University Student Records

FACULTY SELF-SERVICE NAVIGATION

BANNER 9 FACULTY SERVICES

The “Faculty” tab in Self-Service Banner 9, also known as my.NMSU, allows faculty to perform
a variety of actions, including viewing their class lists and entering midterm and final grades.
Advisors can also view their advisee’s program information in one location.

You can access the Faculty Services Dashboard by logging into the my.NMSU portal and clicking on the
“Faculty” tab.

Apgie I = | Sign Out . -7

Preesoral Infs

Employes Faculty Firance Pasphrase Management

%, Resources -

FAVORITES &

{I) Banrer 9 Admin Pages PSA Zoom Help .. »
@ Open the Faculty tab here
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The Faculty Services Menu is where you will find a welcome message and some quick links.
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CLASS LIST

To view your class list and waitlist, from the Faculty Services menu select “Class List (Includes
Waitlist)” from the options. The class list will auto-populate all terms.

Use the “CRN Listing” dropdown menu to select a specific term to view.

Faculty & Advisors « CRN Listing
CRN Listing — Select a term here
l All Terms v]
Select Course
Subject C  Course Title C  CRN C  Enrollment Count £ Status ¢
INTRODUCTION TO
COMM 1115G, MO1 COMMUNICATION 65697 181 Active
MATH 1511G, M07 CALCULUS| 66801 4 Active

;Jv\

Select a course from your list

Duration

08/16/2023 - 12/08/2023

08/16/2023 - 12/08/2023

-

Search (Alt+Y)

<>

Term

2023 Fall (202340)

2023 Fall (202340)

The course information, enrollment information, and class list details will populate.

Faculty & Advisors

Class List

2023 Fall - 202340 MATH 15116

+ Course Information

CALCULUS I - MATH 1511G MO7

Class List
You can print your class
— list summary or export it
into a spreadsheet here

>

Maximum  Actual Remaining
CRM: BE801 Enrellment 4 1
Duration: 0B/ 16/2023 - 120084202 Walt List
Status: Active Cross List
View Class List details here
Class List Wait List Summary View W
Summary Class List ‘ = | Search (Alt+¥) Q
StudentName  ~ 1D p Registration » ) evel s CrEdit . idterm & Final s Class 2
Status Hours
Registered Undergraduare 1 Enrer Grade Enter Grade Mon Degree
Registered Lnchergradiare 4 Efier Gracke Enter Grace Freahimen
Registered Undergraduars 4 Enrer Grags Enter Grade Jursar
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An exported or printed spreadsheet will have all the details for the course, and the students
registered.

Course Information

Course Title CALCULUS | - MATH 1511G MO7
Term 2023 Fall - 202340

CRN 66801

Duration 08/16/2023 - 12/08/2023

Status Active

Enroliment Counts

Maximum Actual Remaining
Enroliment 25 (! 21
Wait List o9 o "a9
Cross List (0 (] 0

Summary Class List
Student Name Registration Status Level Credit Hours Midterm Final Class

Registered Undergraduate 4 Enter Grade  Enter Grade Non Degree
Registered Undergraduate 4 Enter Grade  Enter Grade Freshmen
Registered Undergraduate 4 Enter Grade  Enter Grade Junior
Registered Undergraduate 4 Enter Grade Enter Grade Freshmen

If the course has a wait list, click on the “Wait List” tab on the Class List page. The students on the wait
list will populate.

NOTE: The students’ waitlist position will not be in descending order. Use the descending tool to
organize the waitlisted.

Class List » Exp "=°
2023 Fall - 202340  MGMT 309 | 61588 hd
¥ Course Information Enroliment Counts
HUMAN BEHVR/ORG - MGMT 308 M72 Maximum  Actual Remaining
CRN: 61558 Enroliment 20 20 0
Duration: 08/16/2023 - 12/08/2023 Wait List 99 10 89
Status: Active Cross List 35 20 15
Click here to open _
Class List Wait List ? . . Summary View W
e Your Wait List
Summary Wait List w | Search (AltsY) Q
~ ~  Registration A A Credit 4 | Waitlist Notification . -
StudentName & 1D ¥ sStatus v Level ¥ Hours || Position Expires | Class i
Waitisted Undergraduate 0 1 - uinior
Waltisted Undergraduate 0 2 \ Juinior
Waltisted Undergraduate 0 3 Saniar
Undergraduate 0 Click here to organize

by descending order
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FACULTY GRADE ENTRY

To enter midterm and final grades, select “Faculty Grade Entry (Midterm and Final Grades)”
from the Faculty Services Dashboard options.
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This is the entry page for the my. NMSU Faculty Seraces Portal. From here, you can navigate to the following pages using the Banner menu on the

header{Alt+M)depending on your role at the institution:
Eaculty Menu
= Office Hours

= Faculty Detail Schedule
= Week at a Glance

[ « Faculty Gr d.-.|l- Entry Ijﬂ:l -1-I:J '|':j-mcl Final l_n'.i.:r-'\.!] & Se|eCt the Faculty

: ;:--II‘.-:I[iI{I::I-:.:\.I :-:I:I1'L!I:‘|-;I L':[ 'III:!‘;I-‘. ;-" ':.1"‘-:'1'!' ll:'lrJ-I‘I'-Ir‘ h G ra d e E ntry O ptio n

Sr et

The Faculty Grade Entry page opens where you will have a list of active courses to choose from.
Select the course to enter grades by clicking on the button in the Grading Status column.

NOTE: To set up the new Canvas to Banner grade entry integration feature click here.

Determine
Faculty Grade Ent " i
o o Select which type of grades which course
R e b Gl i <4 | to enter by clicking on a tab and section to
Midterm Grades inal Grades work on here
My Courses
Grading Status “~  FRolled “fSubject ~  Course = hctinrﬁ

Compheted Complaged POLS - POLS-POLITICAL SCIEMCE 11206 M0
| Initiate or edit

grade entry for
your course here MATH - MATH-MATHEMATICS 15116 MO7

MGMT - MGMT-MAMAGEMENT

il
n)
Wi

M2



https://inside.nmsu.edu/learning/canvas-faq-2/how-to-pull-grades-from-canvas-and-submit-to-banner/
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The students registered for the course will populate. Select the tab to enter “Midterm Grades” or
“Final Grades". Click the dropdown menu and enter grades manually.

Faoulty Grade Entry

—== | Select the type of grade to enter

Midterm Grades  Final Gra k
Grading Status > Subject o Course] Section = Tice = Term = CRM
y £y 1
o7 202340 - 2003 Fa
Click on the dropdown menu to
enter the student’s grades
Enter Grades
Full Name ~ i = Midierm Grade * = Last Attend Date
4]
v . ]
- L]
- ]

NOTE: If you enter an F, U, or | grade, you must also enter a date in the “Last Attend Date.”
field.

s Midterm Grade s Last Attend Date
[ ] v 09/10/2023 |2 T
Include the date
A w ﬂ .
— Ll ifanF, U, orl
Grades E v e |m) | 4™ | gradeis entered
B- w E]

Once grades have been entered, you must click “Save” to submit your grades.

/ Click Save

Reset |

Save SHIFT+ .
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NOTE: If you click “Save” but have not entered grades for every student on your class list, the
indicator will turn yellow and change to “In Progress”.

My Courses
Grading Status % Subject % CourseZ  Section
Not Started POLS - POLS-POLITICAL SCIENCE 1120G M70
Grading
Mot Started FYEX - FYEX-FIRST YEAR EXPERIENCE 1117 M74
Status
Comnpleted MGMT - MGMT-MANAGEMENT 309 M72
\ In Progress MATH - MATH-MATHEMATICS 1511G MO7

If you click “Save” when grades have been entered for every student on your class list, the indicator
will turn green and change to “Completed”.

My Courses
Grading Status s Subject o Coursef  Section
- Not Started POLS - POLS-POLITICAL SCIENCE 1120G M70
Grading
Status Mot Started FYEX - FYEX-FIRST YEAR EXPERIEMCE 117 74
\ Completed MGMT - MGMT-MANAGEMENT 309 W72
Completed MATH - MATH-MATHEMATICS 1511G Mo7

NOTE: You can still change grades and save again, up to the deadline for submitting grades. If you
need to change a grade after the deadline for submitting grades, you must complete a Change of
Grade form and route for approvals.



