Foothill-De Anza CC District 9/22/2010

Self-Service Banner - Finding Student Information

You will have view-only access to student information such as contact information, transcripts and
class schedules, if your permissions in MyPortal/Banner include the Advisor role. If you feel you
need this access, have your Dean or Administrator send an e-mail requesting access to: either
Kathleen Moberg at De Anza or Shawna Aced at Foothill. They will then send a request to ETS for
the Advisor permission.

Accessing Self-Service Banner from Banner Tab
1. After logging in to MyPortal, select the Banner Tab.
2. Click on Banner Self-Service.
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You are now one level down in the system, in Banner Self-Service. Note that:
e The tab titles change
¢ The top banner graphic no longer displays
e Click on Back to "tab name" Tab button to return to top level
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To Access Advisor Self-Service Functions:
1. Click on Banner Tab
2. Click on Banner Self-Service, the Main Menu displays
3. Click on Faculty and Advisors link to display Faculty and Advisor Menu
4. Click on Student Information Menu (first item on list) to display the Student
Information Menu
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Student Information Menu

Most of the information you need about a student can be found on this menu.
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Once the Student has been selected, you can click any of the items on the Student Information
menu. The current student will stay selected until you select another student or in the case of a
couple of options, asked to select the student again. Hint: it is a good idea to write down the
students ID # for reference.
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Student Information Menu
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Menu items in bold should be accessible to Administrators and staff with "Advisor" permissions.

If you feel you need access to this information, contact your Dean who will send a request to
either Kathleen Moberg at De Anza or Shawna Aced at Foothill. They will then send a request to

ETS for the Advisor permission.
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