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Format Conventions

On-screen information appears in bold E: Error!
Commands and options you select are underlined Save
Subsequent directions are indicated by an angle bracket >
Information you must type in is enclosed in square brackets [Password]
Keys that you press are enclosed in angled brackets <F2>
Icons

The following icons are used to identify helpful information:

o 0

Timesaver Tip Item of Interest Warning Message Reading

Banner Learning the Basics 07/23/09
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Learning the Basics

How to Log on to Banner 8 PROD

In the Address Block of Internet Explorer type:
e http://www.banweb.mtu.edu/banner8
e You then get the following log on screen

Logaon

Usernarme: ||

Password: |

Databasze: |pr|:n:|db

(Qur‘mect ICanceI )I

Type in the details as follows:

Username: | kegidadin Tab @ Do not use the Return/Enter key to

— move between the Username and
P S I i Password fields. Use the Tab key
assword. rj'r or point and click.

Click on Connect or press <Enter>

Once you have completed these steps, the Banner Main Menu appears:

BrroD Banners [=1O[=]
File Edit Options Block Item Record Query Tools Help
(i | T EYEE

s General Menu GUAGMMU 2.0 (PROD) - Thursday July

GoTo...| [*] welcome, Karen Giddings. products: [~| Menu | Site Map | Help Center
My Banner My Links
—IBanner

L 1Main Student [*STUDENT] Change Banner Password

Lladvancement [*ALUMMNI]
_IFinancial [*FINANGE]
_IHuman Resources [*HRS]
LI Financial Aid [*RESOURCE] Personal Link 2
_IGeneral [*GENERAL]

_lpanner Security [**SECURITY]

Check Banner Message

Personal Link 1

Personal Link 3
Personal Link 4

MTU Documentation

Discoverer

My Institution

Banner Main

Menu
Banner Broadcast Messages
Enter the object name; Press LIST far listing. |
Record: 111 | . | =08C=

Banner Learning the Basics 07/23/09
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There will be a second window that must remain open while your Banner session
is open.

ﬁE—PRDD Banner8 - Windows Internet Explorer provided by SAS

1=l E3
——
=S Iﬁi hitps: f e barweb, by, edufbanners j 4 ([#+|| % IGoogIe P
File Edit ‘Yiew Favorites  Tools  Help @ Convert ~ B Select

0% d g C-PROD Banners | | My v B - o= v i Page v (i Tods v

This window 1 reserved for Banner 8 - Please don't use or discard 4‘

Exiting Banner

SCT Banner

f Are you sure you want to exit this SCT Banner session?

There are several ways to quit/close Banner as shown below. Choose one of these options
from the Main Menu.

E Click the Exit button on the horizontal
toolbar.

Ctrl+q Press these shortcut keys.

m Click the close button on the title bar.

Go Tu...| E|

Type Exit in the Go To field.

_;;-‘ﬂ SCT Banner - PROD Double-click the Banner control icon.

File>Exit

Click on File>Exit in the menu bar

File>Exit SCT Banner (This will close all Click on File>Exit in the menu bar
open canvases as well)

Banner Learning the Basics 07/23/09
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|..| You can perform Banner functions with either a mouse or keyboard or by using a
l_—_-_e_l combination of both. For example you can save information by clicking a button on the
toolbar, selecting an item from a pull-down menu or pressing equivalent key strokes.

Two symbols appear throughout the manuals to indicate the choice of mouse or keyboard

instructions:

B Mouse instructions
Keyboard instructions

Mouse

You can use the mouse to navigate to an enterable field, record, block, or window that is
currently displayed. You can also use the mouse to click iconic buttons.

Keyboard Equivalents

You can use keyboard equivalents for a function depending on your environment — some
keystrokes vary from one environment to another. The Help Menu or the Show Keys
button on the toolbar lists all keyboard equivalents for the current form, window and field.

To move between fields in a form use the <Tab> key (Next Field) or <Shift+Tab>
(Previous Field). In some fields the cursor automatically moves to the next field as soon
as you enter the required number of characters.

Function Koy - |
Clear Field Ctrl+L

To display keyboard equivalents available in the Count Guery Hits shift+F 2

current form, window and field: Display Errar ShiftF]
Do Cirl+L

Mouse J@ Keyboard

@ Drzivy Doty
or CTRL+F1 function key

Help > Show Keys Enter Query FT
Execute Query Fa
Exit Cirl+ 2

Function 2
1

Shift+Ctrl+F2 i

Banner Using the Mouse and Keyboard
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The Main Menu

llll The main menu provides an overview of the menus, forms and other information available
—— in Banner. You can use the main menu to navigate through Banner.
The main menu has a familiar Windows-style hierarchical tree structure.

= The Product Links at the top of the screen allow you to navigate through the different

Banner products.
BrroD Banners [=1O[=]
Fila Help

= | BE 2T ==Y ISk la & @0 01X
*uGeneral Menu GUAGMMU 8.0 (PROD) - Thursday July 09

collapsed menu . _

\ Go To... [*] welcome, Karen Giddings. Products: B Menu | site Map | Help Center
My Banner = My Links
—IBanner
expanded menu ————— SMain Student [*STUDENT] Change Banner Password
_ICourse Gatalog [*CATALOG] Check Banner Message

_lclass Schedule [*SCHEDULE]

_lGeneral Person [*PERSON]

LI Faculty Load [*FACULTY] Personal Link 2
_ILocation Management and Housing Module [**LOGATION]
_IRecruitment [**"RECRUIT]

L1 Admissions [*ADMISSION]

The currently selected |
menu is highlighted.

Personal Link 1

Personal Link 3
Personal Link 4

MTU Documentation

e e i Discoverar
_lAccounts Receivable [*TACCTRECY]

_lAcademic History [*AHISTORY]
_1DARS/Curriculum, Advising and Program Planning Main Menu [*CGAPP] My Institution
IMTU Student System [*MTUFORMS]
L18tudent System Management [*SMANAGER]
LIstudent Administration [*STDADMIN]

I Thfarmatinn Arrecc TXINFNACCESR]T

Banner Broadcast Messages

Press ENTER to start selection or expandicollapse menu. |
Record: 111 | . | =08C=

The large pane of the main menu displays two menus:

I‘!!l = My Banner. This menu contains the menus, forms, jobs and QuickFlows most
important in the workday of the individual user. This menu is tied to a user’s Oracle
user ID.
=  Products Menu. This menu organizes menus, forms, jobs and QuickFlows.

Expanding and Collapsing Menus
|..| The hierarchical tree structure can be expanded and collapsed:

= When a menu is expanded, the next level of menus is visible.
= When a menu is collapsed, the next level does not appear.

By expanding and collapsing menus, you can easily navigate through Banner. Double
click on the file folder to expand the menu so you can see the objects it contains. Double
click it again to collapse it.

Banner The Main Menu 07/23/09
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My Links
You can now add Personal links to the Banner Main Menu. By default, the first 2 and last

2 have been set up for you. You can add links of your own if you would like, and you can
change the last two links to something you use more often.

To add or change Personal Links:

1. Access the User Preferences form by going to the file menu and selecting
Preferences.

2. Select the My Links Tab

3. Enter the “personal link” name for the link you want to change in the User Value
field.

4. Enter the URL (actual web address) for the link you want to change in the next
User Value field.

5. Click the Save [&l icon or press the F10 key to save your changes.

File Edit Options Block Item Record Query Tools Help

B0 E BERE %7 BEHNE & &I F

[T [k 42121 @1 01 X

Display Options  Directory Options My Links Menu Settings LOER

I3

Description: |Enter the URL for the "My Institution” link,

Default ¥alue: |http:ffwww.mtu.edu/

User Value:

Description: |Er|ter the description for the "My Personal Link 1" link.

Default ¥alue: |Your first personal link description

User Value: |Your first personal link description

Description: |Enter the URL or Banner object for the "My Personal Link 1" link,

Default Yalue: |Ynur first personal link URL

User Value: |Yuur first personal link URL

Description: |Enter the description for the "My Personal Link 2" link,

Default ¥alue: |Your second personal link description

User Value: |Ynur secand personal link description

Description: |Enter the URL or Banner object for the "My Personal Link 2" link.

Default ¥alue: |Yuur second personal link URL

User vValue: |Your second personal link URL =

Enter user specific seftings. |
Record: 1713 | | =08C=

Forms

A Banner form is an online document where you can enter and look up information in the
database. A form organizes information — information is entered once and then used by
other forms and reports or to produce queries.

Forms can include windows, window panes, dialog boxes and alert boxes.

Banner My Links 07/23/09
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Accessing a Form

There are a number of ways to access a Banner form.

Go 1. Type in the seven-character name of the form in the Go To
field.

Go Tn...| E|

2. Press <Enter>.

OR

Main menu Select the form from the menu list in Banner.
File Help

= I S DA EYEEEE D I

@@ LIX

'w General Menu G 8.0 (PROD) - Thursday Ju , 2009 - Last login Wednesday Ju 09 09:06 AM

Go To... E Welcome, Karen Giddings. Products: B I

—1My Banner =
_Banner
—AMain Student [*STUDENT]

—ICourse Catalog [**CATALOG]

B course Registration Restrictions [SCARRES]
E Catalog Prerequisite and Test Score Restrictions [SCAPREQ]
B Catalog Schedule Restrictions [SCASRES]
Bl Course Base Maintenance [SCABASE]
B Gourse Labor Distribution [SCAGLBD]
El college and Department Text [SCATEXT]
B course Syllabus [SCASYLB]
2l Course Search [SCASRCH]

_lclass Schedule [**SCHEDULE]

_IlGeneral Person [**PERSON]

_IFaculty Load [*FACULTY]

I Location Management and Housing Module [*LOCATION]

File pull-down menu You can re-access the last 10 forms that were previously opened in
the current session.

1. Click on the File pull-down menu. gﬁﬁskﬁiamh
2. Select the form.
OR
Refresh
Keystrokes 1. You can press F5. Enter the Form E;:t
name in the Go To field.
2. Press <Enter>
Preferences
OR [ 1. JEN General Person Identification
1. Arrow up or down in the Go To field to access forms used
during this session.
2. Press <enter> when the form you want appears in the Go To
field
OR
1. Click on the File pull-down menu
2. Click on Direct Access

3. Type the seven character name of the form in the Go To field

Banner Forms 07/23/09
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Parts of a Form

The following figure shows the parts of a Banner form. Each part is described on the
following pages.

PREID Bannerd: Open > SPAIDEN
Menu bar File Edit Options Block Item Record Query Tools Help
Horizontal Toolbar
Generate ID: [§]
Key block
Navigation Tabs
Title bar / Person ID and Name Source
Last Name: \ = Last Update
First Name: EI
Middle Name: ‘ User: |
L Other
Prefix: Activity Date: block
Suffix: Origin: |
Preferred First Name: ‘
Full Legal Name: ‘
QOriginal Creation
MNon-Person
User: |
Create Date:
MName: ‘ B }
Auto hmt 1D number, LIST for person; COLNT HITS for non-person; DUP ITEM to generate |D; DUPLICATE RECORD for Alternate 1D look-up |
Record: 171 [ o | | =08C=
Status line— —
Menu Bar

The Banner menu bar, located at the top of every form, contains pull-down menus.
File Edit Options Block Item BEecord Query Tools Window Help

L @ If a pull-down menu is dimmed, it cannot be accessed.

To access an option on the menu bar:

Mouse VT Keyboard
1. Click on the desired pull-down menu 1. Pressthe <Alt> key. The cursor moves
name. to the menu bar.
2. Click the desired menu item. 2. Use the right and left arrow keys to
highlight the desired name. Press
<Enter>.

Banner Forms 07/23/09



Page 11 of 32

File Menu
| DirectAccess B Direct Access (Go)- Used to access a form by its seven-
' Object Search character name.
' QuickFlow
| Object Search — Used to search for a menu, form, job or
' Rollback QuickFlow with part of the name, description or type.
! Save
| Refresh QuickFlow — Used to access a QuickFlow (see page X).
1 Brint
; Eat Select — Selects a field and enters the value into a form.
| Exit SCT Banner . . . .
| Retum to Menu Rollback — Clears qll mform_atlon (except key information) and
| Preferences returns you to the first field in the_ key block. On query forms
; Rollback returns you to the first field on the calling form.
v 1 EGAINVCD Journal Woucher Entry
V2 EGIVCD List of Suspended Journal Vouchers _ . .
| 3 SPAIDEN General Person Identiication Save — Saves all changes entered since the last time you saved.
' 4. SOAIDEM Person Search

Refresh — Clears the message line.
Print — Prints the current window with the date and time in the title bar.

Exit — Exits from the form or window. In the main menu it exits from
Banner. In queries it cancels the query.

Exit QuickFlow — Exits from a QuickFlow.

Exit SCT Banner — Exits Banner

Return to Menu - Returns you to the main menu
Preferences — Used to customize Banner.

List of recently accessed forms — Lets you quickly re-access the last 10
forms in the session.

Edit Menu

:-C- -t-ﬂl Cut — Cuts selected text and places it on the clipboard.

1 LI 1

E Copy . Copy — Copies selected text to the clipboard.

| Paste,

| Edit Paste — Pastes text from the clipboard to the spot where the cursor is located.

Edit — Used to enter or update text (particularly useful in long data fields).

Options Menu

ourse Co-Reguisites
ourse Equivalents

urge Fee Codesg . . L
Items under the Options Menu will take you to blocks within a

form or outside the form to a related form. This menu changes with each
form.

urse Degree Aftributes
urse Transfer Institutions
urse Supplemental Data
urse Description

urse Text

c
c
Co
Co
| co
Cno
Co
Co

Banner Forms 07/23/09
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[ et

| Previous
Clear

[tem Menu

—_—
| Previous

] [ et
Clear
Duplicate

Record Menu

I
i Previous

| Mext

' Scrall Lp

< Berall Down
Clear
Remove
Inser
Duplicate

- Lock
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Previous — Moves the cursor to the previous block. If the
previous block is in another window, that window is opened.

Next — Moves the cursor to the next block. If the next area is in another
window, that window is opened.

Clear — Clears all information from the current block (information is not
removed from any records or tables).

Previous — Moves the cursor to the previous field in the current block.
Next — Moves the cursor to the next enterable field in the current block.

Clear — Clears all information from the current field (information is not
removed from any records or tables).

Duplicate — Duplicates the contents of a field and then copies it into a new
record.

Previous — Moves the cursor to the first enterable field in the previous
record.

Next — Moves the cursor to the first enterable field in the next record of the
current block. If the cursor is in the last record, a new record is created.

Scroll Up — Scrolls up a list of records.
Scroll Down — Scrolls down a list of records.

Clear — Clears all information from the current record (information is not
removed from any records or tables).

Remove — Removes all information for the current record. When you Save,
the removed information is deleted.

Insert — Inserts a new blank record.

Duplicate — Duplicates the contents of all fields in the record and copies
them into a new record.

Lock — Temporarily locks the contents of the record so no other Banner user
can update it (depends on user’s rights).

Banner Forms
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r

Enter

Execute

Last Criteria
Cancel

Count Hits
Fetch Mext Set

Help Menu

r

2nline Help

Ownamic Help @Query
Dynamic Help Edit
Help {tem Properies)
Show Keys

List

Display Error

Display 1D Image
Calendar
Calculatar

Extract Data with Key
Extract Data Mo key

Technical Suppart

About SCT Banner
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Enter — Puts the form into query mode so you can enter search criteria
to see what information is already in the database.

Execute — Searches the database and displays the first set of records
that match your search criteria.

Last Criteria — Enters the criteria from your last search (enabled only
when you are in query mode).

Cancel — Cancels the query and takes the form out of query mode.

Count Hits — Counts the number of records that match the search
criteria and displays that number in the auto hint.

Fetch Next Set — If more records meet the search criteria than fit in

the window, replaces the current set of displayed records with the
next set.

Online Help — Takes you to the SCT Banner Help Center

Dynamic Help Query — Displays a form in query mode which
describes a field, block or form.

Dynamic Help Edit — Used to enter your own help notes for a field,
block or form.

Help (Item Properties) — Displays the properties window for the
current field.

Show Keys — Displays the Keys list which lists the functions and their
keyboard equivalents in the current form, window and field.

List — Display the List of Values (LOV) for the current field if List of
Values appears in the status line.

Display Error — Displays the error code if an error occurs.

Display Image — If an image is available, displays the image
associated with the ID.

Calendar — Displays the calendar.
Calculator — Displays the calculator.

Extract Data with key - Export data to excel with the header block
information

Extract Data with no key — Export data to excel without the header
block information

About SCT Banner — Displays the form which identifies the current
form, release number, date and time.

Banner Forms

07/23/09
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Toolbars

Toolbars are sets of iconic buttons that perform common functions. Banner has
two toolbars:

= The horizontal toolbar shown below appears directly under the menu bar.

When you move your cursor to an iconic button and pause, a yellow bubble appears with
text that describe the function of the button.

The following iconic buttons are available on the horizontal toolbar:

nzert Hecord r—=LT Banner Xfendar Solution:
Remove Record i ey 1RG-add ocument
Frovioas Bocord wecuts Ouery Workflowe Submi
’7.\1.--:“ Rocoed Cancel Query Wirkflow Release
| [ F
[ 5 Sy Ty BN R [=
FEEIEN TR I I I )| X
.:_J.* J ViewSend -‘»hwig-'i Broadcast Messages
Pollback Previcus Block Prird FGAC Sacurity
5elact et Block online Help

Ext

Title Bar

The title bar shows the following information:
Descriptive form name
Seven-character form name

Release number

Database name

descriptive form name seven-character form name

" General Person Identification SPAIDEM &

release numberJ I— database name

Navigation Tabs

The navigation tabs are a way to navigate through forms. It is located near the top of the
form.

Current Identification

Other Navigational Tools Rallback
| Save

You can easily move through the different pages by right clicking ~ E"

.. . Prirt
on the canvas. This is also useful to get commonly used functions
like Rollback, Save, Exit, and Print. This is also an easy way to 4dd to Personal Menu
add a form to your Personal Menu Current Identification
| Alternate Identification
. add
Auto Hint e
Telephone
. ] ) | Biographical
The auto hint at the bottom of the form can contain the following | E-mail
information for the field where the cursor is located: Emergency Cantact

Appointments and Contacts [SOAMPPT]

| System Data Surmrmary [GUASYST]
Commaon Matching [GOAMTCH]

Banner Forms 07/23/09
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= Brief field description

= Error and processing messages

= Keyboard equivalents, if you can access other blocks, windows, or forms from the
field.

Auto hint

Current identification number: avertype ta change: DUP REC for Source Infa
Status line—— Record: 1/1

Status Line

The status line directly under the auto hint can contain one or more of the following
messages:

Record n/n Shows the number of the current record followed by the total number of
records in the current block. If there are more records than fit in the
window the total appears as a question mark, e.g. 3/? until you scroll to
the last record in the block.

List of Values Indicates the field has a List of Values.

Enter Query Indicates the form is in query mode.

Key Block

The first block on most forms contains key information. All information on the form

refers to the key block. Key block information is typically the ID Number, term, course,

etc. The key block stays on the form as subsequent blocks appear.

When the cursor is in the key block you can enter information in the fields in the key
block area. When you leave the key block the fields are disabled (dimmed).

Other Blocks

Other blocks contain additional details for the key information. Each block contains
related information.

Banner Forms 07/23/09
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Types of Forms

Application forms

Application forms are used to enter, update and query information in Banner. This is the
most common type of form.

EAPROD Banners: Open > SGASTDN

File Edit Options Block Item Record Query Tools Help

Page 16 of 32

@ General Student SGASTON 8.1.1 (PROD)

HEEBE v R BE@EME RIS E

|G | [ 2 [ @ |

1D: ‘ B| Student Summary [v| Term: hd] ' ¥iew CurrentfActive Curricula
el Artivities “eteran Camments Lcademic and Graduation Status, Dual Degree | | Miscelaneous
General Learner
New Term: [*] From Term: To Term: =
Student Status: EI
Student Type: A Additional Information
Residence: FE Site: B
Fee Assessment Rate: E Session: |—E|
Class: Block: |
Full or Part Time: T Full Time T Part Time ® None Citizenship: ,7 =
Curricula Summary Student Type: Rate:
Priority Term Program Catalog Level Campus College Degree
End: Outcome Key: Admission Type: Admission; Matriculation: -
Field of Study Summary . .
Priority Term Type Field of Study Department Attached to Major [E

Identification number; press LIST far name/ID search form; DUPLICATE ITEM for Alternate 1D [ook-up; HELP far summary.

Record: 171 | o | <0gc>

The General Student Form is an example for an application form.

Banner Types of Forms
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Query Forms

Query forms are used to look up existing information, often returning information to the
|| calling form. You must access a query form from another form. You CANNOT access it
directly from the main menu. The Registration Section Query Form is an example.

EAPROD Banners: Open > SFAREGQ

File Edit Options Block Item Record Query Tools Help

(BYERABE %9 B@HE @& &

i%_.E_F'.E-;ustratu:wru Query SFAR ) 8.0 (PROD)
Term: ‘ E Registration From Date: @ Registration To Date: @
ID: [ =l
Registration Begin End
Term CRM Subject Course Section Status CEU  Cross List Mon Tue Wed Thu Fri Sat Sun Time Time =
(-t 10 - 12 07 [ ([l o oooooaol[ ][]
Part of Term: Campus: Start Date: Instructional Method:
Grading Mode: r Building: End Date:
Credit Hours: Room: Instructor: [T Primary

il

(10 0 12 07 [ oooooo [ ][]
Part of Term: Campus: Start Date: Instructional Method:

Grading Mode: |— Building: End Date:

Credit Hours: Room: Instructor: ‘ [T Primary

|
|
1

- [0 [ o ooooool[ 1[0 ]

Part of Term: campus: Start Date: Instructional Method:
Grading Mode: |— Building: End Date:
Credit Hours: Room: Instructor: ‘ [ Primary -
Co-op Education: [E Total Credit Hours: Total CEU Hours:
Term Code; press LIST for valid codes. |
Record: 111 | | Listofwalu.. | | <osC=

Inquiry Forms

Inquiry forms are used to look up existing information, often returning information to the
|| calling form. You CAN access an inquiry form from the main menu, from another form,
with Go To or with Object Search.

EArroD Banners: Open > SOISBGI

File Edit Options Block Item Record Query Tools Help

(BYE RAEE %9 @EE @& I

'v5 Source, 8.0 (PROD

/Background Institution

Source or Background Institution

State or  Admission
HS College Source None Code Name City Province Request Code
v -

]

NRNRRRRRRRRRRRARRNN E
RERRRRRRRRRARRANNNY &

OO0 000000000000 0O0 000 0K
OO0 000 00000000000 000 O
OO0 000000000000 0O0 000 0K
OO 000 a0 000000000000 ’)ﬂ

Enter a query; press F2to execute, Cirl+Q fo cancel. ‘
Record: 1/1 | | Enterou. | | =05C>

Banner Types of Forms 07/23/09



Page 18 of 32

Elements on a form

The following figure shows various elements that appear on forms in Banner.

PRIJD Bannerd: Open > GUAMESG
File Edit Cptions Block Item Record Query Tools Help

(@90 RAAEE %9 &
Iconic 280 [FHo
buttons *
Recipient: L” Sender: Date: —@ Time: l— =
Message: [ZI Source: ]
Reference ID: Bl Item:
System: ﬂ
Radio  Complete ® pending ;Huld [ Confidential
buttons Recipient: ‘ F| Sender: | Date: lik Time: ,7
Message: ‘ [; Source: ’—
Reference ID: ‘ Fl Item: li
System: ’_T
© Complete C pending C'Hold [ Confidential
Fields Racipi » Fl Sender: Date: lik Time: ,7
Message: @ Source: ,7
Reference ID| F| Item: '7
System: ]
< Complete C Pending T Hold [ Confidential
Check box Recipient: | =1 Sender: | Date: ’—— Time: ’—
Message: ‘ W Source: ’7
Record Roforenco [D: | = tem: [
System: ’77
' Complete T pending T Hold [ Confidential -
A
FRM-40350: Query caused no records to be retrieved. \ J
Recard: 141 [ | | <05C=
Vertical
Bu ons Scrollbar
tt

Buttons are visual images used to perform an action or respond to the system.

Iconic Buttons

These buttons are small squares that contain an icon (picture). They represent one or more
actions that can be performed for an associated field or record. Michigan Tech uses the
following iconic buttons.

[T Search Displays another form or window where you can search for
— information.

@ Data Indicates that data is available for the associated field.

& | Calendar Displays a calendar for choosing a date.

Banner Elements on a form

07/23/09
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Response Buttons
These buttons are shaded rectangles that appear in alert boxes and dialogue boxes.

Checkboxes

I— Checkboxes are small boxes used to enable or disable features or options. When
an option is enabled a check mark appears in the checkbox. When the option is
disabled the checkbox is empty.
Radio Buttons
o Radio buttons are small circles used to select one of several options in a group.
*' You can pick only one radio button in a group.
Records, Rows, and Columns
Records are sets of related fields, e.g. an address record.
If a block has multiple fields the records often appear in rows and columns. A horizontal
scroll bar appears under the columns if all columns don’t fit into the window at once. A
vertical scroll bar appears on the right side of the rows if all rows don’t fit into the window

at once.

An example of a form showing records, rows and columns is shown below:

BAPROD Banners: Open > SOAIDEN

File Edit Options Block Item Record Query Tools Help
(RO E REEE %7 BER Q&I DE & J 2@ 01X
"@Person Search SOAIDEN 8.0 (PROD] irir
Change
ID Last Name First Name Middle Name Birth Date Indicator Type
[
i ‘Blizzard |T | |— ‘ |~
| \ \ | | [
| \ \ | | [
| \ \ | | [
| \ \ | | [
| \ \ | | [
| \ \ | | [
| \ \ | | [
| \ \ | | [
| \ \ | | [
| \ \ | | [
| \ \ | | [
| \ \ | | [
| \ \ | | [
| \ \ | | [
| \ \ | | [
| \ \ | | [
| \ \ | | [
| \ \ | | [
| \ \ | | [
| \ \ | | [ -
® Case Insensitive Query ' Case Sensitive Query
Identification Murmber; press COUNT QUERY HITS to access additional information | J
Record: 111 I . | | <05C=

Banner Elements on a form 07/23/09
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Fields

ﬂ@ A field in Banner is sometimes called an item, e.g. Next Item, Previous Item and
L) Duplicate Item.

Fields are areas on a form where you can enter, query, change and display information.

Enabled You can put the cursor in the field. Information in the field appears in
black text.

Example:

ID: { 000000000)| Blizzard T Husky |

Nz
Disabled You cannot put the cursor in the field. Information (if it exists) appears
in grey text.
Example:
ID: {000000000 [(Blizzard T Husky) |
Enterable | You can enter information in the field.
Example:

e —

Display only \ You cannot enter information in the field.

Example:

ID:  |000000000 | Blizzard T Husky

Validated Fields

Many fields only accept codes from a defined List of Values (LOV) and you can tell that a
field has predefined values if the field name appears in blue. The code/description lookup
feature helps you enter information into validated fields. This feature will enable you to

= Enter a complete code or description
= Look up a code/description based on a partial entry
= Display the entire LOV and select a code.

To Date: = L /Inactivate Address

srmanent

Fmdl%

Click on the arrow

icon or press brrection Servics
n . |
function key F9 to  ric= 06-DEC-2001
. . \Web Update 14-May-2002
display the entire  }..4 07-JUN-1996
LOV for a field bley Flessner Report 03-DEC-1997
16-14M-1996
1= rETList 23-JUL-1996
I CHC CamnAany MName Channe N2-FFR-20N0Mn -
Permanent Find Cancel

- - S

Banner Elements on a form 07/23/09
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Navigating through Banner

Banner provides several ways to navigate through the system:

You can select from a list of the menus, forms and QuickFlows in

Main menu Banner.
You can access a menu, form or QuickFlow by its seven-character
GoTo name, you can use the code/description lookup feature, or arrow up or
down to access forms used in this session.
Object Search | You can access a form or QuickFlow if you know part of its name,
*further details below | description or type.
Right Click on | You can access other blocks of information or commonly used
Canvas functions

Iconic buttons

You can access another form or window related to the current record
or field.

You can click an iconic button, field, record, block or window that is

Mouse currently displayed.
Keyboard You can use the keyboard to access a form, window, block or field.
equivalents
. You can automatically access forms that are linked in a chain.
QuickFlow
iLnatS;ellgiﬁzrr?f”_ You can quickly re-access a form that was previously opened in the
P current session.
down menu
Object Search

You can use Object Search to access a form, job or QuickFlow if you know part of its
name, description, or type.

1. Double-click the Go To field on the Main Menu.

2. Type in your search criteria on the
Object Search Form.

Name Description

|Students%

|
You can use the % wildcard in any I X
field. | |
| |
3. Perform a Query function: A list of @ Ohject Search GUIOBIS B.0 (PRODY [rrlriiel il il r
all matches appears. Name Description
ﬂﬂi@@i Students Reporting WA Benefits on FAFSA
@ Mouse \% |SYGOR0033U IStudents with Address Holds
or Query > Execute SYHORDDZD |Students without Deans List Indicator
[TwRCRED |Students with Title v Credit Report
Keyboard TYSORDL4 |Students with UAS Balance

F8 key

4. Scroll to the desired name.

Banner Elements on a form 07/23/09
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5. Double-click the desired name or click the Start button.

Searching in Banner

|..| Banner forms have ID fields for students (persons). You can always enter the complete ID
—- in an ID field if you know the person’s ID number as instructed below, or you can use the
ID/name search feature on the current form.

Before following the procedures below access the Banner Form from which you want to look up information (e.g.
SPAIDEN, TSAAREV)

Entering a complete ID:

1. Perform a Clear Record if any details are in the key block:
Mouse V8 Keyboard
Record > Clear Shift+F4

2. Inthe ID field type in the full ID, e.g. 234567891.

3. Press <Enter>. The ID and name will automatically appear in the key block.
Entering a complete name:

1. Perform a Clear Record if any details are in the key block:

Mouse V8 Keyboard
Record > Clear Shift+F4

2. <Tab> to the Name field which is the unlabelled field next to the ID field.

3. Type in the name, separating the surname and first name/other names with a comma.
You can type in upper or lower case and you don’t have to leave a space after the comma.

Examples: Smith, Robert, James smith,robert,james

4. Press <Enter>.
» If one name is found, the ID and name will automatically appear on the form.
See page 23for » 1T more than one person with that name is found, the 1D and Name Extended
details on the Search window will be displayed (shown below) with a list of persons with that

ID and Name

Extended nme'
Search window 110 and Mame Extended Search

Results:| v| Person/Non-Person Count: 2

Person Search Detail: (2 Non-Person Search Detail: [
Reduce Search By
Person Mon-Person ® Both
Enter search criteria then press Execute Query or select hutton to reduce search. [El

City: | SSN/SIN/TIN:
State or Province: [El Birth Date:
ZIP or Postal Code: [El Gender: r

Name Type: E

Press Enter Query or select hutton to clear search. D

Banner Searching in Banner 07/23/09
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Using ‘wildcards’ in searches

Wildcards, or Oracle wildcards as they are referred to in Banner, are characters that will
match any character or combination of characters. Wildcards are used in partial ID and
name searches as shown below.

The wildcard characters used in Banner are:

% (percent key) representing any number of unspecified characters.
_ (underscore key) representing one occurrence of an unspecified character. (SOAIDEN
form only)

Examples

smith, s%  searches for all persons with the surname Smith whose first name starts with S.
sm%, s%  searches for all persons whose surname starts with Sm and whose first name
starts with S.

, Sara% searches for all persons with the letters Sara in the first name.
%,Sarah% searches for all persons with the first name Sarah.

%th searches for all entries that have th as the last two characters.
%mi% searches for all entries that contain the letters mi.
% searches and displays every record on the current form in the ID and Name

Extended Search window (i.e. thousands of entries! - useful if you don’t know
the ID/name but have other information such as a date of bhirth to narrow

search).
21% searches for all IDs that start with 21.
_m% searches for all entries that have m as the second character (Note! Search only

available in the Person Search Form — SOAIDEN - see page 7).

Searching by partial ID:
1. Typeinapartial ID in the ID field using a wildcard, e.g. 21%.
2. Press <Enter>.
> If one match is found, the ID and name will automatically appear on the form.
> If more than one match is found, the ID and Name Extended Search window will
be displayed with a list of matches to choose from. The field next to the Search
Results field will show the number of matches.
> If you are in SPAIDEN, this search will take you to the common matching entry
form GOAMTCH

Searching by partial name:
1. Make sure the ID field is blank (if not, press the <Delete> key to remove ID).
2. <Tab> to the Name field which is the unlabelled field next to ID field.
3. Type in a partial name in the Name field using a wildcard(s) (see section above on
‘Using Wildcards’.
4. Press <Enter>.
» If one match is found, the ID and name will automatically appear on the form.
» If more than one match is found, the ID and Name Extended Search window will
be displayed with a list of matches to choose from. The field next to the Search
Results field will show the number of matches.

Banner Searching in Banner 07/23/09
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THE ID AND NAME EXTENDED SEARCH WINDOW

%0 1D and Name Extended Search

R Its: | v| Click the arrow to
esults: —Persof/NefPersorCouml oo e jigt of
A Bt;]tton to go results
into the Person . n . ;
——Person SearchDetail— - =
Search Form T | Mon-Person Search Detail: =

Reduce Search By
Radio buttons

toidentify the | Person ' Non-Person i Both
kind of search

Enter search criteria then press Execute Query or select button to reduce search. El

Search criteria City: | SSMN/SIN/TIN:
— to narrow . .
searches State or Province: M Birth Date:
ZIP or Postal Code: [E] Gender: |_
MName Type: El

Press Enter Query or select button to clear search. El 1

A

Results: Ij‘ ______________________ JF!Nnn-Persun Count: 2

Persuy%% f]' B -arch Detail: =
\ Stephens, Paula Cathernine 234 [:I
A!BDhens, AlanJohn 23456822

' Person ® Both
raham 238379827
Enter s€arch criteri. 77| :duce search. @
City: —— = J——
Previous names and i Birtt v
IDs are indented . li Scroll to the
under the current or Postal Code: =] Genl desired name
name and ID me Type: EI and ID and
click — the
name will be —
Press Enter Query or select button to clear search. returned to ) 2
the form
Tips

To cancel the query, click on the cancel button.

“Y To clear the criteria from the Reduce Search By block, click on the rollback button.
Narrowing (reducing) searches:

1. Click on the Person, Non-Person, or Both radio button in the Reduce Search By
block in the ID and Name Extended Search window (to identify the kind of ID you
want to search).

2. Type in the search criteria in the fields in the Reduce Search By block, eg a date of
birth (see section on data format for entering dates).

Banner Searching in Banner 07/23/09
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3. Click on the Reduce Search icon [il and then the arrow icon B in the search results
field to see the matches.

4. If necessary, go back to step 2 to further reduce the search.
PERSON SEARCH FORM (SOAIDEN)

|I.| Search forms are also available in Banner to search for a person or non-person by name or
—— ID. However, the recommended and preferred way of searching in Banner is on pages 22

and 23.
1. Clickthis 1 \
button B 2
Person Search
Non-Person Search ¢— :-q‘iléfr‘y(execme)
2. An Option List — (or press F8 key)
appears if there is —p  Alternate ID Search @ 4
more than one 3

search option

BArROD Banners: Open > SOAIDEN

File Edit Options Block Item Record Query Tools Help

(BYE AAEE %7 RE@E & & QH S ¢4 2@ X
D Last Name First Name Middle Name Birth Date
| |Hu5ky | ‘ |
3. Type in the /
search criteria, . = g : 7 |
using wildcards ’—(EI A [p@@@[%vﬂ[ B AIEIQE ISR G H 2@ 01X
if necessary ] :

—— cha
D Last Name First Name Middle Name Birth Date Indic
W aHusky ‘Blizzard |T | r
5. The form shows all ——— | [moonezos3 Husky Eric [= [ [
matching information. | \ \ | | [
Scroll to desired ID and | \ \ | | [
double-click to return | \ \ | | [
the ID/name to the form | \ \ | | [
| \ \ | | [
| \ \ | | [

1. Click on the Person Search Detail button [T either in the 1D and Name Extended
Search window or in the key block of a form to display the Person Search form (e.g.
SPAIDEN, TSAAREV)

2. If there is more than one search option, e.g. Person or Non-Person, an Option List
will appear. Click on the option you want to search on.

3. <Tab> to Last Name field and type in the surname and/or use a wildcard, e.g. Ste%.

4. Perform a query function. The form will show all IDs with matching information.
Mouse 7 Keyboard

=

Lilly or Query > Execute  Function key F8

5. <Double-click> the desired ID. The ID and name will return to the form.

Banner Searching in Banner 07/23/09
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This form is display only.
Accessing the Form

Go: [SOAIDNS]
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1. Type in the information that you know in the appropriate field, e.g. Last Name

F@ The fields in this form are case sensitive.

2. Perform a Query function. The form will show all matching information.

Mouse ) Keyboard
@ or Query > Execute F8 function key

1. Type in the
search criteria

1D First Name Middle Name Birth Date

| sk \ | |

Last Name

2 . Press F8 function

=
Negell
key or 1 Execute
Query button

Sex Change Indicator

r
r
3

The Person Search Detail form is useful for searching and displaying address information,
IDs, date of births and details on the student’s program information.

Use the scroll

bars to move
d
3. Matching . Middle . Change Soundesx Search < bethen
information will be< D Last Mame First Name Name Birth Date Gender Indicator records
displayed 00232774 |Husky |B\izzard |T ‘ r r =~ || Sounds like...Last Name  First Name
MOD062053 |Husky [eric b [] O T |
N |l | | | \ [ 0 &
Address Details State or ZIP or Inactive
Address information Type Street City Province Postal Code Telephone From Date To Date Indicator
for the selected [Ho| 123 Growl Ave [winter ML [4na05 555 [5551234 [zo-wov-zoo1 | ] =
student (highlighted [Ma [1111 Tech Trail [Houghtan I [49931 [ [eo-Mov-zoor | [ K
in blue in first block) [Pa [123 Growl ave [winter ML [40805 [ [zo-mov-zoor | [ i3
General Learner Registration Terms
Term Status Residence Class Full or Part Time Activity Date = Term ]
- Information in
Curricula Summary Student Type: Rate: this block is
Priority Term Program Catalog Level Campus College Degree > Coming from
End: Outcome Key: Admission Type: Admission: Matriculation: - Ic;]thgarnmng:iules
Field of Study Summary . .
Priority Term Type Field of Study Department Attached to Major [E
[ =
Banner Searching in Banner 07/23/09
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Using ‘Sounds Like’ searches

llll A ‘sounds like” search, or Oracle Soundex search_as it is referred to i(\ Banner, can be used

-- if you do not know the ID number or name but think you know what it sounds like; or
perhaps you think the name could be one of a few possibilities, e.g. White, Waite or
Wyatt. A ‘sounds like’ search can be used to narrow the search results. You can enter as
much or as little of the name as you know, using upper, lower or mixed case. As long as
the first letter is correct the search will retrieve names with a similar pattern of characters.

1. Click on the Search button B next to the Name field on the form.

2. From the Option List click on Person on Non-Person Search.

3. Click on the Exit button IE or Cancel Query function button [ to activate the
Options menu.

4. Click on Search Using ‘Sounds Like’ option. The Soundex Search window will
appear.

5. Type in the name you think it sounds like or a string of characters for the name you
want to find, e.g. White, Smth etc.

6. Perform a query function:

Mouse 7 Keyboard
or Query > Execute Function key F8

The search form shows all IDs for names that could match with the sounds like
name/characters.

7. <Double-click> the desired ID. The ID and name will be returned to the form.

o

"= Soundex Search SOAIDEM 8.0 (PROD) ot e e e e e e D e e e e e ] 36

Sounds Like...Last Name: || First Name:

Banner Searching in Banner 07/23/09
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Using the Calendar
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You can click the calendar icon Z next to any date field to display the calendar. The
calendar highlights the current date. You can double-click a date on the calendar to return
it to the calling form. You can access the calendar by typing GUACALN in the Go To
field or choosing it in the Help menu. When accessed this way the calendar works
independently of any form or field. You cannot select a date and return it to a form.

"{s Student Course Registration SFAREGS 2.1.1 (PROD)

Double-click this field
The calendar

appears.

Term: 200308 ~

Student Term Curriculs Time Status

Reqistration

ID: MO0232778 ¥ Husky, Blizzard T,

Date: 23-JUL-2009
PriT—B

View Current/Active Curricula

Holds: -
Print Schedule

Enrollment Information

Acceptance |

!

!

!

Today's date

Select the
highlighted date

Close
calendar

Hours Source
statusi|  Move back | ————— P aagf|| JULY 2009 ==« ~ S Confion| - Move forward
Reason| a - CNone
year ayear
Status SUM | MON TUE |WED | THU FRI AT © Accapte I
: & IENIENIENEN
Course Information 5 6 7 3 g 10 11 Method
. _ Grade 12 [13 [14 [15 [126 [17 [18  pepr Partof  of
Move b;ck ouvrse Secflon Movde ’T ’T ’T ’? ’T ’7 ’? ecd Owerri Term Instruction Campus
a month 26 27 ] 29 30 31
N N N N N N e
| Today i 0K i Cancel

Move forward
a month

Double-click any date on the calendar to return it to the Date field on the form.

Using the Calculator

You can double-click any updatable numeric field to display the
calculator. If the numeric field has a value, the calculator shows
that value. You can use the mouse, number keys on the keyboard
or the numeric keypad to make calculations. When you are done
click the OK button to return the calculated value to the calling
form.

You can also access the calculator by typing GUACALC in the
Go To field or choosing it in the Help menu. However, when
accessed this way the calculator works independently of any form
or field and you cannot return the calculation to a form.

%A Calculator GUACALC 8.0 (PROD) X |k

I

@@@@[‘
() 3] [5] (8]

L

L

=]
(]
=

=]

ﬁ

ok [ Cancel )

Banner Using the Calendar
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Using Help

Banner has several kinds of help that can give you assistance.

In the Help menu:

Online Help Available for each system.

Page 29 of 32

Dynamic Help This is used to show the database field for a field on the form
and in some cases a field description.

Banner Bookshelf This tool lets you access Banner documents provided by
Sungard SCT directly from your computer. This is generic
material and users should refer to their user manuals for
documentation specific to Michigan Tech.

At the bottom of the form:

Auto Hint This hint at the bottom of the form briefly describes the field
where the cursor is located. Error and processing messages also
appear here

Field description

Addrezs type;

LIST for codes
Record: 1/14 4

-COUMT HITS for addrezses.
A Lizt af % alues

The semicolons separate the hints. It can also display keyboard
equivalents, LIST to display person IDs, COUNT QUERY HITS to
display non person IDs, DUP ITEM to create new ID.

Banner Using Help
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My Banner
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My Banner includes the forms, jobs, menus and Quick Flows that are most important in
your daily work. You can access My Banner from the Main Menu. It’s tied to your

Oracle user ID.

You can use these forms to create and copy personal menus:

= The My Banner Maintenance Form (GUAPMNU) lets you create and change you’re
My Banner. The user ID associated with the person logged on to the system is shown

above the left panel.

The Menu Maintenance form where you add/delete objects from My Banner.

BB rROD Banners: Open > GUAPMNU

File Edit Options Block Item Record Query Tools Help

(AN E REEE ST
i Banner Maintenance Il

KEGIDDIN's Personal Menu

Type: | Oracle Forms module - @
Object Description
[Tsa1098 [1098-T Tax Information B

[Frurre [1099 ncome Type Code Maintenance

|Faa1099 [1099 Reporting

[Foa1099 [1099-MISC Magnetic Tape Transmitter O
[pxato9s [1099-R

[PTv1039 [1099-R Distribution Code validation

|AZA12QT ‘12 Qtr Rolling Average Form

|RNRGLEL [1999-2000 INAS Global Palicy Options Ry

[rmaowos [2004-2005 &pplicant Override

RNRGLOS [2004-2005 INAS Insert All

> 5

f:@.

@ <—I Remove

Description

‘Gener’al Student Form

|General Persan Form

|SFAREGS ‘Student Course Registration Farm
|sFazrpo |student Registration Permit-Cverride Farm
|SPAIDEN ‘General Person Identification Form
[stagwnT [Event Farm

|SZADEGQ ‘Degrees Awarded Query Form

‘—I Insert I»

‘Course Surnrmary Form

[Student Registration Graup Form

dent Registration Permit-Override Form

|n Oracle Repart

|SZBEMT>< ‘MTU Email Text Farm (Prereqs and Others)
[rmams0s [2024-2005 Mizeel e EY T () [szaExCP [DARS Student Exceptions
RUANADS 2004-2005 N9 Remove All _> [seasapD |additional Student Information
[rmavROS [2004-2005 NeETARETSE Docament T | ‘
|rnapROS [2004-2005 Need Analysis Pracessing | ‘
|rEADINS [2004-2005 Pell Disbursement/acknawled | ‘
|REAORD5 ‘ZDD4-ZDD5 Pell Origination/acknowledger
[rnasLOS [2004-2005 Student Loan Data
[rnasSUS [2004-2005 Supplemnental Need Analysis
|ruaowoe (20052006 applicant Override | ‘
[RNRGLO [2005-2006 1NAS Global Policy Options Rt | ‘
[rrims06 [2005-2006 Miscellaneous Results Inquiry = | ‘
Enter Ohject Mame; Listto Search.
Recard: 1114 [ | <o5C»

Banner My Banner
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Adding an object to My Banner

=

Access the My Banner Maintenance Form by typing GUAPMNU in the Go To field.

2. Use the pull-down list above the left pane to select the object type you want to
display. The left pane lists the objects of the selected type that can be added to the
menu.

3. Inthe left pane, select (highlight) each object you want to add to the menu by double-

clicking on the object’s name.

Repeat steps 2 and 3 for each object type you want to add to the menu

Click in the right pane where you want to place the new menu items.

Click the Insert button in the middle of the form. The selected objects are added to the

ISR A

right pane below the place where you clicked. =
7. Save the records:

Mouse 7 Keyboard
& or File > Save F10 function key

You can customize the object description by overtyping the name as shown below:
)

Ohject Description
Sracen | [ it B
|FLIRFEED |Finanu:e Feed Sweep Process gathers transactions from GURFEED and inzerts them i0
|FGRTRNI |Ir|terfac:e Process

Deleting an object from My Banner

=

Access the My Banner Maintenance Form by typing GUAPMNU in the Go To field.

2. Inthe right pane select the object(s) you want to delete by double-clicking on the
name so it is highlighted.

3. Click the Remove button |l in the middle of the form to delete the object. If you
want to remove all of the objects click on the Delete All button [<H.

4. Save the records:

Mouse Y8 Keyboard

&l or File > Save F10 function key

Adding an object if you know the object’s seven-character name

Access the My Banner Maintenance Form by typing GUAPMNU in the Go To field.
Place the cursor in a blank Object field in the right pane.
Type in the object’s seven-character name, e.g. SPAIDEN.
Press <Enter>. The object’s name and description appear in the right pane.
Save the records:
Mouse Keyboard

&l or File > Save F10 function key

SAE I
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| File | Edit | Block | Field | Record |Query | Help |
Direct Cut Previous Previous Previous Enter Online Help
Access CTRL+X ‘= SHIFT+TAB | | =7
CTRL T
+PgUp
Object Copy Next Dynamic
Search CTRL4C Next Next Execute Help Query
TAB : —=
T CTRL ¢ ARR F8
+PgDn
QuickFlow Paste Clear — Dynamic
CTRL4V Clear CTRLAU Scroll Up Last Criteria Help Edit
SHIFT+F5 PAGE Up
Select Edit Duplicate ool I;elp (Ittem)
roperties,
CTRL+e F3 croll Down Cancel p e
PAGE Down @
Rollback o Count H Show Keys
7 ear ount Hits =
3!
SHIFT+F4 SHIFT+F2 Ctr+F1
Shift+F7
S Remove Fetch Next List
ave
v A shift+rs | | €t F9
& F10
Insert Display Error
Refresh W=l F6 SHIFT+F1
_ Duplicate Calendar
Print
B F4
- Lock Calculator
Exit
|E| Ctrl+q
Extract
Data with
Exit Key
QuickFlow
Extract
Exit SCT Eata no
Banner ey
Key 8—=
Keyboard equivalents are shown in italics. Some keystrokes About SCT
Return to vary from one environment to another in Banner. Banner
Menu
F2- Displays the Tab Menu
F3 — Used to duplicate a field/item also used to drill down to
Preferences detail information
F5- Displays Go To field so you can access another form
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