User’s Guide to ISU's Self-Service

For Student and Financial Aid

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)
Student Services & Financial Aid Menu
· Registration
· Student Records
· Financial Aid
· (DARS) Degree Audit Reporting System
Registration – Check your registration status; Add or drop classes; Search for classes to add; View your account; Display your class schedule.
Student Records – View your holds; Display your grades and transcripts; Review charges and payments.

Financial Aid – Apply for Financial Aid; Review the status of your financial aid applications; Check status of document requirements; Review loans.

(DARS) Degree Audit Reporting System – Run and View a degree audit for your major, or see how your classes apply to another major.
Student Services & Financial Aid 
Registration Menu

· Select Term

· Add/Drop Classes

· Student Schedule by Day & Time

· Student Detail Schedule

· Withdrawal Information

· Check Your Registration Status

· View Account Summary
· Apply For Graduation

· Order your Text Books
Select Term – Access to student information requires the entry of a 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.

Add/Drop Classes – From the Add/Drop Classes menu you can add and drop courses. In order to add or drop a course you are required to have your Advisement Personal Identification Number (PIN). If you do not know your Advisement PIN you will need to see your advisor.    
Enter the Advisement PIN and click Submit PIN.

To Add/Register:

· Enter the CRN in the fields provided, tabbing between fields

· Click Class Search to search for a class. Several options are listed to allow you to narrow your search. Select choices via the pull-down menus provided and click Find Classes. Follow the instructions provided on the form or click the help link.

· When finished adding/registering, click Submit Changes. You will be informed of errors: closed courses, time conflicts, etc., and will be given an opportunity to add/register for additional courses.

NOTE: Courses listed in the Current Schedule box are courses in which you are officially registered. Courses listed in the Add Classes box are course requests. You must click Submit Changes in order to process your request for those courses.

To Drop:

· Click the arrow in the Action field to the left of the course, and click the drop option. If no options are listed, the class may not be dropped via the web.

· When finished, click Submit Changes.

Student Schedule by Day & Time – This displays your total credit hours and schedule based on the term you have selected. Course ID, room number, day and time are charted out for the week. Classes, which are still not scheduled, or that fall within a different date range than the normal term are listed at the bottom of the page. Click each course name for details. 

Student Detail Schedule – This section displays the selected semester’s detailed student schedule including full course name, course number, instructor, credit hours, days, time, and location. This displays the same information as clicking on a course name in the Schedule by Day & Time above, but lists all scheduled courses.
Withdrawal Information – This page details the information the institution has regarding your withdrawal from the selected term. See the Office of Registration and Records website for general withdrawal information. (http://www1.indstate.edu/registrar/withdrawal_information.html)
Check Your Registration Status – This section displays various items, which may affect your registration. Information listed includes: holds, academic standing, student status, class (freshman, graduate, etc.), credit hours earned, school or college, degree objective, and major. Academic standing, student status, class, and curriculum may prevent registration or restrict the courses you will be permitted to select. There is also a link to View Holds.

View Account Summary – This section gives you a summary of your account on a term basis. This section lists all the payments/charges your account has incurred as well as giving you a current balance.   

Apply for Graduation – This section allows you to apply for Graduation.
Order your Text Books – This section allows you to order your text books.
Student Services & Financial Aid
Student Records Menu

· 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
View Holds – Displays the holds you have on your account. The information listed includes the type of hold, the dates it will be in affect unless you clear it, the reason for it, the originating office, and what having this hold may affect (registration, transcripts, etc.) There is also a link to descriptions of holds and telephone numbers to call about holds on your account.

Midterm Grades – Displays midterm grades for the selected term. Click the down-arrow in the pull-down list to display available terms. Click the term to view and click the Display Grades button.

Final Grades – Displays final grades for the selected term as well as your current GPA, Cumulative GPA, and earned hours. Click the down-arrow in the pull-down list to display available terms. Click the term to view and click the Display Grades button.
Grade Detail – Courses with grade details will be displayed here.
Academic Transcript – Select a transcript level (All Levels, Graduate, 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. There is a link on this page to information about ordering an official ISU transcript. If you have a hold, which denies transcripts, this option is not available to you until the hold is cleared.

Account Summary by Term – This section gives you a summary of your account on a term basis. This section lists all the payments/charges your account has incurred as well as giving you a current balance.   

Credit Card Payment: 

You may pay your university bill by clicking the link labeled “Credit Card Payment” on the bottom of the Account Summary by Term page.
Enter the credit card information listed below and then click Submit Payment to request authorization for payment to Indiana State University.

Note:  Please make appropriate changes to the Credit Card Billing address if needed. Note that address changes to this form will not change university-mailing addresses.
Credit Card: (Master Card or Visa)

Card Number:             

Expiration Date:

Payment Amount:

Credit Card Billing Address

Street Address:

City:

State/Province:

Zip/Postal Code:

Nation:

Select Tax Year – This section allows you to select the term that you need for tax information.
Tax Notification – This section displays the tax information for the term selected.

Class Schedule – This section displays the class schedule for the term and courses selected.

Enrollment and Degree Verification – This section allows you to verify enrollment and degree information.

Student Services & Financial Aid 

Financial Aid Menu

· My Overall Status of Financial Aid

· My Eligibility

· My Award Information

· E-mail ISU Financial Aid Office

· Access Government Services

Located on the Financial Aid main menu are links to the US Government Student Guide (http://www.ed.gov/prog_info/SFA/StudentGuide/) and Access Government Services (http://www.students.gov/). There is also an e-mail link to the SCT University Financial Aid Office (FinAidOffice@SCTUniv.edu). SCT is the producer of the Self-Service Banner software.

My Overall Status of Financial Aid – Some financial aid information is determined by Aid Year (the academic year for which you receive financial aid). To define or redefine the aid year, select the aid year from the pull-down list, then click Select Aid Year. Click Reset to redisplay the previous value. This is a summary of your financial aid award package for the selected aid year.

You may also click links to view Award Payment Schedule, Account Summary By Term, Award By Aid Year, Award History, Award Messages, and Loan Application History.

My Eligibility – This section reviews Financial Aid Holds, which may prevent payment of awards and document requirements.

· Holds
· Student Requirements
· Academic Progress
· Academic Transcript
Holds

This section displays a list of financial aid holds that may have been placed on your record.

Student Requirements

If student requirements for financial aid have been established they will be displayed here.

Academic Progress

Status of Academic Progress is based on academic performance for each term that you are enrolled. Progress towards the completion of your program of study is also a factor. Poor academic performance can affect eligibility for federal, state, and institutional financial assistance. This section displays your status after each term.

Academic Transcript

Select a transcript level (All Levels, Graduate, 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. There is a link on this page to information about ordering an official ISU transcript. If you have a hold, which denies transcripts, this option is not available to you until the hold is cleared.
My Award Information

· Account Summary by Term

· Award by Aid Year

· Award Payment Schedule

· Award History

· Loan Application History

Account Summary by Term – This section gives you a summary of your account on a term basis. This section lists all the payments/charges your account has incurred as well as giving you a current balance.   

Award by Aid Year – This is a summary of your financial aid award package for the selected aid year.

Award Payment Schedule -- Your financial aid payment schedule reflects expected payment for the purpose of reducing your outstanding charges. Your payment schedule and a record of the award payments made to your account are displayed on this page. Stafford Loans and other alternative loans with various payment schedules will not appear below.

Award History – This section summarizes your financial aid award history by aid year.

Loan Application History – If any of your loan applications have been recorded they will appear here. You may obtain your current loan status according to the lender(s) who service your loan(s), from ELM Resource (http://www.elmresources.com/), an alliance of lenders that offers colleges uniform delivery of student loans.

E-mail ISU Financial Aid Office – Students may e-mail the Office of Student Financial Assistance from this link.
Student Services & Financial Aid 

(DARS) Degree Audit Reporting System Menu

The Degree Audit Reporting System matches completed and registered courses with the requirements for the degree program and produce a DARS report. This report shows how the courses taken apply to the degree requirements and what courses need to be completed in the future. While efforts have been made to insure their accuracy, DARS reports 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 as well as run a "what-if" analysis. 

· Submit an Audit
· View Submitted Audits
Submit an Audit

On the Submit Audit page, you may select from your 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 you are completing an Associate degree program at the end of the current term and are 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 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 with different criteria.

What-If Analysis

To find out how courses would apply if you 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.
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