
Faculty Self-Service Instructions 

 

• Go to  https://my.rutgers.edu/portal/Login and click on Login  

 

•  Enter your Netid and password - Click Login  

 

 

 

https://my.rutgers.edu/portal/Login


• Click the Banner Self Service tab or 

 

• Click the My Apps tab and enter Banner press enter to search  

 

• Click the Faculty Services tab – Click the Faculty & Advisors link

 

 

 



• Faculty & Advisors Services menu will display - Click on Term Selection, to pick a term – 

 Click Submit  

 

• Click Summary Class List  - A summary class list will appear 

 

• Select a class - Click on the link Email Class at the bottom of the page or the envelop icon to email 

students individually  

 



• Click Final Grades –  

 

• Select a CRN = Course Reference Number - click Submit 

 

• The Final Grade Worksheet will appear – Enter final grades – Click Submit (once you  clicked 

submit grades cannot be edited)  - Click CRN Selection (at the bottom of the page) to select 

another class  

 



• Click Student Menu  

 

• Click ID/Name Selection – The ID Selection window will appear 

 

• Enter Student or Advisee information – Click Submit   

 

 

 



• Student Verification will appear to verify information – Click Submit  

 

• Click Display Transcript  

 

• The Student Academic Transcript window will appear – Select the Transcript Level: It will default to “All 

Levels”-  Select the Transcript Type: Select accordantly – Click Display Transcript  

 

 



• The Student Academic Transcript will display – If you wish to print it – Click the Tool Icon on the right 

hand side – Click Print – Print Review – Print  

 

 

 

 

 


