LOG ON

To log into Banner, go to www.dixie.edu , click on Faculty/Staff and choose
“Connect to Banner Production System (PROD)”. (The first time you bring
Banner up you will be prompted to download and install J Initiator, you must do
this to logon to Banner.) The logon dialog window will appear asking for your
Banner username and password.

e T Enter your Banner Username. Press Tab.
Password; [**+++ex+s] Enter your Banner Password. Press Tab.
Database: [

((connect] [ cancel Choose Connect or press Enter.

EXITING BANNER|
To exit Banner always use the “X’. Using the close button, will leave processes
open.
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Generate ID: [Q]

1D Name Type:

Person Override Name Parse ID and Name Source
Last Name: [ (*] Last Update

First Name: | (=

Middle Name: [ ' User: [

Prefix: Activity Date: |

Suffix: Origin: [

Preferred First Name: |

Full Legal Name: |

Original Creation

Non-Person

User: [

AUTO HINT
LINE STATUS

Name: |

(] Create Date:

LINE

ID number; LIST for person; COUNT HITS for non-person; DUP ITEM to generate ID; DUPLICATE RECORD for Alternate 1D look-up.

Record: 1/1 ||

| <0sC>

KEY BLOCK

NEXT BLOCK
(CTRL PGDN OR
CLICK IN THE
FIRST FIELD TO
MOVE TO THIS
BLOCK

Terms Definition

Blocks A block is a section of a form or window that contains related
information.

Key Block The first block contains key information. The key block
determines what is entered or displayed on the rest of the form.

Next Block To move from the key block to the next block, click in the first field
of the next block, use CTRL PGDN or use NEXT BLOCK button.

Rollback Clears all information (except the key block) and returns you to
the first enterable field in the key block.

Blue Field Names (LOV) Blue fields have a lookup feature. You can double-click the field
to see the list or press F9. They are called LOV fields which is
short for List of Values. Many Lists are defined on validation
forms.

Exit Click on the ‘X" icon near the top right of the window or press
CTRLQ.

Auto Hint Line Displays a brief field description, error and processing messages
and keyboard equivalents.

Status Line Indicates record number, List of Values or query mode




IMAIN MENU|
When you have successfully logged into Banner, you see the Main Menu.
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Enter the object name; Press LIST for listing |
Record: 141 [ il | <0sC=

As you click on the '’ next to the menu item, the item will expand displaying a
number of sub-menus. My Banner is customizable, allowing you to build your own
menu of forms that relate to your specific needs.

Select the Student System Menu
Select the General Person Menu

This menu lists the basic forms used for data entry of all prospects, recruits and
students. The data entered here is then available to other portions of Banner where
such processes as recruiting, admissions, population selection, letter generation,
financial aid, etc. are carried out. These are the forms that build the foundation of
our Student system, so this is where we will start our journey into Banner.

The “screens’ in Banner are called ‘forms.’



IACCESSING FORMS|
There are three ways to access forms in Banner.
1. DIRECT ACCESS FROM MAIN MENU.
You can enter the form name in the Direct Access field and press Enter.
The Student Identification Form (screen 003) is SPAIDEN.

Direct Access field

+) | T [ «E [ 48
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(1student [*STUDENT]
_JAdvancement [*ALUMNI]
_JFinancial [*FINANCE]
CIHuman Resources [*HRS]
_IFinancial Aid [*RESOURCE]
_1General [*GENERAL]
_IBanner Security [*SECURITY]

Banner Broadcast Messages
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Press ENTER to start selection or expand/collapse menu.

Record: 1/1 1 al | | <osc=
Exit
File Edit Options Block [tem Record Query Tools Help
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o Form name and description
Current Identification |EREIERER=el=aiis=lssIs} Telephione | Eiographical E-miail EMErgency ntact | AdditionallIdentificatic

ID: Name Type: B

Person [ Override Name Parse ID and Name Source
Last Name: [ [*] Last Update

First Name: | E

Middle Name: | User: \

Prefix: Activity Date:

Suffix: Origin: ‘

Preferred First Name: |

Full Legal Name: [




To move back to the Main Menu, choose the Exit button (“X”).
2. DIRECT ACCESS FROM A FORM
If you are not at the main menu that has the direct access field, choose
File/Direct Access from the menu bar. You will see the following box.
Type in the form name and enter.

Enter form name

 Go To...l t] My Institution: http: /fwww.sungardsct.com/

3. ACCESS USING MENUS

To access forms from the main menu, choose Student, then General Person
Menu. Next double click on the General Person ldentification Form which is
the SPAIDEN form.
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ICREATING A PERSONAL MENU|

You can create a personal menu of items that are most important in your daily
work under ‘My Banner’. You can add or delete forms from your ‘My Banner’
Menu as you learn more about the forms you use most. Your ‘My Banner’ menu is
tied to your ID so you can use it from any computer. A ‘My Banner’ menu can
include forms, jobs, menus and QuickFlows.

The My Banner Maintenance Form (GUAPMNU) lets you create and change your
‘My Banner’ menu.

Step 1: Accessing the form.

Using Direct Access: Type GUAPMNU in Direct Access window and press Enter
to create or change your ‘My Banner’ menu.

Using Menu Access: Choose General System Menu,
System Functions / Administration Menu, Menu/Preference Maintenance
and then My Banner Maintenance Form.

The fol Iggvyilr]g__\’/vinldow will appear:
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SAVE

Your Banner ID shows here

JSTENDER's Personal Menu

Object . Description

Type: |Oracie Forms module '| [E,

|Adrnisswons Application fa|
[SFS\EFEE [Registration Additional Fees
|SHACRSE |Cnurse Summary

Object Description
(rsa1098 [1098-T Tax Information 4l

‘FTMITTP |mgg Income Typs. Cade Maintsnance ISHATRNS |Trans!"er Course Information

[sFasLsT [class Roster

[sFasTCA [student Course Registration Audit
[sFasrPo [student Registration Permit-Override
|SHARQTC |Tran5cript Request

[RNAOVOS [2004-2005 Applicant Override

‘RNRGLOS |2l3l34 2005 INAS Global Policy Options Ru
\RNIMSOS |2004 2005 Miscellaneous Results Inqu:ry
[RMANADS [2004-2005 Heed Analysis

‘RNAVRDS |2004 2005 Meed Analysis Document Verr
[RNAPROS [2004-2005 Need Analysis Processing

IROARMAN |Financia! Aid Record Maintenance
ISAADCRU |Adm|ssmns Decision

I ]l

i

‘READIDS |2l3l34 2005 Pell Disbursement/acknowled
[REAOROS [2004-2005 Pell Origination/Acknowledger
[RNASLOS [2004 2005 Student Loan Data =
[RNASUOS [2004-2005 Supplemental Need Analysis

(& (®

[RNAOVO6 [2005-2006 Applicant Override

| l

| |

| |

‘RNRGLO& |ZUDSA2EIUS INAS Global Policy Options Ru { I
[RNIMS06 [2005-2006 Miscellaneous Results Inquiry i [
| |

l |

l |

l I

| |

[ [

[RNANADS [2005-2006 Need Analysis
‘RNAVQU& |2005-2006 Meed Analysis Document Verr
[RNAPROS [2005-2006 Need Analysis Processing

[READIOG [2005-2006 Pell Disbursement/Acknawled

[REAORO6 [2005-2006 Pell Origination/Acknowledger
[RNASLOE [2005-2006 Student Loan Data =
4| »
Enter Object Name; Listto Search \ J
Record: 1410 =] | <0sc>




Step 2: Adding items to your Personal Menu

a. Place the cursor in the blank Name field in the right pane.
b. Type in the object’s 7 character name (Example - SPAIDEN) (or double

click on one or more form names and click ?EJ).

c. Press Enter. (The object’s type, description, and name appear in the right

pane.)

d. (Optional) Customize the object description.
e. Save the additions or changes by choosing the Save button, F10 or File/Save

from the menu.

f. To add additional entries, press the key DOWN ARROW.

Note: Repeat b —f to add more entries. SAVE before exiting.

Step 3: EXIT.
Select the “X.

SAVE
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Or double click
the form name(s)
and click here

[

|

FRM-40350: Query caused no records to be refrieved.
Record: 111 | | N

| <0sC>

Banner has an option that allows you to have Banner open directly to your ‘My

Banner’ Menu rather than the default Menu.



To make your ‘My Banner’ Menu the default menu:
1. From the main menu in Banner, select File, select Preferences, and select

Menu Settings.
2. In the User Default area, type in *PERSONAL, select OK.

Deleting an object from your ‘My Banner’ Menu

=

In the right pane, select each object (will appear white) you want to delete.

2. Click the Remove Selection button in the middle of the form. The selected
objects are deleted.

3. Select the SAVE function.

SAVE
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[RNAND\U& |2005 2006 Need Analysis ‘SGASTDQ [Gener&l Student Summary
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ROASTAT |Applicant Status — .
! I : e Remove Selection
[GUAERRM |Banner Error and Warning Messages ’—
IGLIMNIT IBanner Global Initialization :@
[EOQMENU |Banner #tenderSolutions Menu a I[ﬂ

[sshBLKq [Block Schedule Query

[cuacaLe [caleulator
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[GOAMTCH lCommon Matching Entry
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ISHACRSE |CDurse Summary
[SHADGMQlDagrBB Summary

[SHADEGR |Degree and Other Formal Awards

[soaEmaL [e-mail Address

[FOQMENU |Finance Systern Menu -

Enter Object Name; List to Search.
Record: 149 | 1 | =<0sC=




