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Using Self-Service Banner for Advising 

Although there are many tabs in Self-Service Banner that are used by faculty and staff alike, this 
document focuses on those needed for academic advising.  

If you login to UNAPortal and click on Faculty Services, you will see this screen.  Once again, only some 
of these (with       ) will be used for advising purposes.  

 

 

The first one of use is CAPP Degree Evaluation – here you can run a degree evaluation on any student to 
see which courses have been completed and those that are still necessary based upon the major and 
minor that are in Banner.  If the major and/or minor is incorrect, the degree evaluation will also be 
incorrect.  

When you click on CAPP degree evaluation, you will be asked for either your student’s name or L 
number so that he/she can be identified.  Once you do this, then you will come to the following screen: 
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If you now click on Generate New Evaluation (see arrow), it will ask you to click on the radio button for 
the degree program and there is a term that needs to be selected (use the current term). 

 

Select the current term, then click on Generate Request.  

You can run the degree evaluation on General Requirements (General Requirements), Detail 
Requirements, and Additional Information. 

 

 

 

(next page) 
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Clicking on General Requirements then Submit brings you to the following screen: 
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If you go back and click on Detail Requirements, you get a screen that looks like this:  
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(next page) 
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If you go back and click on Additional Requirements, you get a screen that looks something like this: 

 

What-If Analysis 

You can do a What-If Analysis to see what a student’s degree program would look like if he/she changed 
majors.  Click on What If Analysis at the bottom of the previous screen.  

 

First, select the term in which the student began at UNA. Then click Continue. 

 

Using the drop-down box select a new degree program. Let's say he/she is interested in changing to a BS 
in Psychology. Click on Continue.  
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Use the Drop-Down box with First Major to select Major. Then click on Submit.  The evaluation 
generated will be the same as before with the General Requirements, Detail Requirements, and 
Additional Information as options, which will not be listed here. 

 

Go back to the Self-Service Banner tab > Faculty Services > Student Information Menu, and click on 
Student Information: 

Almost all of the choices in the following list under Student Information require that you know a 
student’s name or his/her L number. 

 

First, select the current term from the Drop-Down box. 

 

Then enter either the student’s last name (it will generate a list of students with that last name) or last 
and first name. You might want to write down the student’s L number as this is not listed anywhere on 
the next screens. 
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Alternatively, you can enter the L number of your student. Click Submit. 

 

 

For this student, notice he began in Fall 2014 and that is the last term attended. 

Registered for Term:  Yes;  he is registered for Spring 2015.  

He is also an in-state resident, a US Citizen, and is a freshman. 

NOTE:  his primary advisor is listed next.  If you find a freshman for whom no advisor is listed, please let 
UAS know.  

The expected graduation date and term is just seven years from the intitial start term.  This date and 
year will change once a student applies for graduation. 

Other curriculum information is listed such as his degree, major, major concentration, etc.  That 
information is what Banner says that student’s major, etc. is.  

Go back to Self-Service Banner > Faculty Services > Student Information Menu to come back to this 
page. 
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Using the Student Information link, you can find: 

• ID selection – a student’s L number 
• Student Address and Phones - a student’s permanent and local address (residence hall and 

room number) and phone number as well as UNA box number 
• Student’s E-mail address – official UNA email address as well as the email address that was 

indicated on his/her initial application to UNA 
• Student Schedule – for the current semester 
• Academic Transcript – probably the most important as it lists what UNA has for a student’s 

academic transcript.  All AP, dual enrollment, and transfer credit should be listed provided the 
student had those sent directly to UNA.   

• Degree Evaluation – also a way into the CAPP Degree Evaluation 
• Active Registrations – shows classes in which student is currently enrolled; should show you 

whether a student has officially dropped a class 
• Registration History - – lists all of the classes in which a student has been enrolled by 

semester.  Grades listed as the grades that are included on the transcript (grades and names 
have been blocked off to maintain confidentiality) 

 

• Advisee Listing – a list of all of your advisees to whom you have been assigned 

 

(next page) 
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There are several important items here: 

• Student Name – student names have been omitted due to confidentiality 
• L number- have been omitted due to confidentiality 
• Advisor Type – whether you are advising a student in a particular concentration (mine is pre-

health; you may not have one).  Some of these are blank. 
• Alternate PIN – a student’s PIN.  This changes from semester to semester.  You may print this 

page.  Those students with no PIN listed are supposed to be graduating during the current 
semester, so no PIN is needed. 

• Student Information – allows you to view student information 
• Holds – allows you to view what holds a student has prior to pre-registration 
• Test Scores – allows you to view student test scores (ACT or SAT); transfer students may not 

have any scores listed as it is not a requirement for admission to UNA 
 
Remember that entry into English, Mathematics, and Biology classes is depending upon ACT 
subscores!  There are no exceptions. 
 

• Transcript – allows you to view a student’s transcript 
• Degree Evaluation – allows you to view a student’s degree evaluation 

Go back to Student Information link and click on View Test Scores.  If you have not already entered a 
student’s name and/or L number, you will be prompted to do that. Clicking on the Submit button then 
takes you to something that looks like this: 
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Under the Student Information tab, now click View Holds. This screen allows you to see which holds a 
student has and from which office on campus.  Remind students that ALL holds must be resolved before 
a student can either pre-register for classes or register for classes.  Some holds will prevent students 
from seeing their grades for the semester or requesting transcripts.  

I usually write down the hold on the Advising Recommendation Form as a reminder to the student to 
get that hold resolved.  

Now go back to the Faculty Services tab. See below:  

  

The following links are also important:  

• Design my Course Scheduler – allows you to use the Pride Planner; play with it if you have not 
already done so! 

• Term Selection – selects which semester you want information 
• Lookup Classes– allows you to look up classes by department and course.  

o NOTE:  If you have been a student at some point at UNA, this option takes you to the 
student tab and the screen that looks like what you see below.  If you have never been 
a student here, you do not have this as an option.  
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If you have been a student, you should see the following screen after you select the term: 

 

 If you clicked on Accounting, then Course Search, you should see a list of all accounting classes offered 
for the semester you chose, in this case spring 2015.  You will likely have to scroll down to see the 
complete list.   

 

If you click on View Sections on Accounting 291, here is what you would see: 
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This allows you to see the course sections available, their times, and the current enrollment as well as 
the professors who are teaching the sections. Class locations are also listed. If the registration period 
had been open, the first column would give you the option of clicking on an open box to register for the 
class (if you were a student!). 

 

If you have never been a student at UNA, you will see this screen: 

 

Once you select the current term and click on Submit, you will see this screen: 

 

Enter either any student’s L number (might want to keep one on hand for this occasion) or last name 
and first name.  Once that student has been selected, you will have this screen: 
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The PIN is not the alternate PIN on the Advisee Listing page; it is the six-digit birthdate of the student!  
That means that you will have to go back to Student Information Menu > Academic Transcript to find a 
student’s date of birth. 

 

Once you enter that, you should see this screen: 

 

Now if you click on Accounting, then Class Search, you will see this screen: 
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This shows ALL accounting classes, their times, enrollments, professor assignments, etc.  

 

Now go back to Faculty Services tab and scroll all the way down to the bottom, the last option is: 

• Advisee Grade Summary – it is here that you will find the midterm grades of your advisees to 
whom you have been assigned. 
 
Notice on this student below that he/she did not receive any mid-term grades. It could have 
been that he/she did not have any D’s or F’s at midterm.  It is also possible that the professors 
did not assign any midterm grades for any student. Because the fall semester is over, that is why 
the final grades are also listed. Also note that this student withdrew with a “WP” from CH 111 
and CH 111L and from BI 200W.  
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Here is another student who did receive several mid-term grades, a U in EN 099 and a D in CH 101.  Also 
note that this student withdrew with a “WF” from MA 100, something you would not know about at 
mid-term. Basically, this student failed to complete the two remedial classes in which he/she was 
registered for fall 2014. 

 

 

THE END! 


