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Faculty Self-Service 

The Faculty Self-Service application in Banner 9 allows Faculty to view their class lists, enter midterm and 

final grades, and view their historical data.   

Contents 

Class List 

Faculty Grade Entry 

Additional Faculty Tools 

The Faculty Services Dashboard is where you will find a number of links for Faculty and Advisors 
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The class list will auto populate all terms 

You can then select a specific term to view in the top left 

Select a course from your list and the course information, enrollment information, wait list (if applicable), 
and class list details will populate. 

CLASS LIST 
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You can print your class list summary or export it into a spreadsheet. *Please note that the export will not 
include student photos. 

On the faculty grade entry page you can enter midterm and final grades. You can also import and export 
your grade data. *Please note that the gradebook feature is not currently available. 

Only courses that are open for grading will be displayed 

FACULTY GRADE ENTRY 
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You can enter grades manually on this page. 

If you save an FZ grade without a last date of attendance you will receive an error: 

The grading status will show 
as not started in red and 
when completed it will display 
in green. 

If you have multiple courses 
select the grading status to 
display the roster. 
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Required parameters: 

• Term Code

• CRN

• Student ID

• Final Grade

• Last Attended Date*required for FZ grades only

• Narrative Grade Comment ** please note that data in this field is not required, but the column
header is needed to complete the import process.

How to import grades 

1. Select the import function in the area titled browse
2. Select your excel file
3. Select upload to prepare your file
4. Select continue

You also have the option to 
import your grade sheet from 
an excel file.  

The import function is located 
by selecting the gear icon in 
the top right.  

Select Export Template if you 
wish to enter your grades into 
a template. If you already have 
a grade sheet you will need to 
format it. 
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5. Preview the file and select continue. (Example below using export template feature)

6. You can map your fields in this step if your headers are not exact
7. You will also be able to view any missing information
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8. Validate your data – confirm that all student entries will be imported.

9. Import will be complete.
10. If there are any errors, you can import again.
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Grading status will now display as completed 

When grades are rolled to the student record by the Registrar’s office the green check will populate 
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Registration Overrides/Permits 

You are only allowed to provide a permit to override the prerequisite, corequisite or capacity of the 

section(s) for which you are assigned. 

1. OVER  - allows the override of the section capacity

2. PREQ - allows the override of the perquisite or corequisite of a section

3. SPEC - allows the override of a section that requires faculty approval or other approval

Select term and enter ID or Name to search for the student 

Select student 

You will select the Override type and the course. 

ADDITIONAL FACULTY TOOLS 
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Active registration for the student will display below. 

Submit 

Save is successful and permit will display below with your user id 
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Faculty Detail Schedule 

Faculty Week at a Glance 
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Office Hours 

Faculty Assignments 

Active Assignments 
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Assignment History 




