User Guide to ISU's Self-Service

For Faculty and Advisors

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 – 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 – 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

· FERPA Acknowledgement –Sign a FERPA Acknowledgment
Faculty Services Menu

· Term Selection

· CRN Selection

· Student Menu

· Advisor Menu

· Faculty Menu
· Class Schedule
· Course Catalog
· ISU Document Storage
Term Selection:  

Access to student and faculty information requires the entry of an academic term. Click the down-arrow in the pull-down list to display available terms. Click the term to use and click the Submit Term button. This term will be in context for all inquiries until changed.

CRN Selection: 

To access your class lists or grade rosters, a CRN must first be selected. Click the down-arrow in the pull-down list to display all the courses you are teaching for the specified term. Click the desired CRN and click the Submit CRN button. This CRN will be in context for all inquiries until changed. You may enter a CRN directly using the text link, but will still be restricted to your assigned courses.

Student Menu:  

From the student menu, you can view student information, advisement PIN, addresses, phone numbers, e-mail addresses and student schedules. You can also enter registration overrides to allow individual students to register for your class if capacity has been reached.

Advisor Menu:  

The advisor menu includes the options to view student academic transcripts; run, view, or print a student's DARS report; and access Sycamore Advantage Advising.

Faculty Menu:  

Via this menu, you can view your teaching schedule, class lists, and grade rosters. You also may report attendance and grades and run, view or print a DARS report.

Faculty Services 

Student Menu

· Term Selection

· ID Selection

· View Student Information

· View Student Address and Phones

· View Student E-mail Address

· View Student Schedule

· Registration Overrides

· Advisee Listing
· Registration History

· View Test Scores

· View Holds

· Add/Drop Classes

Term Selection:  

Access to student and faculty information requires the entry of an academic term. Click the down-arrow in the pull-down list to display available terms. Click the term to use and click the Submit Term button. This term will be in context for all inquiries until changed.

ID Selection:  

Enter the 9-digit student ID number of the Student/Advisee you want to process then press the Submit ID button. You may also select a student using the query form. Type in either the first name and/or last name and choose which type of person to search for: Students, Advisees, Sycamore Advantage, or the default of All. Click the Submit button.  

If matches are found, they will be shown in the pull-down list. Select the Student/Advisee that you wish to process and press the Submit Name button. This student will be in context for all inquires until changed.

View Student Information:  

Displays first term attended, last term attended, student type, classification, academic standing, primary advisor, graduation information, curriculum information for the term selected, and more for the student you chose at ID Selection.

View Student Address and Phones:  

Click the View Address button to display the address and phone number associated with the student you chose at ID Selection.

View Student E-mail Address:  

Click the View E-mail Addresses button to display the ISU server e-mail address(es) for the student you chose at ID Selection.

View Student Schedule:  

For the term entered, display the number of hours enrolled and student class schedule with day/time, building/room and instructor for the student you chose at ID Selection
Registration Overrides:  

This feature allows you to enter a registration override for a specific student that will allow the student to register for your class after the class limit has been reached. If the student later registers via the touchtone scheduling system, the “closed class” registration error will not be invoked. To enter an override for the term selected, click “Class limits” from the Override pull-down list and select the appropriate course from the Course pull-down list. Click the Submit Changes button. You will be asked to confirm the override by clicking the “Commit Changes” button.

Advisee Listing:
Get a list of your Advisees.
Registration History:
This allows you to see all of the courses the Student has registered for.

View Test Scores:
This allows you to view test scores of the student.

View Holds:
This allows you to view the holds of a student.

Add/Drop Classes:
This allows you to add or drop classes for your student. This is only available during Sycamore Advantage and only to Advisors.

Faculty Services

Advisor Menu
· Term Selection

· ID Selection

· Sycamore Advantage Registration

· Student Academic Transcript

· Sycamore Advantage Student Information

· DARS - Degree Audit Reporting System

· Advisee Listing

Term Selection:  

Access to student and faculty information requires the entry of an academic term. Click the down-arrow in the pull-down list to display available terms. Click the term to use and click the Submit Term button. This term will be in context for all inquiries until changed.

ID Selection:  

Enter the 9-digit student ID number of the Student/Advisee you want to process then press the Submit ID button. You may also select a student using the query form. Type in either the first name and/or last name and choose which type of person to search for: Students, Advisees, Sycamore Advantage, or the default of All. Click the Submit button.  

If matches are found, they will be shown in the pull-down list. Select the Student/Advisee that you wish to process and press the Submit Name button. This student will be in context for all inquires until changed.

Sycamore Advantage Registration: (Note: Available only during Sycamore Advantage.)
Special registration section only for Sycamore Advantage.

Student Academic Transcript:  

After you select a term and a student on the Selection menus, select a transcript level (All Levels, Undergraduate). The transcript type is WEB Academic Course Display. Click the Display Transcript button. The transcript displayed will include academic history as well as courses in progress.

Sycamore Advantage Student Information: (Note: Available only during Sycamore Advantage.)
This will give you information regarding the Sycamore Advantage student that was selected.

DARS -Degree Audit Reporting System:

The online DARS reports are available to assist in determining student progress towards meeting degree requirements. While efforts have been made to insure their accuracy, these are internal documents and are not an official certification of the student's academic record or progress towards graduation. The academic dean's office has the final authority to certify that students have, or have not, completed all graduation requirements. Please report discrepancies to your academic dean's office.

You must first submit an Audit before it will become available to view. If you have previously submitted an audit and have not deleted it, it will be available for viewing for seven days. You may run, view, and print DARS audits for students you advise, as well as run a "what-if" analysis. 

Submit an Audit

If you have not already selected a term, you will be prompted to do so. This term is used only to associate an advisor with the student for the selected term, not to determine the term to use for the student’s degree program information. 

You will be prompted to enter a Student ID. Then click the Submit ID button.  

On the Submit Audit page, you may select from the student’s previous, current, or future degree programs from the pull-down list. The default is the student’s Latest (all) program and is most often used for advising. The “latest” program may be for a future term. For example, if the student is completing an Associate degree program at the end of the current term and is admitted to a BS degree program for the next term, the BS degree program is the “latest” record. To select a record other than the “latest”, click the down-arrow on the Select Degree Program pull-down list to display the student’s catalog year/degree program records.  

In the second option line, click on your selection for List All Requirements, Incomplete Requirements Only, or Completed Requirements. Click the Run Audit button. 

You will get a message screen telling you the audit has been submitted and that it may take up to five minutes for it to finish processing.

Click the View Submitted Audits to view this audit. You may also click Submit another DARS Report to submit an audit for another student.

What-If Analysis

To find out how courses would apply if a student changed majors, click the What-If button on the Submit Audit page. Choose the College/School and click Select. Choose the Degree and click Select. Choose the Major and click Select.

View an Audit 

An audit may take several minutes to run. If the audit you just submitted does not appear on the List of Available Audits page, periodically check for completion by clicking Refresh the List. The View Audits page displays the student’s name, and date/time of all audits submitted by you during the last seven days. You may view or delete any audits by clicking the appropriate link. DARS audits are available for seven days after submission and are then automatically deleted. Click the degree program name in the View Link column to display the DARS report.

The top of the report displays personal information and academic statistics from the student record. The report includes University-wide degree requirements (including general education) followed in most cases by major requirements. 
Requirements often include several sub-requirements marked as complete (+) or incomplete (-). When all sub-requirements are complete the requirement is marked as "OK". If any sub-requirements are not complete, the requirement is marked as "NO". 

Refer to the legend below for a description of other DARS notations that may relate to a requirement, sub-requirement or individual course.

DARS Legend

	OK = Requirement Complete         
	>D = Duplicate Course

	NO = Requirement Not Complete     
	>R = Repeatable Course

	+    = Sub-Requirement Complete     
	>X = Repeated Course

	-     = Sub-Req. NOT Complete         
	*    = Alert To Message

	R    = Sub-Req. Is Required         
	FA = Fall Semester

	RG  = Registered Course            
	WI = Winter Semester

	OPT = Optional                     
	IN = Intersession

	(R) = Required Course              
	S1 = Summer I Semester

	>C  = Cross Listed Course          
	S2 = Summer II Semester 

	>S  = Split Course                 
	SP = Spring Semester   


Click the View a Printer Friendly Report if you wish to print a more simply formatted version. You may return to the original report by clicking the Return to Enhanced Audit link.

On this screen you may also delete an audit if you wish it to be removed from the List of Available Audits page before seven days are up.

Advisee Listing:
This will list all of your Advisee’s.

Faculty Services

Faculty Menu
· CRN Selection

· Faculty Detail Schedule

· Faculty Schedule by Day and Time

· Detail Class List

· Summary Class List

· Mid Term Grades

· Incomplete Grades

· Final Grades

· Attendance Reporting

· Attendance Reporting Checkout

· DARS - Degree Audit Reporting System

· Incomplete Grades Listing

· Internet Course Delivery

· Advisee Listing

· Class Picture Roster

CRN Selection: 

To access your class lists or grade rosters, a CRN must first be selected. Click the down-arrow in the pull-down list to display all the courses you are teaching for the specified term. Click the desired CRN and click the Submit CRN button. This CRN will be in context for all inquiries until changed. You may enter a CRN directly using the text link, but will still be restricted to your assigned courses.

Faculty Detail Schedule: 

Displays course information (class limit, number enrolled, day/time, building/room, and schedule type) for all courses you are teaching for the selected term.

Faculty Schedule by Day and Time:  

Displays your teaching schedule for the selected term in a grid format by day and time.

Detail Class List:  

For the CRN selected, displays your class list with detail student information (student name, degree program, level, college/school, department, major, classification and registration sequence). You can click on a student name to view the student’s address(es).  To return to the Detail Class List from the address display page, click the Class List link at the bottom of the page.

Summary Class List:  

For the CRN selected, displays your class list in a one-line-per-student format. The student ID, student name, level, degree, program, major and classification is displayed for each enrolled student. You can click on a student name to view the student’s addresses. To return to the class list from the address display page, click the Class List link at the bottom of the page.

Mid Term Grades:  (Note: Available only during grade submission periods.)
For the CRN selected, displays the roster of midterm grades submitted.  

Incomplete Grades:

After grade retrieval, use this option to make changes to grades for a given term and student.

 Extending Due Date for Incomplete Grade

1. Select desired term from pull-down list; click Submit Term 

2. Select CRN from pull-down list; click Submit CRN 

3. Enter Student ID Number; click Submit; click OK to verify your selection is correct -OR- click Students radio button; click Submit; select desired student from pull-down list; click Submit Name button 

4. Change Due Date to desired Due Date; click Submit 

 Note: Undergraduate courses must be complete within one year after semester of enrollment. 

Final Grades:  (Note: Available only during grade submission periods.)
Grade changes submitted after grade processing will not be reflected.

NOTE:  The Final Grade Summary form gives a completion status for each course for which you are the instructor of record.

To submit final grades for the given term:

1. Click a highlighted course title to enter grades. The final grade worksheet lists names of students officially registered for the course. 25 records are listed per page. If more than 25 students are registered for a course, a Records link will appear at both the top and bottom of the page. Click the appropriate Records link to move from one set of records to another. 

2. Select a grade from the pull-down box for each student. 

3. Click Submit Grades.  NOTE: Click Submit Grades often as there is a 30-minute idle time limit on the screen. 

4. To select another course, click the Final Grade Summary link at the bottom of the page and repeat steps 1 through 3. 

To assign an incomplete grade: 

1. Click Submit Grades to save any work already completed!

2. Click Incomplete link under IN grade link column for desired student 

3. Accept default due date -or- change to desired due date.  NOTE:  If you want to allow the student one calendar year to complete all course work, you must use the day prior to the exact date; i.e., If today's date is 4/23/2003, and you wish to allow one calendar year for completion of all work, then you must enter a date of 4/22/2004 for the system to accept the date. 

4. Select default grade from drop-down box. This is the grade assigned the student if the work is not completed by the due date. 

5. Click in Requirements box. 

6. Type all remaining requirements for the course for the student. 

7. Click Submit 

8. Review data for accuracy. 

9. Click Final Grade Worksheet at bottom of page. If data is accurate, continue grading. 

10. If data is inaccurate, click Incomplete link, and repeat steps 3 through 9 as necessary.

Deleting Inadvertent Assignment of Incomplete Grade

1. Click Incomplete link 

2. Click Delete? checkbox 

3. Click Delete 

4. Confirm deletion. 

5. Click Delete? checkbox 

6. Click Delete 

7. Click Final Grade Worksheet to assign grade

You may select another CRN by clicking the Select CRN link at the bottom of the page. 

When finished entering grades for all courses, click the Final Grade Checkout link from the Faculty Menu or from the bottom of the Final Grade Worksheet. This form gives a status (no students have been graded, some have been graded, all have been graded) for all courses for which you are the instructor of record. For courses with grades needing to be entered, click the course description to be taken to the Final Grade Worksheet.

Important Information

1. Click Submit Changes Often! 

2. Always click Submit Changes before leaving the Final Grade Worksheet or accessing another link from the Final Grade Worksheet. 

3. Make sure you are not in an enterable field when using the scroll wheel to advance through the page.

Attendance Reporting: 

Attendance information does not need to be entered for courses that have not yet begun. 

· Select the Term for processing then click the Submit Term button.

· Select a CRN from the pull-down list and then click Submit CRN.

· For each student, select an appropriate status from the pull-down options (attended, excessive absences, stopped attending, never attended) under the appropriate 3, 6 or 10 week column. Use the links at the top and bottom labeled Records 1-25, 26-50, etc. to navigate to more student names. 

· Click Submit Changes to save your selections. 

· Go back into each CRN after you have finished to see that your selections were saved.

You may select another CRN by clicking the Select CRN link at the bottom of the page.

Notes: 

· There is a 30-minute time limit on each screen. You may click the Submit Changes button to save your selections before finishing each screen.

· Attendance is defined as academic activity, virtual or otherwise. 

· The report lists names of students officially registered for the course. 

Attendance Reporting Checkout:

Click a highlighted course title to checkout attendance for a given term. 
DARS - Degree Audit Reporting System:

See the summary of this feature in the above Faculty Services Advisor Menu section.

Incomplete Grades Listing:
This will list all incomplete grades.

Internet Course Delivery Designation:
This allows you to State/Update the method of Internet Delivery of your courses.

Advisee Listing:
This will list all of your Advisee’s.

Class Picture Roster:
This will show pictures of your class roster.
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