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Saving Your Class List from Self-Service Banner 
Log into Self-Service Banner 
1) Open a web browser and navigate to www.northern.edu 

2) Select the myNSU button in the upper black ribbon of the web page. 

 

3) Click “Faculty and Advisor Information” link 
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4) Locate the Faculty/Advisors link in the left-hand side navbar and click 

 

5) Under the faculty dashboard card on the right-hand side, find your course and click the title. 
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6) Select the “Enrollment” link to view the class list 

 

7) Using your computer mouse, highlight all of the students displayed. 

 

8) Then copy this information by right-clicking and selecting Copy or selecting Ctrl + C on your keyboard 

9) Open Microsoft Excel and create a Blank Workbook 

10) Paste the information into the workbook by right-clicking or with the Ctrl+V on your keyboard. 
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11) Next, click the clipboard icon that pops up after you paste and click the “Match Destination Formatting” 

option. 

 

12) Save the worksheet and close Excel. 


