User’s Guide to ISU's Self-Service

For Employees


MyISU Portal

http://myisu.indstate.edu/
Accessing Self-Service
1. Enter MyISU’s web address of http://myisu.indstate.edu/ or click the MyISU button on the ISU homepage 

2. Login into MyISU
3. Click the ‘Homepage’ tab. [image: image1.png][IXXTIIIN (Al Users. (Events| (Tutorial




4. Click on the My Banner Self-Service Links on the Self-Service channel, (third channel down on left side). 
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5. Once you enter the desired Service, you will need to click on the top left hand corner to get back to the portal. [image: image3.png]



Main Self-Service Menus

Personal Information – (Please see the Guide to Self Service for All Users Personal Information for more detailed information) View or update your address(es), phone number(s), e-mail address(es), emergency contact information, & marital status; View name change & social security number change information; Check your Network Access Account.
All ISU community members see this menu where selected information about each individual is available for review and updating. The options you have are:

· View Addresses and Phones 

· Update Address and Phones 

· View Email Addresses 

· Update Email Addresses 

· Directory Profile. 

· View Emergency Contacts 

· Update Emergency Contacts 

· Update Marital Status 

· Name Change Information.

· Social Security Number Change Information 
· Create Help Desk Ticket

· New ISU ID 

· Answer a Survey
Alumni Services – (Please see the Guide to Self Service for Alumni for more detailed information) Find a classmate; Communicate with your alma mater; Update career advisor information; Enter a job posting; Make a pledge; Review giving history; Become a volunteer; Update your volunteer activities; Make a donation on-line using your credit card.
· Communications (Find a classmate; Update your interest group profile; Update your personal mailing list; Respond to a survey; Send a class note; Review your directory profile.)
· Interests
· Find a Classmate
· Class Notes
· Respond to a Survey
· Mailing Lists
· Update Addresses and Phones
· Update E-mail Addresses
· Select a Preferred Address
· Show Directory Profile
· Voluntary Support (View your giving history; Add a pledge; Make a donation on-line using your credit card.)
· View giving History
· Add a Pledge
· Make a Donation
· Volunteer Opportunities (Become a volunteer; View or update your volunteer information.)
· More Information on ways you can volunteer to help the University
· View or update Contact Information
Student Services & Financial Aid -- (Please see the Guide to Self Service for Students and Financial Aid for more detailed information) Apply for Admission, Register, View your academic records and Financial Aid; Run, Print, View your DARS audit. If you are a current student or have Banner student records due to prior enrollment or admission, this option will also appear. 
· Registration (Check your registration status; Add or drop classes; Search for classes to add; View your account; Display your class schedule)
· Select a Term

· Add/Drop Classes

· Student Schedule by Day and Time

· Withdrawal Information

· Check your Registration Status

· View Account Summary

· Apply for Graduation

· Order your Text Books
· Student Records (View your holds; Display your grades and transcripts; Review charges and payments.)
· View Holds

· Midterm Grades

· Final Grades

· Grade Detail

· Academic Transcript

· Account Summary by Term

· Select Tax Year

· Tax Notification

· Class Schedule

· Enrollment and Degree Verification
· Financial Aid (Apply for Financial Aid; Review the status of your financial aid applications; Check status of document requirements; Review loans.)
· My Overall Status of Financial Aid

· My Eligibility

· E-Mail ISU Financial Aid Office

· Access Government Services
· (DARS) Degree Audit Reporting System (Run and View a degree audit for your major, or see how your classes apply to another major.)
· Submit an Audit

· View Submitted Audits
Faculty Services – (Please see the Guide to Self Service for Faculty and Advisors for more detailed information) Enter Grades and Registration Overrides, View Class Lists and Student Information. Only those individuals identified in the Banner system as faculty and/or advisors will have this menu. 
· Term Selection 
· CRN Selection

· Student Menu

· Advisor Menu (View a student's transcript; View a student's grades; Display your security setup.)
· Faculty Menu (View your schedule in detail or by day and time; View class roster (detail and summary); Enter midterm grades; Enter final grades; Enter attendance report information.)
· Class Schedule

· Course Catalog

· ISU Document Storage

Employee – (Please see the Guide to Self Service for Employees for more detailed information) View Pay Stubs, Leave Balances, Earnings History, and Deductions History; Verify W-4 Tax Withholding Status; and Display your W-2 Earnings Statement. ISU employees, including students, will have this menu. 

· Time Sheet
· Request Time Off

· Pay Information (Pay Stubs, Earnings History, Deductions History)
· Tax Forms (W-4 Information and W-2 Earnings Statement)
· Leave Balance

· Parature Verification and Update (Help Desk personnel should use this link to verify that someone is an ISU associate, and update the Parature system with current Banner information.)
· FERPA Acknowledgement (Sign a FERPA Acknowledgment)
Employee Services Menu
· Pay Information
· Tax Forms
· Leave Balances
· FERPA Acknowledgement
Pay Information

Pay Stubs, Earning History, and Deductions History

Tax Forms

W-4 Information and W-2 Earnings Statement

Leave Balances

Leave accrual and usage for each month and year of employment
FERPA Acknowledgement

Sign a FERPA Acknowledgment
Employee Services
Pay Information Menu
· Pay Stub

· Earnings History

· Deductions History
Pay Stub:

Access to Pay Stub requires the entry of a Pay Stub Year. Click the down-arrow in the pull-down list adjacent to the Pay Stub Year to display the available years. Select the year and click on the Display button. On the page generated, select the Pay Stub Date to access information related to Pay Stub Details.


Earnings History:
Choose a Date Range by selecting the Month and Year from the pull-down lists adjacent to the From Date and To Dates. Click the Display button. On the page generated, select Earnings Type (Regular, Holiday, Vacation Pay, etc.) to access information related to Earnings Detail.

Deductions History:

Choose a Date Range by selecting the Month and Year from the pull-down lists adjacent to the From Date and To Dates. Click the Display button. On the page generated, select the Deduction Type (Federal Income Tax Withholding, Indiana Income Tax Withholding, FICA Medicare Tax, FICA Old Age Tax, etc.) to access History Information related to Personal Deductions or Employer Contributions.

Employee Services
Tax Forms Menu


· W-4 Tax Exemptions or Allowances 

· W-2 Year End Earnings Statement
W-4 Tax Exemptions or Allowances:

Click on the W-4 Tax Exemptions or Allowances to access information on Status, Start Date, End Date, Filing Status, Number of Allowances, and Additional Withholding.

W-2 Year End Earnings Statement:

Select a Tax Year and the Employer or Institution (Indiana State University) from the pull-down lists and click the Display button. The form presented is only a representation of the W2 form should not be submitted to any government agency.

Employee Services
Leave Balances
Available Beginning Balance, Hours Earned, Hours Taken, and Available Balance are displayed for each Type of Leave (Sick Leave, Vacation, and Convenience Day).

Click a Type of Leave to access detailed leave accrual and usage for each month and year of employment. 
Employee Services
FERPA Acknowledgement

Allows you to electronically sign the FERPA agreement. Check the box next to the ‘I have read the above FERPA Acknowledgment, and I accept.’ and select the SUBMIT button.
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