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You can utilize Banner during Advising to review important advisee information such as academic progress, transcript 
information, and holds.



Access Banner
To access Banner, go to the 
my.commonwealth.edu page, and 
click Banner (Faculty Self-Service).

https://my.commonwealthu.edu/


Login to Banner
To login, select Commonwealth on 
the PASSHE Sign In page. 

Next, enter your CU email address 
and click Next.

Finally, enter your password and 
click Sign in. 

Respond appropriately to any 2FA 
requests from DUO.
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Access the 
Advising Options 
in Banner
Once you have logged in, click 
Advisor Student Profile under the 
Advising heading on the Faculty 
Services page.
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Find an Advisee
Once you access the advisee search 
area, there are a few ways you can find 
your advisees. You can do a targeted 
search, or view and filter your list of 
advisees. 

Searching or filtering the list will allow 
you to find your advisees and view 
their Student Profile. 



Search for an 
Advisee
1. Select the term.

2. Select a way to search for an 
advisee- you can search by ID 
number, email, or name- and 
enter the search terms in the 
field below. Then press Tab or 
Enter.

3. If your advisee is found, you will 
see their name onscreen and 
the View Profile button activates 
for you to click on it. Click on it to 
view the advisee’s profile.
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View and Filter 
Advisee Listing
1. Select the term.

2. Click View My Advisee Listing.

3. In the list view, you can find 
your advisee, or click Filter to 
use the filtering tools to narrow 
your list down with specific 
criteria.

1.

2.
3.



View the Student Profile
Once you click View Profile from the Search page or the Advisee Listing, you will land on the advisee’s Student Profile, which 
consolidates important information for academic progress and registration on one screen. 
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At the top of the student profile, you can see the student’s academic standing, overall credit hours, and 
overall GPA.

To the right of this information are clickable links and notifications for Registration and Holds:
• Click on Registration Notices to view the notifications there. 
• Click Holds to see any holds for the student. (Press ENTER to view details and ESC to close the list box.)
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On the main part of the page is the student’s biographical and academic information. 

The box to the right has tabs to view primary and secondary (if applicable) degree program information, 
as well as detailed credit hours and GPA information. Below it appears a list of the courses the student 
is registered in.
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At the left of the page is navigation that contains “additional links” to more information about the 
student, their academic progress, and advising in general.

There are also links out to Degree Works and CU Succeed.
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View the Academic Transcript
Viewing a transcript may be helpful 
when advising students.

In the additional links area of the 
Student Profile, you can select 
Unofficial Academic Transcript.

This will let you generate an unofficial 
undergraduate, graduate, or both 
transcripts for the student advisee.

Click the link, then set parameters to 
generate an unofficial transcript and 
click Submit.
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Access Degree Works
Degree Works is another tool you 
can use during advisement. 

Its degree audit and what-if 
features can help you visualize 
and plan a term with an advisee.
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Review and Release Holds

Holds can be found at the top right of the Student Profile. 

To review a student’s holds, click Holds.

To release a hold, select the checkbox beside it and then click 
Release.
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