Accessing & Utilizing MAX

The MAX Banner Portal allows Millersville University students to perform a number of
important tasks. Through MAX, students can:

e Add/Drop classes, Pay bills online, Update personal information, Sign up to receive
important updates via text message, Check the progress of a degree, View class
schedules, View final grades, and Report courses to the Pennsylvania Department of
Education for Act 48 compliance.

Accessing MAX:

Portal Logins
Step 1 A= unx/

Banner Portal

e Go to www.millersville.edu

. ) ‘ . MyVille
e On the left side of t_he home.page you’ll myVILLE S0 oortal
see the “Portal Logins” section.
e Click on the MAX Banner Portal link. DesireZLearn
Learning Momt. System
ESS
""" " Employee Self Service Portal
Step 2
e Activate your account (1% time users) this is how you will create your password for
MAX.

MU Banner Web Information System

MAX Login

User ID - MU ID {the number beginning with 'M" on your Maraud
PIN - Your six character, case sensitive MAX PIN.
New Student? - Did you complete the Account Setup process?

Know your Marauder email credentials? - You can use Account Management to reset your MAX PIN.

% Three failed attempts? - Enter your MU ID or Social Security Number as the User ID and select 'Forgot PIN'.

@ Five failed attempts? - Your account is locked for your protection. Select 'HELP® for instructions.

user ID:
PIN:

Login | Forgot PIN? |

#
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e Click on “First Time Account Setup — New Students” under Account Maintenance.

myAccount @ MU
Milletsville University

SEIZE THE OF, DRTUNITY DESIREZLEA]

Laacoiog Mo Swclaon

Account Maintenance  Help

Accrhunt Maintenance Information & Comments

,-f"-? f oy
“F '_r_“ Time hecount Setup - Mew Et”de_’f'_‘i_/ Welcome to Mill ersville’s mydcccunt

thange a Pamword at Wl partal system for sbudents .

it oo PE iR mydecount provides salf zaracs
w ! 1IIE
maintenancs for MaX, my YILLE. and

Forpot my VILLE Usernamal Dasirallanrn Bessunks.

o Enter the information requested. Then, follow the remaining directions to complete your
account activation.

Activate Accounts

& e

" Set my VILLE Set MAX Set Security Display

Login s ! ’ :
Password PIl Question Summary

Birth date: MMDDYY | (mmddyy)
Zip Code: 72?7?27 | *

[Submit

Step 3
Log into MAX

e You will be prompted to enter a User ID and a PIN.
= Your User ID is your M#(MU ID), and your PIN is the 6 digit PIN that you set



K/
£ %4

when activating your account (often your birth date). If you do not know your M#,
call the office of Graduate & Professional Studies at (717)872-3099.
= |f you forget your PIN you can enter your User ID, leave the PIN box empty, and

click on the “Forgot PIN?” link.

= After choosing “Forgot PIN?” you will be asked the security question that you chose

when activating your account.

= After answering the question correctly you will be asked to reset your PIN.

MU Banner Web Information System

MAX Login

User ID - MU ID (the number beginning with '™' on your Marauder Onecard)
PIN - Your six character, case sensitive MAX PIN,

New Student? - Did you complete the Account Setup process?

HELP EXIT

Know your Marauder email credentials? - You can use Account Management to reset your MAX PIN.

4 Three failed attempts? - Enter your MU 1D or Sacial Security Number as the User ID and select 'Forgot PIN'.

© Five failed attempts? - Your account is locked for your protection. Select 'HELP' for instructions.

UserID:M- MU ID#
PIN: - Fvens
6 Digit Pin

Logn|  Forgot e —
B

Making
Online

Pavments:
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powradby
SUNGARD' HIGHER EDUCATION

Millersville University accepts payment through check, American Express, Discover, or

Mastercard.

A 2.5% convenience fee will be charged to all credit card transactions.

Step 1

Step 2

Once logged into MAX click the
“Student Services” link.

From the “Student Services” menu,

select “BURSAR-Student Accounts”.

Personal Information

C72nge you PIN; ¥ e yo1* own ddvesz(351 37¢ phone nuiber(si

Student Services

Register for elasses; at: <laszes to your wa fist; v ew gradzs and trarscriats; process and view a degea a.cit -37cr (0438); <isa av vou class sthedulz. display yeur zccount
sumnary; Naszral Stucent C earingncuse Gatewsy, requast 4ct 48 reporting (“r eduaters only).

Bursar: Pay yur ail, 5= your current temm b, print a receiat, get yeur Federal ~ax nformation for the Education 2ed - (1098}, zrabla azrar (e pary) acesss te Hing
infarmatinn

My Housing: hew studen: houzing aacicatiar

My Dining: Add/CF ange Meal Plzr

Financial Aid

vews vour finanzial ac zwards any 12ids o requrac cocuments chaz may Zrevent the awarding 2 payment of ycur aid; “nanc &l aid 1 story; Ican his-oy; acadamic pogess
ste:

Marauder Gold (formerly MAP)

% ey rot g sed for tton payrents,
Makz Miarauda- Gol: (142 depasits by on ine pagment, Flease r2"ar to My«ille for Fle= &nd Ma-aucer 3ald (¥R azlanca anc rangaction inforrzt cn.

vReset MyVille Password

Feset your by le Passwore

ML AR Mobile

Wtk okl natifica: o sys:2m provides riocie phane szst messae ~otie=tions for vaious Mas, systems,
MAXID

g 0 A (3 and Library Paon 11

ADVISEMENT

W L 3 sErs Process and view = dzoree audht recort (DARS),

REGISTRATION

Recister (ad or drop) class; Chece your reg sovzton status; Disply y2ur fass schedlz,
MY HOUSING

rinz Housing applcation

My Dining - Adt/Change Meal Plan

BURSAR - Student Accounts

Billng, Balance Due, Online Payments

See vou accourt charges, curren: baarce, payme-ts made. pay onlne, print 3 recsizt sze ”vour accourtis 'cear', get 10387 <a ins, enaclz paren: thid pa~y) accest toblirg
nfzmation,



Bursar - Student Accounts

Step 3

Semester Account - Online Payments
View current term charges, amount due, payments received, refunds amounts, pay online, verify "CLEARED" status and print a receipt,

Fed Tax Notification / 1098T Data

e Select the link for
“Semester Account-Online

Financial Aid

View and print infarmation sent to IRS for the tax year.

View Holds
View departments who have holds on your services, Contact them to resolve problem.

Review the status of your financial aid.

Payments”. View E-8il

View current or prior E-Bill, payment history, etc.

Parent (Third Party) Access to Billing Information
Enable or disable parent access

Clear Bill / Looking for Aid

Clear Bill / Looking for aid

Step 4

e Scroll to the bottom of the page and select “Online Payment”
e From the dropdown menu select the semester that you would like to make payment

toward.

MAX Mobile:

The MAX Mobile text message system provides text message notifications to your
mobile phone for various features in the MAX system. You can select and change what
text messages you wish to receive at any time as well as set a new MAX Mobile number

should your old one no longer be available.

Step 1

e Once logged into MAX click the
“Student Services” link.

e From the “Student Services” menu
select “MAX mobile”.

e Select “Set New Mobile Text
Message Number”.

Step 2

e You will be asked to select a
mobile provider from the dropdown
menu. (If your provider is not listed

Eﬁ_ﬁnuder Gold (formerly MAP)

U_Rescl Hﬂ.’iﬁc Password

NEWL - MAX Mobile

1&x Mobile notification system provides mobile phone text message natifications for various MAX systems,
MAX 1D

View your MA 10 and Library Patron 1D

ADVISEMENT

View your advisers, Process and view a degree audit report (DARS).

REGISTRATION

Register (add or drop) class; Check your registration status; Display your class schedule,

Set Mew Mobile Text Message Mumber |

Configure Motifications far my Humber I

Test my Mobile Number

Remove my Current Maohile Number




call the Help Desk at (717)872-2317).

e Once you have confirmed that you
provided the correct information you
will receive a test message.

e If you do not receive a test message
within 30 minutes, go back and make
sure that you provided the correct
information.

e If you provided the correct information,
but have not received the test message
after 2 hours, call the help desk at
(717)871-2317.

Set Mew Mohile Text Message Number |

Configure Matifications far my Mumber |

Test my Mobile Number

Step 3
e After receiving the test message, Femaowve my Current Mobile Mumber |

select configure notifications for my
number.

View Grades:

MAX allows students to view final grades online.

gPesonal nfomation

Step 1 o

e Once logged into MAX click the

:Financial Aid
“Student Services” link. E

E Marauder Gold (formerly MAP)
E Reset Hyyfille Password

o MAX Mobile

Step 2

e From the “Student Services” menu
select “Student Academic Records”.




Step 3

e Select “Final Grades”.

Step 4
e Select the term for which you would

like to view your grades from the
dropdown menu.

Text Books:

Student Academic Records

Yiew Holds
Final Grades
HEW

Yiew Student Information

Academic Transcript

Final Grades

Select a Term: |Sprir‘|g 2011 j

Submit |

MAX allows students to find out if there are any required reading materials for classes and
provides a link to the bookstore so that students may purchase books online.

Step 1

e Once logged into MAX click the
“Student Services” link.

Step 2

e From the “Student Services
menu select “Book Store
- Order Books”.

preonalnomation

Student Servi

E i_"!:;rauder Gold (formerly MAP)

or Flew and Marauder o

E Reset Hy\_.l'llle Password

ME MAY Mobile
MAX Mobile notification system provides mobile phane text message notifications for various MAX systems
MAX 1D
Wigw your MAX [0 and Library Patron [0,
ADVISEMENT
View your advisers. Process and view a degree audit report (DARS)
REGISTRATION
eeqister (add or drop) class; Check your registration status; Display your class schedule
MY HOUSING
Online Housing Apglication
My Dining - Add/Change Meal Plan
BURSAR - Student Accounts
Billing, Balance Due, Online Payments
See your account charges, cument balance, payments made, pay online, print a receipt, see if your account is *Clear”, get 1098T tax info, enable parent (third party) access to biling
information
STUDENT ACADEMIC RECORDS
iew your holds; Display your grades and uncfficial transcript; Review Charges and payments.
NATIONAL STUDENT CLEARINGHOUSE GATEWAY
Enmoliment Verifications, Deferments and other services
AGT PORTING FOR EDUCATORS
ubiri request to have MU courses reparted to PDE in campliance with Act 48 requirements for Pennsylvania educators, or check the date your data was sent. Note: not for use
by un ate students.
MU Email Address
wigw your MU email account status
Profe

nal Education Unit
nal Education Assessment Repart

100k
This web page wil allow students to order course books from the Book Store, will automatically links them to the baok store with @ list of books for the courses registered for the Term
selected



Step 3

e Select the term for which you are
purchasing books from the
dropdown menu.

Step 4

e Click submit on the next screen.
You will be redirected to the
book store website and a list of
required materials.

Select Term

Please use drop down box to select correct term.

Select a Term: |Fa|| o011 j

Submit |

Create link to Book Store to Order Books

Cj) This web page wil create a link to the Book Stare with a List of the courses that you registered for the term selected,

The Book Store web page is a non Banner web page and it is operated by the Book Store.

Term Code for Ording Books Fall 2011

Subrnit

Text Books From the Web Schedule:

Max allows students to view and purchase any required texts directly from the web schedule.

Step 1

e Go to www.millersville.edu
e On the left side of the page, select
the link for “Class Schedules”.

Step 2

e From the “Web Schedule” menu,
select “Search by Subject and Course
Number”.

e Select the term, subject, and course

Term: [Fall 2011 =

Subject: [pUaD (Business Administration) =l
Course Number: [1571

® All Courses © Open Courses Only

Submit |
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number of the course for which you
need a book. (Example, Fall 2011 BUAD 161).

(R Course  Credifs Titl Dags  Tine Date Range location ~ Faculty Seats  Frm Gen Books
Step 3 Byl i
4364 BUADIGLO 30 Inboto Financiel dcccumng. W F RO0BS0am  OBRY/1L-12/17)1 wocom 3t Olm,  Closd
DM
° From the SCthU'E Li Stin g fln d th e Prersquiice: HATH 107 OB HTH ISTORMRT 151 Prarequisite: AT 01 or lacement bevand MATH 101 Resarvad fr BURD maarsiminars
)
section for which you are reglstered. 1365 BUDI6L0L 30 Ihotmencdldocumng WWF I000A0San OGS MCCOML Dk, Clossd ]
DM

e Click on the book symbol on the far right
of the schedule listing.

Fransqusie: WATH 10 08 METH 151 0R MET 151 Prvagusite: AT 101 o plecament besond AT 101 Raserved fr BUAD majorfmiors

5074 BUADIGL02 30 Introto Financial dccuming T 20530 OB/YIL/7)1 MOCOM 00 STFF Onkald u

Frarqushe: MATh 102 OR METH 1SLORMET 151 Praequishe: HATH 101 o placerant basond MHTH 101 Resurved for BUAD majorsimis Sonshganey saction (may
Se cpenad btar)

e You will be taken to the University Book Store page and provided with the list of books
required for your class.

e The book store will allow you to purchase your books directly from this website.

e You can choose to either have your books shipped to you or you can pick them up at the
University Copy Shop located in the SMC.
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