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MyUSI for Advisors 

 
Accessing Student Information  

on Banner through MyUSI  
 

Developed by Arlene Fortune 

 

 

 
 

 

 

 

 

 

 

 

 

 

Go to Student 

Information Menu 

when advising 

students. 

Click on 

Term 

Selection 

and 

choose a 

term. 
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Student Information 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

Once the student’s ID number is entered, all information on this page is concerning that 

student.  To get new information for another student, the new ID number must be 

entered. 

  

Click on ID 

Selection to 

enter ID # or 

to search for 

a student’s  

ID # 

Gives 

student’s 

major, 

catalog, and 

advisor 

View student’s 

address and 

phone # 

View student’s 

email address 

View holds 

Review student’s 

schedule 

Run a DARS 

View placement 

scores 
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Click on ID 

Selection 
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Or type in 

Last Name 

and First 

Name, 

then press 

Enter or 

click on 

Submit. 

Leave this on All; do 

not narrow your 

search. 

Type in 

student’s 

ID # and 

enter 
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View Student Information 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Student is 

registered for 

current term  

Student’s class 

standings 

Student’s advisor 

Student’s program 

and degree 

Student’s official 

catalog-this is 

the catalog the 

student 

declared his/her 

major 

Note – this student 

is a distant 

education student 

for the current term.  

Only taking off-

campus courses 

(could be studying 

abroad) 

Student’s major 

and department 

of major 
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View Placement Scores 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once an ID 

number has 

been entered, 

click on View 

Test Scores 
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This student placed into English 101 and Math 230.  The student does not have to take 

Math 230, this is just the highest level math course the student qualified to register. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Look for 

Placement 

only 
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This student 

placed into 

English 101, 

German 101, 

and Math 

111 
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English 100, Intro to Rhet/Comp, must be completed with a C or better in order for this 

student to take English 101.  GENS 097, Algebra Review, with a DP (Developmental 

Pass) is required for this student to take Math 100, Intermediate Algebra.  The student 

must get a C or better in Math 100 before taking a required Math core course.  This 

student placed into GENS 099, Strategies for College Reading, but at this time is not 

required to complete the course.  When students place into 099, they do not have the 

reading skills needed to take the intense reading courses, i.e. PSY 201, SOC 121, PHIL 

201, HIST 111, just to name a few.  They are not ready to go directly into MATH 111(or 

108) or ENG 101 or an intensive reading course. All the 090’s courses help students to 

successfully transition into the level needed to take required courses. 

 

 

 

 

 

 

This student 

placed into 

English 100, 

GENS 097 (for 

Math) and 

GENS 099 (for 

Reading)   
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View Holds 

 
 

 

 

 

 
 

Student has less 

than 32 hours. 

Must see 

advisor. 

Student is 

missing certain 

shot records-this 

hold is seen for 

the registration of 

their second 

semester. 

Student has either 

overdue books or 

owes a Library 

fine. 

Student’s GPA is 

below Good 

Standing for only 

one semester. 

Student must see 

the Registrar’s 

Office to remove 

hold. 

GPA is below 

2.00.  Must see 

Chair or Dean of 

Major in most 

areas. Advisor in 

other areas. 
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Holds may only be removed by the department where the hold is originated. All the 

holds shown affect student Registration status.  Past due balances also prevent viewing 

of transcripts by the student.  Students may not have transcripts sent to other 

institutions if there is a transcript hold on their records. 

 

 

 

 

 

Student 

missed 

Assessment 

testing. 

Student 

cannot 

register until 

the Friday 

before the 

semester 

begins. 

Must meet 

with Athletic 

Advisor 

besides 

Academic 

Advisor. 

Must meet with Barry 

Schonberger-Dean of 

Students 
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Look up classes and Prerequisite Checking 

 

 

 
 

 

 
 

 

Go to Faculty 

Services Menu. 

Click on Look Up 

Classes. 

Click on the drop 

down box and 

select desired 

term. 

After term is 

selected, click 

on submit. 
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Find your 

subject.  

Type in the 

course 

number you 

want.  If you 

would like to 

view all 

course in a 

subject, place 

the cursor in 

the course 

number and 

hit enter. 
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The (P) after the name of the instructor, means the person listed is the primary 

instructor. Some courses may have more than one instructor, the primary instructor is 

the one who will have access to enter midterm and final grades. 

 

 

 

 

Name of 

the 

course. 

Days and 

times when 

each 

section 

meets. 

Building 

and room # 

for course. 

Number of 

students 

allowed in 

course. 

Course 

request 

number. 

This section 

is an 

internet 

course. 

 

Subject, 

course 

number and 

section. 

 

Number of 

credit hours. 

 

Number of 

seats still 

available. 

Number of 

students 

currently 

enrolled in 

course. 

Instructor of 

the course. 
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To find prereqs 

click on the 

course request 

number, you will 

get the screen.  

Now click on the 

name of the 

class, as seen at 

the top of the 

page. 

You are now 

on this page 

and you see 

Detailed Class 

information at 

the top of the 

page. 

Scroll down to 

see the 

Restrictions 

and Prereqs. 
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Look for and and or to separate all the prereqs.  You can then see the requirements. 

 

  

Click on the 

name of the 

course. 

Where there 

are a lot of 

prereqs listed, 

there are only 4 

required 

classes, PSY 

201, PSY 202, 

a Math Core 

and an 

additional PSY 

Elective.  All the 

choices are 

listed for the 

Math and PSY. 
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To view mid-

term grades, 

click on 

Registration 

History. 

Look in the 

Midterm 

Grade 

column.  

Also, final 

grades can 

be viewed 

on this page 

from Fall 

2006 to 

present. 
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Reviewing Student’s Schedule 

 

 
  

Click on 

Concise 

Student 

Schedule 
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CRN, course 

and name of 

course 

Location of class-

note this student 

has some off-

campus classes. 

Credit hours-

courses with 0 

credit hours are 

observation 

courses 

Date the 

courses begin 

and end-note 

some courses 

do not meet 

full term 

Days, times and 

location of class 

Instructor of 

class 
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View Transcripts 

 

 
 

 

 

 
  

You may still view 

student’s 

transcripts that 

have a hold, but, 

you cannot give 

students a copy 

of their transcripts 

if they have a 

hold on their 

Academic 

Records. 

Click on Display 

Transcripts to view 

student’s USI 

transcripts. 
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Scroll down 

and you will 

see the 

student’s 

major (s).  

Those who 

transferred in 

credit, you 

will see the 

Institution the 

student 

attended and 

the credit 

hours. 

As you scroll 

through, you 

can see 

each terms 

courses, 

grades, 

number of 

credit hours 

and quality 

points 

Don’t worry 

about attempted 

hours.  Passed 

hours include 

P’s.  Earned is 

the total hours. 

GPA hours 

includes failed 

courses. 

Note the transfer hours have been added in at 

the bottom of transcript.  Final GPA 
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DARS 

(Degree Audit Reporting System) 

 

 
 

 
 

Click on 

Degree 

Evaluation. 

Click on 

Submit and 

Audit. 
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Enter the 

student’s 

ID 

number 

which 

you have 

already 

looked 

up.  

If the 

student’s 

major is 

correct in 

the system, 

just click on 

Run Audit. 

Click on 

‘What If’ if 

major is not 

correct in 

system or if 

student is 

interested in 

another 

major. 
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Click on 

view 

submitted 

audit after 

you waited 

about a 

minute to 

see the 

DARS. 

Select 

the 

college 

the 

major 

falls 

under 

from the 

drop 

down 

box. 
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Then choose 

the degree 

type from the 

drop down 

box. 

Select the 

major from 

the drop 

down box. 
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Select the 

catalog in 

which the 

student will 

declare the 

major. 

Double check 

all your 

selections, 

and make 

changes, or if 

all is correct, 

click on Run 

Analysis. 
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Wait about 

a minute or 

so for the 

audit to 

run, and 

then click 

on view 

submitted 

audits. 
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To view the DARS, click on the major, 

under view link, of the student whose 

DARS you wish to view. 
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Shows 

catalog 

year, 

Fall 

2006. 

The first 

part is a 

summary 

of the 

degree, 

where 

there are 

No’s, the 

area is not 

complete. 

This now 

starts the area 

with 

specifically 

what is 

missing. Look 

for minus (-) 

signs. 
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Student is just 

starting 

300/400 level 

courses. 

This student 

has reached 

over the 50 

hours 

required of 

core, but has 

not registered 

for Synthesis 

of core. 

IP is in 

progress 

courses.  

Courses the 

student is 

registered 

but has not 

completed. 
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Areas with the 

minus (-) 

signs are 

missing 

courses.  

Note, not all 

areas in red 

are missing 

courses. 

Excess 

course that 

count 

towards the 

124 hours, 

but not 

needed in 

core or 

major. 

Courses 

graded or in 

progress 

taken at USI.  

Withdrawn 

courses do 

not show in 

DARS. 
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This 

student 

transferred 

in courses 

from 

another 

institution. 

Only 64 

hours 

transfer 

from a 2 

year 

college. 

Courses 

the student 

did not 

receive 

credit at 

USI. 


