student Name

Student ID
N02040709
Student Christopher Test

View Profile View My Advisee Lisling

6. Viewing the Student Profile:
- Click on View Profile to access detailed student information.

View Profile View My Advisee Listing

7. Viewing Your Advisee List:
- Click on View My Advisee Listing to see a list of advised students.

View Profile View My Advisee Listing
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8. Accessing Individual Student Profiles via the Advisee List:
- Click the name and ID link of a student to view their profile.

Fall 2023
Name and ID ¥ Program C  Primary Major
Ng13 @%1 HCAS Bachelor of Scienc Chemistry
TEST-ESS ESS-3 Gerry,
N01233077 MBA (One Year) Business
View Profile
TEST-ESS, Preferred Nam
N01129862 HCAS Bachelor of Arts Trad Philosophy
View Profile

e ————

Page 1of 1 | 10 v | Per Page

This will take you to the student Profile page.

You can use breadcrumbs to navigate back to Advisee search to initiate another search

NOVA SOUTHEASTERN
-H NSU 5

Florida

Advising Adw’s&e Search « Student Profile
Student Profile - Christopher Test Student (N02040709)

9. Viewing Unofficial Transcripts:
- Select Academic Transcript Link in the left pane to view unofficial transcript .

- Use the drop-down to choose transcript level and type .
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10. Navigating within the System:
- Use the banner menu (postage stamp icon) to navigate back from the transcript area to other areas
in the system.

NOVA SOUTHEASTERN
— NSU : NIVERSITY

== SRR WG

11. Exploring Additional Options:
- On the left pane, access links to academic transcripts, view grades, and more.

- If a link is unresponsive, it indicates a lack of access rights.

12. Reviewing Student Information:
- The student’s profile includes bio information, general information, graduation information, and
advisor information .

- By clicking various tabs, you can see details like curriculum, hours, GPA, and registered courses .

NOVA SOUTHEASTERN.
= 5§u|mwﬁsw # (g Chelsea TestEPS

Advising
Student Profile - Mr. ESS-2 Gerry TEST-ESS (N01173061)

Standing Overall Hours: 66 | Overall GPA: 0.00 Registration Notices: 4 | Holds: 0

:I“omllnlormatlon CURRICULUM, HOURS & GPA -~

Phone
Gender [ pomary [
Date of Birth

Degree:

Race: Study Path
Citizen:
Citizenship. Program
Emergency Contact: t 4 College:
Emergency Phone: Not od Major:
Department:
General Information a‘l’:::""“‘“
Level s ¥ -
w.esszcemEsTess [N u S
g:‘::fm Type: ing Education Programs. Admit Term 204 2 > dIProf Dev
Curriculum and Courses Resmmy Pendag ol of g Mk Catalog Term: all 2018
Prior Education and Testing F.m e COURSES Lo
M.\mcul
Additional Links Last Tev
Details CRN Hours Registration Status Instructor
Degree Evaluation Graduation Information S, =
Graduation Applications First-Year Experience UNIV 1000 20111 3 Registered !
Academic Transcript (Unofficial)
Advvsors
View Grades Primary / Academic Advisor £ Total Hours | Registered Hours: 3 | Billing Hours: 3 | CEU Hours: 0 | MinHours: 0 | Max Hours: 18

Video Link:

Edit How to Navigate to the Student Profile - SharkMedia (hova.edu)

25


https://sharkmedia.nova.edu/edit/1_y9w2uk9z

