How to update e-mail address for Banner Self Service
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TSU Admission Applicants

+ To apply for admission to Texas Southern University, visit ApplyTexas.org.

« Login to the Admissions Application Status page:
= User ID — Your Login ID is your T-number (with an upper-case 'T") that was provided on your Admission
Application Confirmation letter.

= PIN — Your PIN is your birth date (in the MMDDYY format).

Current TSU Students
Login to the My TSU Web Portal:

= User Name — User Names are formulated using the following standard:<first initial> + . + <first 14 characters of last
name> + <last 4 digits of student ID>.

« Password — All initial passwords are formulated using the following standard:Q + ! + <Birth Date> (birth date is in the
MMDDYY format).

TSU Faculty, Staff & Alumni

(Logln to My TSU Web:]/

« User ID — Your User ID is your T-number (with an upper-case "T") or your Social Security Number.

2) Click on My TSTU Web for
Faculty, Staff, and Alwnni

« PIN — Your PIN is your birth date (in the MMDDYY format).




Screenshot 3 of9

3 2 '_"] X
”J- _'ij‘-' " SUNGARD HIGHER EDUCATION

TSU Faculty, Staff & Alumni
To login to My TSU Web, complete the following tasks:

1. Enter your User ID.
Your User ID is your T-number (with an upper-case 'T") or your Social Security Number.

2. Enter your PIN.
Your PIN is your birth date (in the MMDDYY format) for new users and users who have had a PIN reset.

3. Click Login.
Please note the following:
« For new users and users who requested a PIN reset, you are prompted to change your PIN when you login.

« After three (3) failed login attempts, your MyWeb account access is disabled. Before disabling your account, enter your
User ID and select Forgot PIN? to reset your PIN.

« For current TSU Faculty and Staff ONLY, if you need assistance, please contact Patricia Dean, HR Systems
Administrator, by phone at 713-313-4246 or via email at dean_pv@tsu.edu.

« For everyone else that needs assistance please contact the helpdesk at 713-313-HELP (4357) or email the helpdesk
24/7 ittigersupport@tsu.edu.

Warning: To protect your privacy, please click Exit and close your web browser when you are finished.

3) Type vour Self Service User ID or Social Security
(User ID: J
(pI": ] 4) Type your Pin (password)
[ Login | [ Forgot PINZ |

RELEASE: 8.3

Screenshot 4 of 9

'h"l' SUNGARD HIGHER EDUCATION

BTN EIR OGNk Employee Reporting

Search

SITE MAP HELP EXIT

Welcome, Antonio Saenz, to the WWW Information System! Last web access on Apr 11, 2011 at 05:51 pm

B Alumni Information
TSU Alumni can now use the Web for alumni services to update information, find current events, and keep in close contact with the University.
B Employee Information

efits, leave or job data, paystubs, W2 and T4 forms, W4 dats, etc. -7.) C‘].iCl\_. Pel":ﬂll'll ]..l]fﬂl'lll'lﬁﬂll
= , BO03 b

B personal Information

Tew Sddresz(es] snd phone number(s), view or update e-mail address(es) and emergency contact information, or change your PIN.
B rinance
B peporting

You can use the rzports listed on this page to retrieve data from Banner for self-service reporting.

RELEASE: 8.3
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B pisplay TSU Id Number

B change PIN

L Change Security Question

B view Address(es) and Phone(s)

B ypdate Address(es) and Phone(s)

[ -
|l Update E-mail Address(es) | 6) Click Upate E-mail Address(es)
Directory Profile

B view Emergency Contacts

L Update Emergency Contacts
B Answer a Survey

RELEASE: 8.3
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Update E-mail Address(es) - Select Address

Update or Delete E-mail Address
+ Click on the e-mail address

Enter New E-mail Address

+ Select e-mail type from drop down box
+ Click Submit

Type of E-mail to Insert:l i 7y Click drop down button

[ View E-mail Address(es) ]

RELEASE: 8.2
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Update E-mail Address(es) - Select Address

Update or Delete E-mail Address
# Click on the e-mail address

Enter New E-mail Address

* Select e-mail type from drop down box
* Click Submit

8) Select TSU Official Fiail

Type of E-mail to Insert: |Select s
Select
Submit ( i
TSU Official Email - ) .
—_— 9) Click Subinit
"

[ view E-mail Address(es) ]

RELEASE: 8.2
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Update E-mail Address(es) - Update/Insert

®

Delete an e-mail address

* Put a check mark next to the box that reads Delete this address
* Click on Submit

Update e-mail address

* Replace the old email with new one on the field that reads E-mail
+ Click on Submit

Enter a new e-mail address

* Type an e-mail address on the empty field that reads E-mail
+ Click on Submit

MNote: You may specify only one preferred e-mail address.

TSU Official Email
-mail: [your email address herel@tsu.edu ]-

10) Type yowr Official TSU email address
here.

Delete this address:
Glake this your Preferred address

11} Place checlk in thiz box to make it preferred

Preferred not specified

[Subme |

[ Select a Different E-mail Address to Update ]

12} Click Submit
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Update E-mail Address(es) - Select Address

Update or Delete E-mail Address
+ Click on the e-mail address
Enter New E-mail Address

+ Select e-mail type from drop down box
+ Click Submit

TSU Official Email ) . .
G pp——— roforred ) 13) If vou see yvour email address and
i J preferred here then you are done.

If vou yvou do not see anything here, then

Type of E-mail to Insert: -
) o back to step 7.

Once you have completed all 13 steps, verify that you have entered the correct e-mail address and if

correct you are done and can exit out.



