Banner Web for Faculty

1.    Access the Floyd College Home Page on the web

2.     Select Registration Kiosk

3.     Select ‘The Score’

4.    Enter your user ID and PIN #’s in the appropriate fields

· Your user Id will be your SS#

· Your PIN# is the last 4 digits of your SS# followed by the last 2 digits of the year, for example ‘98’, for 1998. (Example ‘785698’)

· The system will prompt you to change your PIN# after the first time.  Key a new PIN# of your choosing which will then be your permanent number

5.    Select Login

6.    Re-enter your PIN# in the appropriate field

7.    Select Login

8.    This is the SCORE Main Menu. Select ‘Faculty and Advisors Menu’

9.    The Faculty and Advisors menu allows you to view student records for present and past semesters, your current class schedule, your class listings for current and past semesters, student grades and additional student and personal information

· NOTE – You must “maximize” your screen at this point to see the scroll bar on the right-hand side of the screen.

· NOTE – Use the scroll bar to look through the Faculty and Advisors menu selections. 

· NOTE – From here on, the ‘menu’ button at the bottom of the screen allows you to back-up one screen.

10.   Select ‘Term Selection’ and using the dropdown box arrow, select the term you are interested in viewing from the Term: field.  For example, to see your class listing for Fall 1998, select ‘Fall semester 1998.’  Then select ‘Submit Term.’  This sets the term for Fall 1998 which means any inquiries you do in the Faculty and Staff menu will be for Fall 1998 until you change the term selection and resubmit.  For example, until you change term selection, viewing the Faculty Schedule by Day and Time will display your schedule for Fall 1998.

· Term selection > Select term > Submit Term

11.   To view information about a specific class, you will need to select the CRN for that class.  To choose a CRN, select ‘CRN Selection’ and using the dropdown box arrow, select the CRN you are interested in viewing from the CRN: field.  For example, to see your class listing for class 90209, select ‘Foundations of Biology – 90209.’ Then select ‘Submit CRN.’ Remember you will see the class information from whichever term selection you have chosen.  In our example, if you choose class listing, you will see the class listing for CRN 90209 from Fall 1998.

-   CRN selection > Select CRN > Submit CRN

12.   Once you have set your term and CRN number, use the selections from the Faculty and Advisors menu to look for information on students and class schedules as needed.  When you are finished with Banner, select ‘Exit’ and close your web browser. 

Advising on Banner

· From the Faculty and Advisors menu, select ‘View Student Academic Transcript’

· Enter the student’s ID in the field provided.  It is important that you key the ID correctly because the student’s name will NOT display on the transcript for verification

· Select ‘Submit Student ID’

· ‘Transcript Level’ should = all levels, ‘Transcript Types’ should = Web Transcript

· Select ‘Display Transcript.’  The student’s transcript is displayed including courses in progress.

