
Banner Self Service 
Advisors and Faculty Advisors



Sign into your One Stop and select Banner Self 
Service from the tools page to sign into SSB.



SSB (Self Service Banner) Navigation

Takes you back to main menu 
choices

Moves back screens in SSB in the 
function area you have selected

Takes you to the overall Banner 
menu



Select Faculty and Advisors



Under the Faculty and Advisors Menu

Select Advisee Information Menu



Select Advisee Listing

Select Term: Fall 2007

Advisee Listing will show all advisees assigned to you.



Advisee Listing 

Lists student Emails of actively enrolled students

Provides student information under each heading.

Provides student’s Registration/Alternate PIN.



You can search for students by your Advisee Listing 
or by selecting  Student ECU ID Search



Enter either the Student ECU ID (Banner ID) or Search by student
name.

After identifying a student name, 
information can be accessed from the 
Faculty and Advisor Menu for the student 
you selected.

The system continues to provide 
information on this student until a new 
student is selected.



Emailing  students

You can email individual students by selecting the icon by each 
active student’s name.

In addition, scroll to the bottom of the page and select to email your 
complete advisee list.

This function will put all email addresses in the blind copy listing and will 
enable you to send detailed emails with attachments.
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RG 099 

In MVS we have used the RG 099 screen to determine GPA needs 
for students in a given semester. 

This function was not available in Banner so a form has been created 
by Kevin Williams to address this problem.

This will be made available to all advisors via the advising website or 
through the ECU BIC reporting process.



Grade Replacements

In MVS, grade replacements could be entered in the RG 038 screens for a 
student.

In Banner, grade replacements will be entered by the Office of the 
Registrar in INB. All students must bring paperwork to the Registrar’s office 
in order to process the grade replacement request.

All grade replacements will be noted in the student’s academic history.



Registering students for classes

Select the Advisee Information Menu



Select the Advisee Listing

Select Term for which you are 
registering.

Select the Advisee you wish to register by 
clicking their name, making a note of their 
Registration PIN (alternate pin) before 
proceeding.



After selecting a student name:

Select Add/Drop link and then you will be prompted to enter the student’s 
Registration Pin.

For Fall 2007 registration in March all student PIN numbers will be their 
summer 5 digit MVS code plus a 0 at the beginning of the code



Add/Drop pulls up the student’s current schedule if they have already 
registered for classes. If not, it will appear as below:

Select the Class Search link to search for courses.

If you already know the CRN number for the courses to add, the CRN’s 
can be added to the worksheet provided.



If you select Class Search, you will then be asked to 
choose course attributes and search for those classes by 
selecting the Class Search option at the bottom of the 
page.



After selecting Class Search , a list of courses will appear. Select the 
section you want by checking the box next to that section.

If a “C” appears the section is closed.

No check box: student has already registered for class.

Select Register at the bottom of the page to enter the course.



To Drop courses: pull down the menu under Action, in the 
course you wish to drop. Select “Web Dropped”.

Select Submit Changes and the course will be removed from 
the student’s schedule.



Registering Another Student

To begin to register a different student, select the ID Selection link at 
the bottom of the page or select Return to Menu at the top of the 
screen. This will return you to the Student Information Menu where you 
may select another advisee from your Advisee Listing.


