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SSiiggnn  OOnn  PPrroocceedduurreess  

 
• To sign-on go to the Marist homepage and click on the Information For ^ link.  

 
 

• Click on the Faculty & Staff link 
• Click on the myMarist link  
 
  
  

 

 

 

 
• Click on Log In (on top right)  

  
•  
 
• Sign-on using your J, K, or other authorized account.  If you have problems logging in 

please contact the Marist Help Desk.   
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• Once you have accessed your account click on the Faculty & Staff tab.  
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• On the Faculty & Staff  tab under Online Services, select  Banner Self Service  and then 

Faculty and Advisors 

  
 
 



SSIIGGNN  OONN  PPRROOCCEEDDUURREESS  
 

6 
 

 
• Under Faculty and Advisors, you will find the following menu options: 

 

 
 
From the Faculty and Advisors menu, you have access to: 

• Faculty Detail Schedule 
• Detail Class List 
• Summary Class List 
• Midterm Grades 
• Final Grades 
• Look up Classes 
• Advisee Grade Summary 
• Faculty Grade Summary 
• Degree Works 

 
The menu item,  Student Information Menu, gives you access to: 

• Student Information 
• Student Address and Phones 
• Student E-mail Address 
• Student Schedule 
• Academic Transcript 
• Advisee Listing 
• View Test Scores 
• View Holds 
• Student Week at a Glance 
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HHooww  TToo  EEnnaabbllee  

  

• Sign on and Navigate to View Holds 
o Faculty & Staff tab 
o Banner Self Service 
o Faculty and Advisors 
o Student Information Menu 
o View Holds 

• Select the appropriate term 
 

  
• Click Submit 
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• Enter the student ID number 
• Click Submit 

 
• Click the Remove Hold button 
• The screen will revert to a message:   

 
 

• You are either all done or may move on to the next student by  going back and repeating 
the steps
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HHooww  ttoo  EEnntteerr  MMiiddtteerrmm  GGrraaddeess 

 
• Sign on and Navigate to Midterm Grades 

o Faculty & Staff tab 
o Banner Self Service 
o Faculty and Advisors 
o Midterm Grades 

• Select the appropriate term 

 
 

• Using the drop down arrow, select the appropriate course: 
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• Do not enter any information in the Last Attend Date and Attend Hours columns.  
These are for California schools, please ignore them. 
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• To enter grades use the drop down selection tool. 
• When grades have been entered, click on Submit 
• To view grades for the entire class click on Faculty Grade Summary, from the Faculty 

and Advisors menu.  
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If you have any questions about the grading process, please contact: 

 Mary Heller at Mary.Heller@marist.edu or ext 2172 or Kathy Coomes at 
Kathy.Coomes@marist.edu or ext. 2338. 

mailto:Mary.Heller@marist.edu
mailto:Kathy.Coomes@marist.edu
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HHooww  ttoo  EEnntteerr  FFiinnaall  GGrraaddeess  
  

• The process and screens are the same/similar as those of Midterm Grades 
• Sign on and Navigate to Final  Grades 

o Faculty & Staff tab 
o Banner Self Service 
o Faculty and Advisors 
o Final  Grades 

• Select the appropriate term 

 
 

• Using the drop down arrow, select the appropriate course: 
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• Do not enter any information in the Last Attend Date and Attend Hours columns.  
These are for California schools, please ignore them. 
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• To enter grades use the drop down selection tool. . Final grades are not dynamic, as 
they need to be rolled to academic history at the end of each semester – Students will 
not be able to see their final grades until this process is done!    

• When grades have been entered, click on Submit 
• To view grades for the entire class click on Faculty Grade Summary, from the Faculty 

and Advisors menu.  
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If you have any questions about the grading process, please contact: 

 Mary Heller at Mary.Heller@marist.edu or ext 2172 or Kathy Coomes at 
Kathy.Coomes@marist.edu or ext. 2338. 

 

 

 

 

 

 

mailto:Mary.Heller@marist.edu
mailto:Kathy.Coomes@marist.edu
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LLooookk  UUpp  CCllaasssseess  
  

• Sign on and Navigate to Look Up Classes 
o Faculty & Staff tab 
o Banner Self Service 
o Faculty and Advisors 
o Look Up Classes 

•  
  

 
• Select the appropriate term using the dropdown arrow 
• Click Submit 
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• Scroll to the appropriate Subject and click on it  
• Click Course Search 
 

 
 
• Click View Sections next to the course you want to view. 
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• This shows the sections that are offered for the course you chose. 


