DIXIE STATE COLLEGE * FACULTY WEB SERVICES

The following steps describe how to access the Banner Web Services:

1. Go to www.dixie.edu/reg/fac.html and choose “Faculty Web Services”, followed by “Enter

Secure Area”.

%§ homepage - Microsoft Internet Explorer =] xIf
Fle Edit Wiew Favorites Tools Help ﬁ
deback - = - @ [ @ | Qoearch GaFavortes @vedn 08| B S B - 5 B WD
Brawse [&] httpijjdkswapt. diie. duiTT72(pls{prodded tnblnbis. P_GenMenu homepage = B oo | [ audvess |Lm E

Google - | || Gosearchweb + | g3 | PacFenk Dhisarblocked fHeuicrll () | Fdoptions ‘@
Search for |Tyue search term(s) here j [PwEb Sear(hE] &m

Dixie S n

Apply for Admission
General Financial Aid
( Camnpus Directary

Class Schedule

Course Catalog
Alurnni and Friends

RELEASE: 6.1 powered by gt

|&] Done [ [ 4 ntemet

2. Enter your User ID and PIN. If you don’t know your User ID and/or PIN, try your SSN as the

User ID and your 6-digit birthdate (MMDDYY) as your PIN. If that doesn’t work, contact the
registrars office (652-7708).
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3. After logging in, choose “Faculty Services” to access course & student info:
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4. Choose from the various options to view your class information, help students add and drop,
grade you classes, etc.
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GETTING YOUR CLASS DATA INTO A SPREADSHEET ....

1. Choose the Summary Class List:
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1 Ahlberg, Garsh © 00004593 “*llieh Regjstered™ Undergraduate 2000 Enter Enter

2 Caiieo, Tara J 00053262 “Regierec” Undergraduate 4000 Erter Erter

3 Garlson, Hesther G. 00013630 e Registerea™ Undergraduate 4000 Enter Enter

4 Clove, Kellie 60082070 “*ifieh Regfstered** Undergraduate 4000 Enter Enter

5 Daton, Rachel ) 00081328 i Registeren™ Undergraduate 4000 Erter Erter

8 Droge. Annalynne 00005340 e Registerea™ Undergraduate 4000 Enter Enter

7 Edeings, Cory L 00129905 “*ifieh Regfstered** Undergraduate 4000 Enter Enter

E Eqbert, Katsin 00138962 i Registeren™ Undergraduate 4000 Erter Erter

9 Evans. Kersten D 00082160 = Registered™ Undergraduate 4000 Enter Enter

10 Hansen, Ciarissa 00039510 e Registered™ Undergracuate 4000 Enter Enter

1 Hopkins Jaelyn K 00039997 i Registeren™ Undergraduate 4000 Erter Erter

12 Jones, i L 00040357 = Registered™ Undergraduate 4000 Enter Enter

13 Lang, Heather 60116771 “*ifieh Regfstered** Undergraduate 4000 Enter Enter

14 Larson, Kariee 00033334 llie Registeren™ Undergraduate 4000 Enter Enter

15 Lyons. Gheyerne 00004695 lieh Registerea™ Undergraduate: 4000 Enter Enter

18 MeDonal, Aleia 00106325 **llieh Regjstered™ Undergraduate 2000 Enter Enter

17 Mickelson, Angie 00079995 = Registered™ Undergraduate 4000 Enter Enter

18 Metson, Kristee 00137465 lieh Registerea™ Undergraduate: 4000 Enter Enter -
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2. Highlight the class list information by holding down your left mouse button and dragging to the
bottom right of the class list. Click with your right mouse button and choose “copy.”
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3. Open your spreadsheet program, position your cursor in call Al, click with your right mouse
button and choose “paste.” The data will be pasted as shown below. Note that it is still in html
(you can click on the blue text to open a web browser).
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4. To remove the html formatting, simply click on the clipboard icon located on the bottom-right of

the spreadsheet and choose “Match Destination Formatting.”

Finally, make whatever changes

you would like (using excel commands) to get to something like this:
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|1 |Ahlberg, Sarah D 4893
2 |Calico, Tara J 53252
= |Carlson, Heather C 13630
4_|Clove, Kellie 82070
5 |Dalton, Rachel J 51328
6 |Droge. Annalynne 5340
7 |Eddings, Cory L. 129508
8 |Egbert, Katelin 138952
9 |Evans, Kjersten D. 82160
10 |Hansen, Clarissa 39810
11 |Hopkins, Jaclyn i< EEEET
12 |Jones, Mikki L 40357
13 |Lang, Heather 116771
14 |Larson, Karlee 33384
15 |Lyons, Cheyenne D. 4693
16 |rcDonald, Alicia 106328 I 1
17 |mickelson, Angie 79595
18 |Melsan, Kristee 137465
18 |Owen, Brittany C 50601
20 |Owen, Brook h 135623
21 |Paxton, Alan J 11169
22 |Phister, Raguel 11820
33 |Pinnegar, Eliza A 9436
24 |Potter, Brandilyn A, a7498 =
| 25 |Purcell, Kimberly kK 116374
26 |Ransom, April 115263
27 |Reed, Sarah 79041
28 |Riddlz, Meagan P. 75089
29 |Robinson, Alison 52793
30 |Shields, Candy E 86754
51 |Shipley, Heather 1M 116463
32 |Snyder, Melanie R 142511
33 |Sorensen, Amber J 35046
34 |Tenney, Loriann 100208
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