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Banner Self Service Manual 
 

 
Banner Self Service for staff and faculty provides a suite of on-line services designed to be accessed both 
on and off campus through internet access at http://www.milescc.edu.    
 
This manual is designed to provide a brief summary of each service provided and general instruction on 
accessing and utilizing them.  Please note, student information accessible through Banner for Faculty is 
covered under the Family Education Rights and Privacy Act (FERPA).  
 

Login 
1. Go to Miles Community College website at http://www.milescc.edu/  

 
2. Click on the Campus Menu link on the top of the page. Go to Web Apps and select Banner Self 

Service. 

 
 

3. This will bring up the MCC Banner Self-Service Login page. 
 

4. Enter the Login ID provided to you in the User ID field and the password in the PIN field. 
 

5. Click on the “Login” button. 
 

 
  

http://www.milescc.edu/
http://www.milescc.edu/
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Personal Information 
Update addresses, contact information or marital status; review name or social security number change 
information; Change your PIN; Customize your directory profile. 
 

1. This opens the Main Menu of Self-Service options available.  For individuals with both a Student 
and Faculty/Staff role, those options appear on the Main Menu. 
 

 
 

2.  Select the Personal Information menu option 
 

3. This opens the main Personal Information menu. 
 

 
 

4. Answer a Survey, is not utilized at this time. 
 

5. Click on Change Security Question, This will bring up the Security Question and Answer page.  
This is utilized if you have forgotten your PIN during the login stage.  You can click the “Forgot 
PIN” button and you will be prompted with the Security Question and Answer that you set on 
this page.   
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6. Enter your PIN 

 
7. Select a question from the drop down box and enter your response in the Answer box, or You 

can enter your own unique question and answer. 
 

8. Click Submit, this will take you back to the Main Menu 
 

 
 

9. Choose Personal Information Again to view the Personal Information Menu. 
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10. Continue to the next menu item. View Addresses and Phones.  
 

 
 

11.  To update your address or phone number, Click the Update Addresses and Phones link at the 
bottom of the page.  You can also update your address and phone number from the Personal 
Information Menu by selecting Update Addresses and Phones.  

 

 
 

12.  You may have one or more addresses listed such as Mailing, Permanent, or Business. To update 
an address select the Blue Current link or Blue Primary link.  Please note, the only address you 
are allowed to change is the Mailing address.  Follow the prompts to change your information 
and click on the Submit button and the bottom of the page.  Note, this is also where you can add 
a mailing address type if one is not listed.  
 

13. The Submit button will take you back to the Update Address and Phones page.  
 

14. Click on the Personal Information Tab at the top of the screen. 
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15. This will bring you to the Personal Information Menu.  
 

 
 

16. Click on View E-mail Addresses 
 

 
 

17. Click on the Update E-mail Addresses link at the bottom of the page to update email addresses.  
 

18. Go back to the Personal Information Main Menu by clicking the Personal Information tab at the 
top of the screen.  
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19. Click on View Emergency Contacts 
 

 
 

20. Add at least two emergency contacts by clicking on the Update Emergency Contacts list.  
 

21. Go back to the Personal Information Main Menu by clicking the personal Information tab at the 
top of the page. 

 

 
 

22.  Click on View Ethnicity and Race 
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23. Click Update Ethnicity and Race 

 

 
  

24. Please select the appropriate ethnicity and race and click on the Continue button at the bottom 
of the screen.  This will take you back to the Personal Information Main Menu.  
 

 
 

25.  The Name Change Information link and the Social Security Number Change Information will 
provide you directions as to how to update this information. In order to change this information 
you will need to provide the HR office the appropriate documentation as noted on the screen 
shots below.   
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Employee Information 
Time sheets, time off, benefits, leave or job data, paystubs, W2 forms, W4 data. 
 

1. Go to the Employee Main Menu 
 

 
 

2.  Click on Employee 
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3.  Choose Benefits and Deductions, this will bring up a menu of Retirement Plans, Health Benefits, 
Flexible Spending Accounts, Miscellaneous and Benefit Statement. 
 

 
  

4. Choose Retirement Plans to view your current retirement plan including employee contribution 
rate and employer contribution rate.  
 

 
 

5. Choose Contributions or Deductions at the bottom of the screen to view more detail 
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6. Click on Retirement Plans and the bottom of the screen to bring you back to the main 

retirement plan screen. 
 

 
 

7. Choose History to view more retirement history detail 
 

 
 

8. Go back to the Employee Main Menu by selecting the Employee Tab at the top of the page and 
choose Benefits and Deductions. 
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9. Select Health Benefits. Scroll down this page to view current health benefits that you are 
enrolled in. Select the blue History link to view more details about any of the listed benefits.  
 

 
 

10. At the bottom of the page select Flexible Spending Accounts to go to the next menu item.  
 

 
 

11. Please note that this only shows your employee deduction amount.  Claims and Account 
balances are not provided on this screen.  To find out more regarding your individualized plan go 
to the link provided on the page.  
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12. Go to Miscellaneous at the bottom of the page to view any additional benefits or deductions.  
 

 
 

13. Go to Open Enrollment at the bottom of the page.  Please note enrollment for MCC benefits are 
not conducted online at this time. Please see your HR Director for more information.  
 

 
 

14. Go to Beneficiaries and Dependents at the bottom of the page. Please note Beneficiary and 
Dependent information is not tracked through Banner at this time. 
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15. Click on Benefit Statement at the bottom of the page.  

 

 
 

16. Click on the Select button to view the current benefit statement or enter your own date. Scroll 
down the page to view more detail.  
 

 
 

17. Pay Information.  Go Back to the Employee Main Menu 
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18. Select Pay Information 

 

 
 

19. Select Direct Deposit Allocation to view the account(s) your paycheck is assigned.  
 

 
 

20. Select Earnings History at the bottom of the page.  Select a timeframe and choose display to 
view information. 
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21. Select Pay Stub at the bottom of the page.  
 

 
 

22. Select Pay Stub Year 
 

 
 

23. Select the date in blue to view pay stub detail. Scroll down to view details of the paystub.  
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24.  Click on Paystubs at the bottom of the screen. 

 

 
 

25.  Click on Deductions History and select timeframe. 
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26. Click on Earnings History and follow the prompts to view more detail.  
 

 
 

27. Click on the Employee Tab at the top of the page to go to the Employee Main Menu 
 

 
 

28. Click on Tax Forms 
  W4 Tax Exemptions and Allowances 
  W2 Wage and Tax Statement 
  W2 Corrected Wage and Tax Statement 
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29. Click Electronic W2 Consent 

 

 
 

30. Go back to the Employee Main Menu 
 

31. Click on Jobs Summary and Select your job title to view more information. 
 

 
 

 


