
Banner 9 Self Service Guide for Faculty 

Accessing Banner 9 Self Service 
• Go to: https://banprdfacssb.srvcs.uthsc.edu/FacultySelfService/

• Login using your UTHSC NetID and password, which opens the Banner Faculty Services landing 
page:

Student Profile 

The Student Profile option is only available for administrators and faculty who have “Advisor” access in 
Banner. 

• Select the first option under Faculty Services, Student Profile
• Choose a term (for most applications, the current or following term should be selected), select either

“Student ID” or “Student Name,” and begin entering a student’s 885 ID number or their last name, first
name:

https://www.uthsc.edu/


(Please note that, in the example above, the Student ID was removed for this document.) 

• Select the highlighted student and the “View Profile” Button, which opens the Student Profile page for
the selected student:



The Student Profile page provides general information about the student, as well as current curriculum, 
registration, and the student’s photo, if available. 

To return to the main menu, select the waffle button at the top left of the page and then “Banner,” and 
“Faculty.” You may also use your browser’s “back” function to return to the main menu. 

Faculty Grade Entry 

• From the main Faculty Services menu, select Faculty Grade Entry. Banner automatically displays all
course sections you are currently assigned to, and will reflect a final grading status of “Not Started,” “In
Progress,” or “Completed:”

• Select a course for grade entry by clicking the grading status button. Student names will populate at
the bottom of the page for grade entry:



(Please note that in the example above, the first name and ID were removed for this document.) 

• Enter grades and select the “Save” button at the bottom of the page. You may reset the page before
saving by selecting the “Reset” button.

• See the Banner Grade Entry Guide for more detailed grade entry instructions.

Faculty Detail Schedule 

• Return to the main Faculty Services menu by selecting the waffle button at the top left of the page and
then “Banner,” and “Faculty,” or by using your browser’s “back” function.

• Select Faculty Detail Schedule from the Faculty Services menu, which opens a new window.
• Select a Term and then the desired CRN from your list of assigned courses in the drop-down menu:

• Detailed course information populates below. For additional information, select the course
number/name, CRN, or Classlist:



Office Hours 

• If you wish to post Office Hours in Banner, return to the main Faculty Services menu and select Office
Hours.

• Enter a term and CRN; the information populates below:

• To add Office Hours, select “Add new Row” and enter the start/end date (usually the start and end of
the course or term), the time, and the days of the week. To select the time, click the clock icon and use
your mouse to scroll down until the correct hour or minute is reached. For additional
times/days/dates, select “Add new Row” and complete the process again:

Please note that Contact Number/Location/Display information is optional. 

• Select “Delete” and then hit the “Submit" button to remove Office Hours



Faculty Grade Summary 

• From the main Faculty Services menu, select Faculty Grade Summary and a term/CRN from the
drop-down boxes:

• The class roster populates automatically once a course/CRN is chosen.
• The original grade posted for each student is visible under “Original Grade,” along with the most recent

grade entered for each student under “Grade Change Entry.” The “Grade Change Entry” grade will only
differ from the “Original Grade” if a grade change has been processed.

Registration Overrides 

Please note that most programs do not utilize registration overrides, and you may not have access to this 
section of Banner Self Service. 

• From the main menu, select Registration Overrides and enter a term, then enter either a student ID
number or student name.

• Hit the “Submit” button and select the student by clicking the box with their ID/name:



• Select the Override type, course, and hit the “Submit” button. You can add multiple overrides for a
student by selecting the “+ Add Override” option:

Browse Course Catalog 

The Browse Course Catalog option allows you to view catalog entry information and view sections of the 
course in a specified term. 

• From the main Faculty Services menu, select Browse Course Catalog, then select a term from the
drop-down menu and hit the “Continue” button:

• Select a subject, course number, key word(s) or “Advanced Search” option for more options. Hit the
“Search” button and the courses that meet your criteria are displayed:



 

• For more detailed information, select “View Sections,” click the course name, or select “Search Again” 
to begin a new course catalog search. 
 
 

Browse Classes 

The Browse Classes option allows you to view section information for a specific term. 

• From the main Faculty Services menu, select Browse Classes, select a term from the drop-down 
menu, and hit the “Continue” button. 

• Select a subject, course number, key word(s) or “Advanced Search” option for more options. Hit the 
“Search” button and the course sections that meet your criteria are displayed: 

 

• For more detailed information, select the course title. The “Search Again” button will return you to the 
previous page and a new search. 

 



Workflows 

Please note that you may not have access to all workflows below. If you need access or have questions, 
please contact the Registrar’s Office at registrar@uthsc.edu.  

 

Grade Change Request 

• From the main Faculty Services menu, select Grade Change Request and enter your 
username and password: 

 

 

• Select the term, section, student, new grade, and reason for grade change. Enter comments if 
needed, and hit the “Submit” button: 

 

  

Withdrawal of Student 

• From the main Faculty Services menu, select Withdrawal of Student and enter your 
username and password. The “Student Withdrawal” form opens: 
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• Begin entering the student’s last name, then first name. Click on the student name when it 
appears below the name search box. The remaining Personal Information will populate. 

• Enter the last date of attendance, the withdrawal reason, and attach supporting 
documentation under the “Withdrawal Communication” section. When these steps are 
complete, select “Submit Withdrawal” to complete the process. 

 

Academic Standing Change 

• From the main Faculty Services menu, select Academic Standing Change. 
• Begin entering a student’s first name, last name, or Student ID in the “Name Search” box. 

Students who meet the criteria will populate below: 

 
(Please note that in the example above, first names and IDs were removed for this document.) 



• Select a student by clicking the name, and the “Student Data” form will auto-populate. Select 
a new academic standing, attach documentation, and hit the “Submit” button: 

 

  

Change of Program Request 

• From the main Faculty Services menu, select Change of Program Request. 
• Begin entering a student’s first name, last name, or Student ID in the “Name Search” box. 

Student names that meet the criteria will appear as you type. 
• Select a student by clicking the name, and the “Student Data” form will auto-populate. Under 

“Change Request,” enter the Program to be added and then hit the “ADD” button: 

 

  

 

Reinstatement Request Form 

• From the main Faculty Services menu, select Reinstatement Request Form, select a Term, 
and enter a student last name: 

 

• Student names will populate at the bottom of the form as you type a last name; select the 
desired student. 



• Enter the reinstatement application type (program) and concentration, expected graduation 
date, and attributes if available. Once complete, select the “Submit Reinstatement” button: 

 

  

Change of Attributes Form 

• From the Faculty Services main menu, select Change of Attributes Form and enter a term. 
Begin entering the student’s last name, and students who meet the criteria will populate the 
screen: 

 

 
(Please note that in the example above, first names and IDs were removed for this document.) 

 

 



• Select a student and an attribute to add and/or remove and hit the “ADD”or “REMOVE” button: 

 

  

Nursing Part Time/Full Time Change Request Form (for DNP students only) 

• From the Faculty Services main menu, select Nursing Part Time/Full Time Change Request 
Form and enter a term/student last name. 

• Select a student from the list by clicking on the student name. The student’s current Part 
Time/Full Time status will be listed. Check the box next to “Change Student to…” and hit the 
“Submit” button: 

 
(Please note that in the example above, the first name and ID were removed for this document.) 



Additional Services 

 Parking Services 

• From the Faculty Services main menu, select the “Parking Services” link, which will take 
you to the UTHSC Parking Registration login page: 

 

• Please contact UTHSC Parking Services at 901-448-5549 for additional information 


