BANNER WEB INSTRUCTIONS FOR FACULTY ADVISORS
How to Access Student Information on Banner Web

1. Link to Bannerweb from SCSU faculty & staff homepage
2. Go to “bannerweb secure login”
3. Enter username and password (if you haven’t changed this, your username is your faculty ID # and your password is your birth date (mmddyy)
4. Go to “faculty services”
(Depending on your needs, follow one of the paths below)

For Registration PIN #s, placement scores, SAT scores, addresses, schedules, transcripts

5. Go to “search for student by name”

6. Make sure the drop-down menu reads the term the student will be registering for
7. Put in student first and last name, as directed

8. You’ll see a screen that contains their PIN # and lets you click on links for the other information

For Degree Evaluation

To see the student’s requirements, met and unmet, much like the electronic version of the old CPR form

5. Go to “Advisor Menu”

6. Go to “Degree Evaluation”

7. Select the latest term available, submit

8. Put in student ID or student name (last, first), as directed, submit

9. Make sure student is correct, hit submit

10. You will see student information, including major (if this is incorrect, the student needs to see an advisor in the department with the major they do want to fill out a change-of-major form).  At bottom of this screen, you should click “Generate New Evaluation”

11. Click program bubble, click “use courses in progress”, click “generate request”

12. Click “detail requirements”, submit

13. What you see now is the student’s degree evaluation.  For undeclared majors, this just lists the general education requirements (realize that some of these change slightly depending on major – discussed more below – but most of them are the same).  Next to each requirement, you will see either  “yes” in blue, meaning student has fulfilled (or is fulfilling currently, assuming he or she passes the course) that requirement.  The ones that have not yet been or are not yet being fulfilled have a red “no” next to them.  Under each requirement, you will see a list of courses that fulfills that requirement (like the old CPR forms).

What-if Analyses

To see the requirements (met and unmet) “if” the student were to choose a certain major

5. Go to “Advisor Menu”

6. Go to “Degree Evaluation”

7. Select the latest term available, submit

8. Put in student ID or student name (last, first), as directed, submit

9. Make sure student is correct, hit submit

10. You will see student information, including major. At bottom of this screen, you should click “What-If Analysis”

11. Enter current term

12. Choose major program in which student is interested, submit

13. Pull down menu and choose program, submit

14. Pull down First Major selection

15. Click “add more” then pull down major concentration (this doesn’t have to be done for all majors, but for certain majors, NO major requirements will show, unless this step is done)

16. Check “use in progress courses”, click “generate request”

17. Click “detail requirements”, submit

18. You will now see the requirements (and whether they are met or not met for this student) “if” the student decides to choose that major.

