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Prerequisites:

None

This course is fundamental to any other SunGard Banner INB (Internet Native Banner) skills used to perform
many of the university’s core business functions. It is designed to give the participant an introduction to the
non-Web side of the university’s integrated software system, SunGard Banner. Upon completion, the learner
will be ready to pass the navigation competency exam, and be ready to apply for security authorization.
Learners will be able to log into Banner, move among various forms and use the fundamental Banner
commands.

About Banner Security Roles

In order to protect the privacy of the USD community, Banner has been set up so that users can be given
different kinds of access in order to perform different functions across the university. Depending on your job,
you may have several different security roles assigned to you.

USD Confidentiality and Sensitive
Information Policy

Due to the integrated nature of the various modules in Banner and the reporting information in the
Operational Data Store (ODS) you may have access to more information than you need to perform your
assigned duties. Your access to Banner has been granted based on business need, and it is your
responsibility to ensure the information you access is used appropriately.

Your responsibilities regarding the protection and security of administrative information are outlined in the
University of New San Diego Policies and Procedures Manual:

Acceptable Computer Use
e Computer Use Guidelines
e Computer Security Controls and Guidelines

Use of University computing services in violation of applicable laws or University policy may result in
sanctions, including withdrawal of use privilege; disciplinary action, up to and including, expulsion from the
University or discharge from a position; and legal prosecution under applicable federal and/or state law.

Banner 7.x Navigation Overview Objectives:

Upon completing this course you will be able to:

Log into Banner

Recognize various SunGard Banner forms and describe their components
Move around (navigate) through the main Banner page

Navigate Banner, using the menubar, toolbar and shortcut keys

Utilize the help features

Understand basic search techniques

BLISS 200.doc - http://www.sandiego.edu/bliss/training_documentation/Training/workshops.php




Page 2 of 28

1. Log into Banner

1. Open an internet browser (e.g., Internet Explorer or Netscape)
2. Go to http://my.sandiego.edu/ and log in using your username and password. (Remember they are case
sensitive.) Your browser will automatically be redirected to the more complicated address below.

/€ MySanDiego - University of San Diego - Microsoft Internet Explorer provided by University of San Diego g@
LS A A https:Hmyﬁsandlego‘edufcpfhomep’d\sp\ay\ogln 'i] %J 2| X Google 2=
Google [Gi» v|Go4 5 B v O Bookmarksw T check v - | send tow () settings=
Contribute  (SPEdit in Contribute @ Post ko Blog

@ snaae & B

T:f ke [MysanDiequ—Umversity of San Diego [71 ﬂ - B Eé! h G}'Page @ ‘25 Tools - ?

MySanDiego

Username: = ! 3 ~ MySanDiego provides students with world-class Intranet and
o, 7 Internet services. This is where you can check e-mail, register
Password: w s for courses, and explore the Internet.
login (4 MySandiego Portal Alertl

Freguently Asked Questions
Login help?

Iech Support Services (6191260-7900

Post announcements

Send us vour suggestions for MySanDieqo impravements

Make this my homepage

Py ve
Se,

VERIFYS

ABOUT S5L CERTIFICATES

€ Internet H 0% v

Depending on your settings, you may see a Security Warning. If you see this message, add the site to your
trusted sites list by saying “Yes.” You may also see a Security Alert box. You can eliminate these warnings
entirely by putting a check in “In the future, do not show this warning,” or leave them enabled and move past
it by clicking “OK.”

3. From the main page, click on the Employee or Faculty tab as appropriate.

iwary Yempioye, Yoy s}

@E= | | My E-mail Inbox

Channel EFrene-

4. Links for Banner and related applications, training resources, and announcements are located along the
left side of the page. Under “Banner INB,” click the link for “Banner Training Instance.” You may see another
Security Alert warning, click “Yes.”
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NOTE: For teaching purposes, we will use the Banner Training Link. In real life/ in order to log into the production
database you will need to have taken the required training, and had your request security access approved, a process
covered later in our guide.

Banner INB [=]{E[E)
* Banner Production Instance (INB)
* Banner Development Instance (INB)

* Banner Training Instance (INB)

Banner requires that you have a special bit of software, called J-initiator, installed on your computer. The
first time you open Banner, you should see a message box asking if it can install J-initiator. Click “Yes.” You
should only have to download it once on each computer that uses Banner.

Do youwantto install and run signed applet distributed by

T2
- :
~Jrgy  "Oracle Corporation'?

Publisher authenticity verified by
"VeriSign, Inc.".

ﬁ The security certificate was issued hy a company that is trusted.

A
?E\ The security certificate has expired or is not yet valid.

Caution: "Oracle Corporation” asserts thatthis content is
safe. You should only installview this content [fyou trust
"Cracle Corporation” to make that assertion.

Grant this session || Deny H Grant always H View Certificate

NOTE: J-initiator may not finish installing if you do not have administrator rights and permission to install programs on
your computer, as some departments dictate. In that case, you will need to contact your technician to install it. This
process should not need to be repeated after your initial set-up.

5. Banner will now open two internet windows. Banner requires that both windows
remain open in order to run.

| @USD: Searchin. .. ” Iﬂ_]Banner?Nav_... " @Inhax-f‘-’licms... 7 7 Inkernet E... ‘ @ Snaglt Help File |

The first one displays the web address required for access; a dark gray box fills the body of the screen.
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‘€ University of San Diego - Microsoft Internet Explorer provided by University of San Diego E]@
@.\- J~ | http:p’p’my.sandiegu.edufcp,irendar.UserLayUutRuutNUde.uP?uP_tparam=utF&utF=http°fo3A°/o2F%2Finbsw1.sandiegtl 43| % | |Googe 2|
Google co o5 B+ OF Bookmarks= | 0P Check v % Autolink - e Send o () settings~
Contribute @Edlt in Contribute Post to Blog
& e B &
— = »
i':? ke [ University of San Diego l } ﬁ - B8 - - li}"Page - ik Tools -
p—— o oge | O 4
Ploy: mirapoint find people groups logout  help
-~
[
al m | (2]
Applet started, e Unknown Zone (Mixed) Ho100% T

The second window will show the Oracle logo as a background and bring up a Logon menu.

Username: |

Passwaord: |

Databasze: |

(gunnect ICanceI JI

Enter your Banner user id in the “Username” field and your password in the “Password” field. (Remember,
they are case sensitive, so make sure the Caps Lock is not on.)

6. Click “Connect.”

7. Welcome to the main Banner screen, the General Menu Form - GUAGMNU.
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:;Ganeral Menu GUAGMNU 7.4.1.1 (Dev2) - Thursday December 13, 2007

i
Go To... EI Welcome, AMALLER Products; E Menu | Site Map | Help Center I
_1My Banner My Links
ZBanner
1 student [*STUDENT] Change Banner Password

IFinancial aid [*RESOURCE]
Clceneral [*GENERAL]
1 xtenderSolutions [*BXS]

Check Banner Message

Personal Link 1
Personal Link 2
Personal Link 3
Personal Link 4
Persanal Link 5

Personal Link &

My Institution

SUNGARD HIGHER EDUCATION

Banner Broadcast Messages

Enter the object name; Press LIST for listing.
Recard: 1/1 =08C=

2. MySanDiego & INB

The Banner system is a database structure that stores millions of records. This dynamic core of information
can be viewed and updated in a limited way via MySanDiego, and in a much more detailed fashion through
INB: Internet Native Banner. Both systems access and update the same pool of data in real-time. Because
INB has a great deal more functionality, it requires a bit more training in order to take advantage of its
features. For the purposes of this class, “Banner” refers to Internet Native Banner.

3. Banner Main Menu: GUAGMNU

Banner opens to GUAGMNU, the Main Banner Menu. Roughly top to bottom, left to right, here is a brief
introduction to its features:

1. “Oracle” Title bar 8. *My Banner

2. Menu Bar 9. *Banner Folders

3. Toolbar 10. *My Links

4. Form Title Bar (GUAGMNU) 11. *My Institution

5. Direct Access 12. *Banner Broadcast Messages
6. *Products 13. Auto-hint Status Line

7. *Menu, Site Map and Help Center

*As the Main Banner Menu: GUAGMNU has features that are distinct: My Links, My Banner, the Products
drop-down menu and the complete list of all the Banner forms, and Banner announcements.

It also has many of the features you will see on all the other forms in Banner: the Oracle Title bar, Menu Bar,
Toolbar, Form Title Bar and Auto-hint status line.
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0 D o 1. |
Eile Edit Qgt [ ltem Becord Query Tools Help 2.
2 BIEeEE %SIE i S I REISREIE 2 @0 x]]3.
2 6 4. T
Go To.. *]| welcoma, TRAINZT 0.|[rroducts: I_'J Menu | Site Map | Help Centa
||_|M\|' Banner E] My Links
|=Banger
ZIstudent System Menu [*STUDENT] Changz Bannar Paskward
_1alumni/Development System Menu [*ALUMNI] Check Banner Messkge
_IFipancial System Manu [*FINANCE] = 4
- IE W
JHuman Resources System Menu [*HRS] e
CIFipancial Aid [*RESOURCE] Astronomy Picture § Day
lcé *
_IGeneral System Menu [¥GENERAL] Dilbert

ZIBdnner ¥tenderSolutions System Menu [*BXS]
1 8ning You Beauty

Fast Info

Weaather

Banner Broadcast Messages

:

Press EMTER to start selacton of expandicallagss menl. 13
Recond: 16 | | Gl | | =08C= =

Banner Main Menu GUAGMNU — A Quick Tour

1. The “Oracle” Title Bar - the title bar for your browser (Internet Explorer or Mozilla or Safari). When you
have several Banner windows open, they will be listed here. It will show “breadcrumbs” to let you know
which forms are open.

2. Menu Bar - pull-down text menus allow you to choose the commands from a list. Like Microsoft products
(Office, Word, Internet Explorer etc.), Banner offers you multiple ways to perform the same operation,
depending on your preferences and work style. Most of the important commands available through the
menu bar also have an icon in the toolbar and a keyboard shortcut.

& Orazie Developer Forms Ru - Wah "Oracle Title Bar"
2. |Menu Bar

o |« Toolbar | @ | X ]| 3.
"wp Ganaral Menu Form GUAGMNL 7.3 (TRNG?7) - Moncay November 06, 2006 torm Title Bar

3. Toolbar - icons for all the common Banner functions are grouped in the toolbar. If a function is not
available on a particular form (as is the case on the main menu), its icon is grayed-out.

4. Form Title Bar - this bar gives the title and 7-character Banner form name for the active window. It also
gives the software version (in this case 7.3) and the database instance (TRNG7). Production for the
university is (BANP).
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5. Direct Access - Go To ... If you know the 7-character Banner form name simply type it the into the field
v
and press “Enter.” (* D *The Down Arrow to the right of the blank is NOT a Go button. Do not type

L4
in a form name and click it by mistake!*) The down arrow [:I to the right of the Go To/ Direct Access
field brings up a search form: GUIOBJS - Object Search Form.

File Edit COptions Block Item Record Que
L

o D L ey Pl
b L= = e L Rl N B B N R P

Go To... |SF‘F'.IDEN (*]{| 5. [come,

_lnn F=
— [Ty ey

6. Products and 7. Menu, Site Map and Help Center - These are alternate ways to access Banner forms
and product help--complements to the central Banner Folder list and icons on the toolbar.

T TWT X

m |Frndu¢ti: |_§'].|

Menu | Site Map | Help Cente

[my Links |

8. My Banner — a handy place you can populate with the forms and Quickflows you use most often. For
instructions on how to set those up see the Appendix.

v General Menu Form GUAGMNU 7.3 (TRNGT) - Wedr

2l General Person Identification [SPAIDEN]
F Identification Form [PPAIDEN]

Bl General Student Form [SGASTDN]

E Admissions Application Form [SAAADMS]
E organize My Banner [GUAPMNU]

9. Banner Folders - Navigate by clicking on Folders to open a particular area of the program. If
necessary, click on subfolders to open those. Folder names are denoted by an asterisk and vary in length.

Banner Forms have a different icon, Form Names are always seven characters long and do not
have an asterisk. Double-click to open the one you want.
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rzl Menu Form GUAGHM?S 3 (TF Wednesday

. [*] welcome, TRAINZT

"EI‘ 9 —Panner
__f_'_!?_!?_?_'_'. l—J A stadent System Menu [*STUDENT]
W Studsnt SystanMeny [ STODENT] (lcourse Catalog Menu [*CATALOG]

&2 Alumni/Development System Menu [*ALUMMNI]
_JFinancial System Menu [*FINANCE]

_1Human Resources System Menu [*HRS]
[JFinancial l\.‘\‘@d [*RESOURCE]

_1General System Menu [*GENERAL]

[Ipanner XtenderSolutions System Menu [*BXS]

_Jclass Schedule Menu [*SGHEDULE]

= General Person Menu [*PCRSOM]
eneral Person ldentification [SPAIDEN]

Address Summary Form [SOADDRQ]
eneral Person Telephone Form [SPATELE]
eneral Person Form [SPAPERS]

M [ 0 @)

10. My Links — This Banner feature allows users to add links to other commonly accessed resources. For
security reasons, USD may not open access to this area.

cts: [~ menu | site Map | Help cent

My Links

10.

Change Banner Password

Check Banner Message

11. My Institution - This will be a handy link to my.USD.edu/ or www.sandiego.edu/ .

12. Banner Broadcast Messages - This feature is designed to deliver information that affects large groups
of Banner users. Decisions about its use are still being made.

13. Auto-Hint Status line — Instead of bringing up lots of dialog boxes, Banner often uses this area to
display important, useful messages about acceptable next steps, errors, confirmation of records
saved, number of records retrieved etc. We will return to it in the discussion of Help features.

4

Gurrent last name; overtype to modify. 13.
Recard: 11

FRM-40400: Transaction complete: 1 records applied and saved.
Record: 11 | o 13.
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4. Banner Form Naming Conventions

All Banner forms and jobs have 7-character names.

1st position — Indicates the module that “owns” the Banner product, for example:
G - General S - Student R - Financial Aid, T - Accounts Receivable
2nd position — Application module that owns the form
3rd position — Type of form, report, process or table
4th through 7th position — unique 4-character name which describes the form.

Here is how it works:

GUAGMNU stands for General Utility Application Form GMNU — General Menu
SPAIDEN stands for Student Person Application IDEN — Identity information.

ROASTAT stands for (R) Financial Aid Overall Application STAT — Applicant Status
TSADETL stands for ( T ) Accounts Receivable Student Application Form DETL — Details

Note: Since the different areas in Banner share information, you will frequently see forms which “belong” to
one application referenced in another area.

For more, see USD-005 Banner Forms Naming Conventions in the Appendix.

5. Banner Wild Cards % and

Percent: % The Banner wild card is the percent symbol: %0. Using the wild card allows you to enter
part of a name, to search for a name with and without spaces, or search for a name that could be spelled in

multiple ways. To Banner, % stands for any letter, number, or symbol; or any group of letters, numbers
and symbols.

Examples:

Griffith/Griffin: To search for a name that may be Giriffith or Griffin or Griffin-Myers, type in Griff% in the last
name field and execute a query. Banner displays all names that begin with Griff.

McDuff/MacDuff: To search for an employee named MacDuff whose name might begin with Mc or Mac and
might include a space or not, search %uff.

TIP: The Wild Card may be used more than once in a field. For example, %good% will return Goode,
Thurgood, Goodyear, Begood-Marshall, etc.

Underscore: __The underscore _ key is used to replace one character at a time. Since this character
generates a more specific search — it should run a bit faster!

Example: To search for Anderson/Andersen use Anders_n. The search will return records for both
AndersOn and AndersEn.
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6. Accessing Banner Forms

There are multiple ways to perform the same action in Banner. The Banner Main Menu presents at least
three general ways to access a particular form: the Banner Folder Structure, the Go To field, also known as
Direct Access [GUAPARM], and the Site Menu.

Banner Folder Structure

Using the Banner Folder Structure you can navigate by clicking on Folders to open a particular part of
the program. If necessary, click on the specific subfolder you want. Folder names are denoted by an

asterisk and vary in length. Forms have a different icon, are always seven characters long and do not
have an asterisk. To go to a form, double-click to open it.

To get to SPAIDEN, for example.

(A to B) Double-click to open Banner,

(B to C) Double-click to open Student System Menu

(C to D) Double-click to open the General Person Menu. At this point, you are looking at individual forms.
(D) Double-click on General Person Identification [SPAIDEN] and it will open.

File Edit Options Block Item - 71 General Menu Form GUAGMNU 7.2 ‘TRNG]
Go To...| (7] me,
= My Banner

’E_E General Menu Form GUAGHMNLU

—I Student system Menu [*S1UDENT]
_lalumni/Development System Men
—IFinancial System Menu [*FINANCE
—IHuman Resources System Menu [
—IFinancial Aid [*RESOURCE]

[

"gg General Menu Form GUAGMMLL 7.3 (ThEEZY -4

] General Menu Form GUAGMML 7.3 (TRMGT) - We
Go To... B welco E RA Go To... B welcome, TRaIN] D,
1My Banner 1My Banner
"‘EBanner f_iiBanner

‘Zstudent System Menu [*STUDENT]
course Catalog Menu [*CATALOG]
[Jc¢lass Schedule Menu [*$CHEDULE]
& General Person Menu [*PERSOMN]

2 General Person Identification [SPAIDEN]
= Address Summary Form [SOADDRQ]
2l ceneral Person Telephone Form [SPATELE]

Y Lo — fonanrood

| student System Menu [**STUDENT]
(dcourse Catalog Menu [*CATALOG]
(O class Schedule Menu [*SCHEDULE]
[ General Person Menu [*PERSON]
[IFaculty Load Menu [*FACULTY]

[y EY na £ A1
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Direct Access [GUAPARM]

Once you know the seven-letter name for the Banner form you want, it can be accessed directly by typing it
into the Go To... (also known as the Direct Access) field on the Banner Main Menu and pressing “Enter” on
your keyboard. The Direct Access field can be selected from the Menu bar: File/ Direct Access, and toggled
on and off with the keyboard shortcut (F5).

From the Banner Main Menu On other forms select: File / Direct
Access

':.F':'.;:_..H_JEBHBI?E| Menu Form GUAGMMNLL 7.2 (TR

MSPAIDEN

-
& Oracle Dewveloper Forms Runtir

B Welcom

®I=N Edit Cptions Block Item

Type & press =
JP p Chbject Search

QuickFow
Select
Eollback
Save

The drop-down arrow is not an alternative for pressing
“Enter” on the keyboard. If you find yourself looking at the
Object Search Form - GUIOBJS, simply click the X in the top
right corner to close the screen and return to the General
Menu Form.

Go To.../ Direct Access can be opened and closed by pressing the function key (F5) on your keyboard.
Image A below shows the top of a form as it appears by default. If you press (F5) the Direct Access/ Go

To... field appears. Type in the name of the form you need and press Enter on your keyboard. Pressing
(F5) a second time will make it disappear.

=

‘maGeneral Person Idertification SPAIDEN 7.3 (TRNGFI

ID: |@00001509 [ ¥ [Webb, Dorathy 4.

A. Press (F5) to toggle
Direct Access

tification &ddress Tel

File Edit Qptions Block Item Record Query Tools Help

@Y E REER 29 DBX & & KE

¥

w General Person Identification SPAIDEN 7.3 (TRMGF) ririririrriririreieieies

Go To... |TS.|5.DETL E| My Institution:  hitp: fmy.unm.edu)

B. You're ready to type in a new form
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*A Few Words about Form Types

To give you a little context, Banner has two kinds of forms. Banner was designed to be used by a wide
variety of colleges and universities, so it uses a wide array of set-up forms to store rules, settings and
variables, and other forms to control printers and cue up processes. Set-up forms are limited access forms
used by administrators and designated staff. The forms discussed in this training are day-to-day forms.
Day-to-day forms are generally more open in their access. These are Inquiry, Applications, Queries,
Maintenance, and Wizard forms.

/. Pop-up Boxes

As with most software products in use today, Banner INB uses pop-up boxes to require that a user choose
between several actions, or to notify them of a situation that impacts the data they are about to view.

Dialog boxes — require that you choose between 2 or more items or courses of action. Ex: “Do you wish to
save changes?”

Banner

® Do you want to save the changes you have made?

( S TEE " Mo Jlf’ Cancel j

o

Alert Boxes - notify you of a situation that may impact the data you are about to view. Alert Boxes require
acknowledgement but do not need you to make a choice.
Ex: “Information about this person is confidential”

Banner

i Warning: Information about this person is confidential,

A

Tip: Auto-hint status line (located at the bottom left corner of the screen) often displays messages which we
might expect in a Pop-up box.

1]
FRM-40400: Transaction complete: 1 records applied and saved.
Record: 111 | | = |
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8. A Typical Banner Form

Up to this point, we have been looking at the Main Banner Menu - GUAGMNU. As the opening page, it is
organized a bit differently from the other forms within the program. A typical day-to-day form operates very
much like other traditional databases. The form itself has three main components: a Title Bar, a Key Block,
and an Information Block.

Title Bar — displays the form description, form name, version number, and database instance. In the
example below, the form is General Person Identification, its Banner name is SPAIDEN, it is version 7.3, and
is a training database (TRNG7). The live database here at USD will say (BANP).

Key Block — Contains information that drives/ determines what is entered or displayed on the rest of the
form. The key block always has to be filled in first. Once the correct ID and Person/ Vendor name has been
entered, select Block/ Next from the File menu or the Next Block icon from the Toolbar or Control + Page
Down on your keyboard to populate the Information Block(s).

Information Block(s) — What we think of as the main body of the form, where we view and update data
belonging to the person or entity in the Key Block.

Until you Rollback (covered below) or exit Banner, every subsequent form you visit will bring up/ display
information on this same person or vendor.

Many of the central forms in Banner have more than one Information Block. SPAIDEN has seven blocks;
they can be thought of as pages/ parts of a multi-part form—a series of additional, related screens.

*Note: Depending on your job duties, you may encounter multi-part forms that are not tabbed. When in doubt, try the next block
command to see if there are additional screens. The tabbed format will be extended to every Banner form in version 8.x. *

& General Person ldentfication SPAIDEN 7.3 (TRNGT) (o rietmit——— & Title Bar - Form description, Form name,

onhdenta Version number & Database Instance
D [@0010002 | = |Webb, Lucas 5. KEY Block Cenerate 05 0
Currant Identfication  Altarnate Idestification Address m Bingraphical E-mail Emergency Contact
Telephone Type: [Ma [¥]Mailing Telephone: (505 - [E770000 [1E v Primary Unlisted Inactivate

International Access: |
Comment:
Address Type: [ma  [=] Maiing Sequence: 2 7] Adtivity Date: 23-0CT-2006  User: |TRAINZF

Telephone Type: [ma '__'j_l\_ﬁ.aul:nu I nf‘lgn[nmsg-t!d%n [ B I Oc lSrImanl

International Access:

Unlisted '+ Inactivate

Comment: |y :vnlle‘:‘;le an wnel:end;‘

Address Type: [ma ¥ Maikng sequence: |1 7] Adivity Date: [20-NOV-2008  User [TRAINZT

Telephone Type: CAM -'ﬂtaruunus Telephone: ;éns -ferrroon [ Primary Unlisted Inactivate
International Access:

Camment; |Summar student

Addriss Ty pe: [ id Sequence: =] Adivity Date: ZU-NOv-zuls  Users [TRAINZY -

Primary ind; check for primary, onby one prircany per asdress pslsequente
Recornd: 114 I | | | <gC=
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The Information Block is made up of Records, which are logical groupings of various kinds of data. There
may be more than one record in a block.

":_‘- General Ferson Tdent

Confidential
Ik

l@ca010002 [= [Webb, Lucas 5.

bon SPAIDEN 7.3 (TRMGT)

Generate 10; |5

International Aocess:

Camment;

Aguress Type:

International Access:

I
|Summer student

=

SEUEnce:

jla

Activity Date:

ZO-NOV-1006

user: [TRAmzT

Camment: :ah availadle on weskends
Adidress Type: ma [ =] Maikng Sequence: |1 7| Adivity Date: [zo-nov-zooe  User [TRamz7
L.}
o e e
Telephone Type: |cam [ ®|campus Telephone: (505 - 2777000 Primary Unlisted Iinactivate

Recond: 104

Pritmiary I, check 1or primaty, only e pririary per asdress hpesequence

| stge=

—

Currenk Identification  Alternate Idestification Address m Biagraphical E-mail Emergency Contact
Talephone Type: MA [ *|Mailing Telephone: (505 - 2770000 Bais vPrimay | Unlisted | Inactivate =
International Access: |
Camment: |
Address Type: [Ma " [=] Mating Sequence: 2 (%] Activity Date: F30CT2008  user: [TRAINZT
L — ErTe— 5
Telephone Type: |MA ™| mailing Telephone: [505 - s400002 Primary Unlisted + Inacthate

The Auto-hint status line tells us there are 4 records. Three are visible, and the scrollbars have been
activated to give us access to the fourth record.

Input Areas on a Form

Information can be entered into a Banner form in a variety of ways. Radio buttons allow you to choose one
item from a potential list. Example: Gender. Checkboxes allow you to choose all the options that apply.
Example: Confidential. Deceased. Text fields allow you to type in words, letters, codes, numbers, etc.
Date fields have a calendar icon which you can click if you need to search for a date. Drop-down arrows
access a pre-determined list of values from which to choose (ex. ethnicity codes below - STVETHN), or bring

up a query form.

Citizenship

i Y
Marital Status:

ndio Buttons
Gender: | ® Male

Birth Date: 01-34N-1995
Age: 11
SSNSSIN/TIN: 999999399

Fields

Religion: »
Legacy: ¥
Ethmicity: & - Qther|
Drop-down
arrows

D ESDI'IIBL'I on

African-American
Hispanic-Cther
Cuban

Mazican

Puarto Rican
Asian Pacific Islander
Sioux

I
| Eind_ El::;ncei .;

Checkbox

Deceased Date:

A
[v Confide|

[JDeceas

Mone

Separation Date:

ntial

Last Update

User:
Activity Date:

TRAINZY

Z0-HOY
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9. Navigation

In order to accommodate a variety of work styles, Banner provides different ways to perform the same
function. The Menu Bar at the top of the screen allows you to select a command or function from a pull
down menu. The Toolbar just below it has icons grouped by function--you can click the one you want.
There are also Keystroke combinations for the common functions, in addition to Tabs, Function keys, and
Shortcuts. For example, to move from the key block to the information block:

& Oracle Dewveloper Forms Runtime - Web: Open = SPAIDEN
File Edit Options [§=iielss

Itermn Record Ouery Tools Help

[@@i@_@l%l%

7.3 (TRMGF) :':':',':':',',':'

Ctrl + Page
Down

Current Identification |EElE=lEREIR=mIEI=trEli =t l= Adaress

Menu Bar

From the Menu Bar at the top of each Banner form, you can select commands and perform functions by
clicking on the word (File, Edit, Options, Block...) then clicking to select one of the items on the list. If a
function is not available, it will be grayed out.

The File menu gives you the option to Exit Banner or Return to the Main Banner Menu quickly and easily, at
any time. And like the History menu in a program like Internet Explorer, or the Recent Documents feature on
Microsoft Word, the File menu will store a list of the nine forms you visited in a given Banner session.

Edit Qptions flock Jtem Becord Query Tools Help

Direckt Access i p_g; | @
Qbject Search

QuickFlow

Bollback
Save
Refresh
Print
Exit

Exit Banner
Return to Menu
Preferences k

FORIDEN Person Identificatson Form - Finance
SRAQUIK Quick Recruit Form

SPATELE General Person Telephone Form ll
SGASTDM General Student Form 0
TSADETL Student Account Detail Fom
TOADEST Account Printer Selection Form
SPAIDEN General Person [dentfication
SOADDRY Address Summary Form

@M ~ O N o W R
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The Options Menu — The Options Menu is the only menu in the Menu Bar which changes depending on the
form you are viewing. This is because it has been designed to provide quick access to the additional blocks
or screens on a multi-part form, and to related forms. The student recruitment form, for example, has several
parts (they do not have a form name next to them — Quick Recruit, Default Options, Address Review and
Biographical Information). Banner programmers added other related forms to the list: the Email Addresses
form — GOAEMAL, and High School Information - SOAHSCH, etc.

TIP: The Options Menu can be accessed from the body of most Banner forms by
right-clicking.

File EditMElnt}: Ikem Record Query Toals |

H ™ Quick Recruit
Default Options

Address Review
A Email Addresse

Biographical ]nfﬂrn‘ratlnn "
High School Information [SO&HSCH)
e Student Mail [SUAMALL]
Prior College Information [SOAPCOL]

1D:

"~ pio/Demo Information [SPAPERS)

Becruiter Appointmeants and Visits [SRARAPT]
Appointments and Contacts [SOAAPPT]
Telephones [SPATELE]

Person Comment [SPACMNT]

High £ )l Learner Curricula [SOILCUR]

Prefix

Toolbar

Located just below the Menu Bar, the Toolbar offers icons you can use to perform common functions. They
are grouped into related clusters. [Save, Rollback & Select] [Insert & Delete Record] [Previous & Next
Record] [Previous Block & Next Block] [Enter, Execute & Cancel Query] etc. For a table that lists the
Function, Toolbar icon and Keystroke combination, see the Appendix.

Previous  Next Enter Execute Cancel Broadcast Help
Record Record Query  Querv  Query Message l

) |>E]*EI@. - Rl 'iﬁﬂ@%ﬁ 'tf-.?-—:l:—lil'?ll)(

Save/ / T < \ / \
Rollback Insert DE}Ete View/Send Print

Previous Next Fine-Grained Exit
Select Record Record  Biock Block Message Access

Control

The Toolbar offers icons for performing common Banner functions. The icons are grouped into
related clusters.
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Keystrokes/ Keyboard shortcuts

From the File menu, Help/ Show Keys brings up a window that has a list of keyboard shortcuts. For example,
if you want to perform a Next Block function to move from the key block into the information block of a form,
you select the Control key and the Page Down key at the same time. To Rollback to the key block, press
Shift + F7. For a handy job aid showing functions, toolbar icons and their keyboard equivalents, see the
Appendix.

Function ke o]
Function 9 Shift+Ctrl+FQ

LIST Fo

Mext Block Cirl+Pageliown ] e
Mest Primary ey Shift+F3

F'lrevinus Block Cirl+Pagellp %
1 [ 3

Tabs

Many of the most frequently used Banner forms function like paper forms that have several pages, that is,
they contain several screens full of related information. On many of the central forms, these additional
screens have been presented visually through the use of tabs. Once you have moved from the key block
into the main body of a form with tabs you can navigate by simply clicking on the tab you need. This is true
whether there are three individual tabs, or several sets of them, as in the example below.

"8 Student Account Detail Form TSADETL 7.3 (TRNG7)

ID: |@00000514 [~ [Daffy Duck credit Limit:

User:TRAINz7 Holds: iu

M ETOEHEV el Deposits Memos  Commenss

EVCEHG -0 Feed/Cashier Cross Ref  Tax

| B o

Detail Code: | = Pay Num: |

TIP: (F2) will bring up a menu of all the blocks (tabs).

Note: In Banner 7.x, only the most frequently used screens have tabs. Depending on your tasks in Banner, you
may encounter forms that have multiple parts but are not tabbed. Consult the Options menu. Additional parts to
a form will be listed by name, and can be distinguished from related forms because full-fledged, free-standing
forms will have a [ 7-character name].

BLISS 200.doc - http://www.sandiego.edu/bliss/training_documentation/Training/workshops.php




Page 18 of 28

Shortcuts & Menus

Up to this point, you have seen several ways to move around and perform common functions in Banner. In
addition to the Menu Bar (pull-down choices), the Toolbar (icons to click), Keyboard shortcuts, and Tabs,
Banner 7.x has several handy function keys and shortcut menus. Once you have had some experience with
Banner, you may want to refer back to these — depending on your personal preferences; you may find they
will allow you to move more quickly and easily.

F8 — Banner uses Query forms to find people and/or data. In order to get a Query form to process the
information you have given it and return results, you must use the specific Query command: “Execute

Query.” From the file menu: Query/ Execute Query, or from the toolbar press I or from your keyboard
press (F8). If you forget, the Auto Hint Status line—it will remind you.

F5- (F5) toggles the Direct Access Menu (Go To... ) on and off, moving to a different form quickly and
easily by typing in the 7-letter form name and pressing “Enter” on your keyboard.

F2 — From within the body of a tabbed (multi-block/ multi-part) form, (F2) brings up the list of blocks,
allowing you to use your mouse or the arrow keys to move between them.

ng ht-click - From within the body of most Banner forms, right-clicking will bring up a list that has the
four most common general commands: Rollback, Save, Exit and Print, and Add to Personal Menu (may or
may not be implemented at USD). Then it lists the items in the Options menu for the particular form,
including all the blocks of the form [if there is more than one] and any related forms. Select by using your
mouse to highlight and click the desired item. Or use the arrow keys and press “Enter.”

R Diache Develeper Form Huntims - Web: Open = SPADTH

Fis o2 Qoo Plock Pem Bacord Query Tooki belo
BN SCREE 99 BBE &
1 SOOBELEE | = | Webl, Darofy & RUHhﬂtk
Save
Rightclick Exit e
w| anywhere in - Print
aformto s
2 Add to Personal Menu
bring up :
- main Eut Current Identification
commands | Alternate Identification
fdd e Perponyl Hery
HEEr— Gurtent Jdentd gt E'd drE 55
Peeferaed Firat lame: Ceom i 1 denif
Full Legal Mame: L'\us e IEleljhanE
Telaphore 1 1
DN, I ﬁungr;phucal
E-mad . E-rnail
ey Errsirpieay £onteT T
P Systam Data summany (ouesvsl || EMErQENCY Contact
Fuame: System Data Summary [GUASYST]
]
o2 Lrreed ElerR phin rorrer Uviripe B L g |
Fwioed 10 1| | | | st J
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OptiOﬂS menu - Do not forget that the Options menu changes depending on the form you are
viewing. You may find the form you need in the list, just a click away!

File Edtm Block [tem 2ecord Query Tools Help
[ « Create Deposits
Create Mamos
Create Comments
Create Additional Test
wEs B

SIELE Fequest Invoice
Create Miscellaneous Transactions [TRAMISCTSAMISC)
Maintain Contract [TSACONT]

Detail Maintain Exemption [TSAEXPT]

AmiDUS Wiew Contract/Exemption History [TSIAUTH]

Authorization Data [TVAALUTH]

Balant

Comment Form [TEACOMIC] . I
Term: Apply Transactions :
Sourdt Unapply Transactions [TSAUNAP]

File menu - Not only does the File menu hold many of the important Banner commands, but at the
bottom it stores the 9 forms you have visited in any given session online. After you have been working
awhile, you can re-visit forms easily by choosing them from the bottom of the File menu.

HEdlt Options Block [tem Record Query Tools Help

Direct Access | LE-; g
Qbject Search

uitkFluw

Rollback
Save
Refresh
Print
Exit

Exit Banner
Return to Mernu
‘fxeﬁe.ceums s
1. FQAIDEN Person Identificaton Form - Fimanoe |
2. SRAGUIE Quick Recruit Form
3. SPATELE General Person Telephone Form ill
4, SEASTON Ganeral Student Form 1
5, [SA0E L STUdENT ACCOUNT LeCall Form

. TOADEST Acwcount Printer Selection Form
. SPAIDEN General Person [dentification

. S0ADDRG Address Summary Form

@ =
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My Banner - if there are forms you visit over and over, you may want configure the My Banner feature.
By following a few simple steps you can create a list of forms under My Banner at the top of the Banner Main
Menu page. My Banner acts like Favorites/Bookmarks do in Internet Explorer or Mozilla. For more detalils,

see the instructions in the Appendix.
7 General Menu Form GUAGMNU 7.2 (TRNG?) - Wedn

Go To... :l Welcome, TRAINZT

B General Person Identification [SPAIDEN]
B 1dentification Form [PPAIDEN]

[ General Student Form [SGASTDN]
B Admissions Application Form [SAAADMS]
B organize My Banner [GUAPMNU]

—iBanner
_Istudent System Menu [*STUDENT]
Lalnani dConnlonoonnt St oo Sl a Al Lan

10. Putting it All Together + Query Forms

We have introduced all the different ways Banner allows you to move around. Please refer back to them to
perform the actions below. We will walk through a sample activity to illustrate one possible way these
commands might be used. Do not worry about the details (the form we go to or the fact that we look for a
student instead of a vendor); any tasks you need to perform in Banner will have documentation with specific
steps. This exercise is designed so that you can see the whole process at a high level.

(i) Log into Banner [to the training instance, for the purposes of this class].

(i) Go to a form that will contain the information needed. (E.g. SPAIDEN) *Open the Banner Folder
structure until you find it, then double-click

*or type the correct 7-letter form name into Direct Access/ the Go To field and press “Enter” on your
keyboard

(i) If you know a student’s ID, type it in. If you have typed correctly, their name will appear in the Name
field.

]
(iv) Press Next Block @ to populate the information block and enter the body of the form. Navigate
around a bit.
(v) When finished, if you have made any changes right-click to bring up the shortcut menu and select

Save or from the toolbar press

X

i |
(vi) Now you can go to a different form or Rollback | or Exit

Rollback u to search for a different student or to simply return to the key block press Rollback. Now
your cursor is in the ID field, which is highlighted. If you know the ID for this student, you can simply start

typing it in, right over the old one. If you do not know the ID and need to search for a person by name, press
“Backspace” to delete the ID, then press Tab to move into the Name field. Then you can repeat the process
above. Once you have the correct person in the key block, do not forget to select Next Block to populate the
information block of the form. (Until you select Next Block, it looks like there is not any data on your person!)

BLISS 200.doc - http://www.sandiego.edu/bliss/training_documentation/Training/workshops.php




Page 21 of 28

Query Forms Query Tools

& @ B

The mechanics of searching in Banner involve forms designed solely for that purpose. Once you
have opened a query form and have entered your search data, you must use the Query commands.
GUIOBJS can be opened by pressing the drop-down arrow next to the Go To field on the main
Banner screen. It is handy to use when you remember parts of a form name, for example.

& Oracle Devaloper Forms Runtime - Web: Open » GUIOBIS

. = Enter

LaﬁtCrrterr!!

concol MK A A A
Count Hits Description

Eetch MNext Set

=
5 7.2

Query/ Execute
or F8

{ cancal

To process a search/ return results, you must use: “Execute Query.” From the file menu: Query/

Execute Query, or from the toolbar press M or from your keyboard press (F8). If you forget, the Auto
Hint Status line will remind you.

i A
To clear the form and perform another search, select Query/ Enter from the file menu, or press 22

from the toolbar. Then repeat the process.

* Remember that the Banner wildcard for one or more characters is the percent sign %
the underscore _ is the wildcard for a single character.

*How do | Print in Banner?

You can print a copy of the screen you are viewing at any time. Since Banner is displayed through
your internet browser (Internet Explorer, Netscape, Mozilla, etc.), all you have to do is go to the File
menu and choose “Print” or press the “Print” icon. (If you cannot print using your browser, speak with
your IT person to have this set up.) That is all there is to it! From within any Banner form, you can
also right-click to bring up a menu that includes critical commands: Save Rollback, Print, and Exit.

Note: In most cases, offices that need large amounts of data pulled from Banner will find that there are reports
which provide them. Check with your manager or supervisor about Hyperion training, for example.
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&Y Edit Opktions Block [tern Record Query Tools Help
rectaccess HEEE BT BEDK @& X
Dbgect Search
QuickFlow
Middle
Ballback Last Nome o __Flcstblame . Name  Bir
Save ek Use 3134
-Rm—-h File/ Print or [04-4
|G- - int i Moe [26-af
, =. Print icon
EAIE QUIEKFIOW L eaite
Exit Banner ] State or
Return to Menu Str_e_gt__ C!hr pr.“'?'.te F
Praferences lisniey Way |E|r|and|:| [FL [1
f el S - — F

*How do | Log Out of Banner?
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When you are finished with your Banner session, from the File pull-down menu, select Exit Banner.
You can also press the “Exit” icon on any Banner form, on your internet window or press (Ctrl + Q) on your
keyboard—this will bring you back to the Main Banner screen - GUAGMNU, select the X or press (Ctrl + Q)

and that will close too.

% Oracle Developer, Forms R

Hll=8 Edit Options Block Ite

Direct Access 4= @ E
bject search

CuickFlow

Select

Rollback L‘-’NE
Save chk

Refresh Lok

Print 1ok

ismey ay

Preferences

From Date

To Date -

|03-FEB-2004

When you close the final window, Banner will prompt you to make sure you wish to leave the program. If you

are ready to exit, press “Yes.”
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A Word about Duplicates

Don’t.

Banner is an integrated system: records created in one area of the university are immediately usable in all
the others. This means that if you need to change your mailing address, for example, you can do so from
any of a number of different university offices, or for yourself over the internet through the my.USD.edu web
site, and that change will be reflected throughout the system. There is only one demographic record about
you, whether you are staff, faculty, vendor/ subcontractor, student or some mind-bending combination of the
four!

However, this can be a complicated, exasperating, expensive problem if a duplicate set of core information
accidentally gets generated. If you come across a record that seems to be a duplicate, report all pertinent
information immediately to your department head. USD is developing a long term process for reporting and
resolving duplicate records within Banner. As this process is defined this document will be updated

11. Getting Help

Banner Help functions

Banner is set up to support a locally created and maintained (e.g. USD) online help system. As the various
departments have a chance to work with ITS, Online Help functions will be able to deliver timely, useful
information. The Help menu has several items which are already working: Help (Item Properties) will tell
you if the field you are in can be updated or if it is a text field, and what its character limit is. Show Keys
gives you a listing of all the keyboard shortcuts that are available. There is also a Calendar and a
Calculator. Depending on your job, you may also need to pull data directly from Banner using the Extract
Data functions which are located in the Help menu.

Iy Tools M

7| [@ B Gnline Help

} (TRNG Dynamic Help Query

Dynamic Help Edit

el HElp (Item Properties)
Show Keys
List
Display Errar

on
— Display |0 Image

Ta Da Calendar
Calculator

12. Helpful Links

For General Project information: http://www.sandiego.edu/bliss/

For Training Schedules and Documents: http://www.sandiego.edu/bliss/training_documentation/index.php
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Appendix

My Banner — Creating a custom menu for easy use

1. Click the plus sign next to “My Banner” and double-click GUAPMNU, or in the Direct Access field type
GUAPMNU and press “Enter” on your keyboard. The easiest way to go about this is to make a list of the
forms you want, in the order you want them, before you open the Personal Menu Maintenance Form under
My Banner.

2. Your cursor should be on the right side of the screen. Type in the 7-character names of the forms (or other
Banner objects) you wish to add; press Enter or use the Down Arrow on your keyboard. If you entered the
name of a valid Banner form, the Description column will bring up the correct form name and move you to
the next line. (If you have not entered the form name correctly, the Description will remain blank.)

”?P Fersanal Menu Maintenance Farm GUARMMU 6.2 (TESTS)
FORM jﬂ USER's menu
. Ciescription Namg

TEA1098  1098-T Tax Information Form =

FTMTYP 1099 Income Type Code Maintenance Farm

FoA1089 1099 Féeporting Form

FOA1099  1099-MISC Magnetic "ane Transmitter Data

PTY1093  1099-R Distribution Code Validation Form

P¥At1083  10899-R Form

RRACYDT 2000-2001 Applicant Override Farm YF,

RMRGLOT  2000-2001 IBAS Global Policy Options Rule 4
>

RrIE0d  2000-2001 Miscellaneous Results Inguiry F
RMAYRD1T  2000-2001 Meed Analsis Document Yerific

| USER's menu
Description Narmla
Admizsions Application Form 000 DS

Note: You may not add a form or object you are not authorized to use. Errors will display in the Autohint
line; you must remove the entry to clear the error. (From the Menu Bar click on the Record pull-down list;
click Remove).

3. To add a second item, repeat step 2. For example, you might want to enter: SOAIDNS, GOAEMAL,
SAAADMS and then SOATEST.

| Users mznu
Crescription Hamnla
Ferson Search Detail Form SOAIDMNS
E-rnail Address Forn GOAEMAL
Admissions Applicstion Form SArAOME
Test Scaore Information Farm SOATEST

(Optional) You can modify the descriptions of the forms (or other Banner objects) if you like. Click and drag
to highlight the original description. Edit or type a new one.
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Cescriptio arme
E-mail Address Form GOAEMAL
Admissions Application Form SAtADMS
Test Score Information Farm SOATEST

4. Select Save @ or (F10). The Autohint status lline will read, “Transaction complete: XX records applied and
saved,” where XX represents the total number of objects in your menu.

5. Select Exit X or (Ctrl + Q). In order to view the new items, you must log out of Banner. The next time
you log back in, your items will be available under “My Banner.”

4. Select Exit X or (Ctrl + Q). In order to view the new items, you must log out of Banner. The next time you
log back in, your items will be available under My Banner.

Banner Object Naming Conventions

Description:

This document explains how each seven-character form name is associated with all Banner reports and
processes. Each letter of this report name corresponds to its numbered position depicted in the example
below:

Example: SGASTDN

Position -1- é-é-4- 567

For example, SGASTDN is named as follows:

S = Student, G = General Student, A = Application, STDN = Student form

Remember that the last four positions of the object name are unique.

The following page(s) contain a listing of the modules implemented at USD:

Position 1: Ids the primary Position 2: Ids the application module Position 3: Ids the type
system owning the form, owning the form, report, job or table of the form, report, job
report, job or table or table
E = Event Management A=Application Form
G = General J = Job Submission B=Base Table/Batch
L = Letter Generation COBOL Process
O = Overall I=Inquiry Form
P = Purge O=0Online COBAL
S = Security Process
T = Validation Form/Table Q=Query Form
U = Utility R=Rule
W = Reserved for client forms or modules Table/Repeating
X = Cross Product Table/Report/Process
Y = Reserved for client forms or modules T=General
Z = Reserved for client forms or modules Maintenance/Temporary
Table
V=Validation
Form/Table/View
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R = Financial Aid

C=Record Creation

E=Electronic Data Exchange

F=Funds Management

H=History and Transcripts

J=Student Employment

L=Logging

N=Need Analysis

O=Common Functions

P=Packaging and Disbursements
R=Requirements Tracking

S=Student System Shared Data
T=Validation Form/Table

U=Utility

W=Reserved for client forms or modules
Y=Reserved for client forms or modules
Z=Reserved for client forms or modules

I = Information Access R = Financial Aid R = Report
S =Student
K = Work Management None None
Q = Electronic Work Queue None None
B=Budgeting

A=Application Form
B=Base Table
I=Inquiry Form
P=Process/Report
R=Rule
table/Repeating Rules
Table/Report
T=Temporary table
V=Validation
Form/Table/View

S = Student

A=Admissions

C=Catalog

E=Support Services

F=Registration/Fee Assessment
G=General Student
H=Grades/Academic History

I=Faculty Load

K=Reserved for SCT International (UK)
L=Location Management

M=CAPP

O=Overall

P=Person

R=Recruiting

S=Schedule

T=Validation Form/Table

U=Utility

W=Reserved for client forms or modules
Y=Reserved for client forms or modules
Z=Reserved for client forms or modules

A=Application Form
B=Base Table
I=Inquiry Form
P=Process

Q=Query Form
R=Rule
Table/Repeating
Table/Report/Process
V=Validation
Form/Table/View

T = Accounts Receivable

F=Finance Accounts Receivable
G=General Accounts Receivable
O=Overall

S=Student Accounts Receivable
T=Validation Form/Table

U=Utility

W=Reserved for client forms or modules
Y=Reserved for client forms or modules
Z=Reserved for client forms or modules

A=Application Form
I=Inquiry Form
P=Process
Q=Query Form
R=Report
V=Validation
Form/Table
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I Function | Toolbar Keystroke
! Button Option
I
I Next Field None Tab
L
| Previous ,
Field None Shift +
| Tab
I Next n Ctrl +
I Block %-—‘1 Page
1 Down
Preves | ag | cns
I Ll Page Up
| |
Next =
I Record Down
2 Arrow
Previous
|
, Record @ Up Arrow
I' Remove
I or Delete 4@ Shift + F6
| Record —
I Insert
| Record DB F6
[ | .
Duplicate None
I Record F3
I
Enter F7
I Query @
I =
Execute F8
| Query @
I
Cancel Ctrl + Q
| quey | B
' Rollback P Shift + F7
|
I Save or F10
I Commit o
I Exit Ctrl + Q
| X
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Banner Basics and Navigation
USD-009

A wildcard tells Banner to search for unspecified characters
(letters or numbers). There are two wildcard symbols in Banner.

1. The percent sign (%) indicates an unlimited number of
characters.

2. The underscore () indicates a single character.

Always TAB through fields. Do not skip around by using the
mouse. This will cause processing errors that could result in
lost work and re-entering that information.

The Auto Hint/Status line can help you to choose the next
navigation key and identify errors on forms.
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