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Common Banner 9 Features/Functions

Login Page

Log in using your RCS userid and password

Logi Rensselaer Theme
ogin i

O

Application Navigator 443

Links to CAS Resources

Username:
% Dashboard
B Documentation
Password:
¥ Issue Tracker
= Mailing Lists
& Chatroom
A Blog

© Forgot your password?
For security reasons, please log out and exit your

web browser when you are done accessing services
that require authentication!

Release 9.x Navigation Info
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Welcome Page

Search for a form using the 7-character Banner name, or using common language, or use the Navigation Bar

= Q Ellucian University ) Linda Marra-Thompson @ Sign Out

Search...

You can search for forms, pages, menus, jobs and
quickflows.

Ellucian®| © 2014-2016 Ellucian Company L.P. and its affiliates. Release: 2.1.0.1

This software contains confidential and proprietary information of Ellucian and its subsidiaries. Use of this software is limited to
Ellucian licensees, and is subject to the terms and conditions of one or more written license agreements between Ellucian and a Keyboard Shortcuts
the licensee in question. [ [-]-]
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Ellucian University ) Linda Marra-Thompson @ Sign Out ?

Cf) ©
g

1. Menu (Ctrl + M) — Provides access to Banner Menu (also called “Hamburger Menu”)

= -cian Univi

< Banner

Student (*STUDENT) >

Finance System Menu
(*FINANCE)

Human Resources (*HRS) >

Financial Aid
(*RESOURCE) >
General ("GENERAL) >

Banner Security
(*SECURITY) >

2. Search (Ctrl + Shift + Y) — Provides quick access to search for another form

4 results

Financial Aid Email
(ROREMAL)

Batch Email for Elec. Apps
(SAREMAL)

Student Email (SOREMAL)

Batch Electronic Prospect
EMail Letter Process
(SRREMAL)
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3. Recently Opened (Ctrl + Y) — Provides quick access to recently opened forms

RECENTLY OPENED

Budget Availability Status
(FGIBAVL)

Organization Budget Status
(FGIBDST)

4. Ellucian University — Select to return to the Welcome page at any time

5. Sign Out (Ctrl + Shift + F) — Select to sign out of all Single Sign On applications

Logout successful

You have successfully logged out of the Central Authentication Service. You may log in again.
For security reasons, exit your web browser.

6. Help (Ctrl + Shift + L) — Accessible from any form in Banner — Will take you to online help which will provide more
information about the form you are accessing.

ellucian Banner General Online Help L

Contents | Search

E-mail Address (GOAEMAL) page
Use this page to record one or more e-mail addresses for any Banner 1D.

Note: This page will allow you to specify if an e-mail address, regardless of type, should appear on the web. The Web check box on the E-Mail Address Type Validation (GTVEMAL) does not determine
this; instead, it specifies if this type of e-mail address will be included in LOVs on the web.

Use this page to set up one or more e-mail addresses for any Banner ID. A user can have multiple e-mail addresses of the same e-mail address type (for example, personal and professional). Only one address,
however, can be designated as the preferred address.

A duplicate is defined as one 1D having two or more records with the same e-mail type and e-mail address.

E-mail page at validation
Certain conditions must be met for an e-mail address to validate.

Main window

Use this window to establish one or more e-mail addresses for any Banner ID.

Key block

Use this section to identify the person for whom you want to establish an e-mail address.

E-Mail Address section

. Use this section to enter e-mail address information for the person.
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Form Header

¥  E-mail Address GOAEMAL 9.3.3 (BNRDEV9) : D B RETRIEV 2 ) .ﬁ. TOOLS

1. Exit (Ctrl + Q) — Close form
2. Form Name, version and instance (BNRDEV9)
3. Related (Alt + Shift + R) — Provides quick access to related forms

¥ ToOLS

Q|

IDs, Names and Addresses [SPAIDEN]
Email Addresses [GOAEMAL]

App\ication Questions and Answers
[SAAQUAN]

Student Mail [SUAMAIL]

Bio/Demo Information [SPAPERS]

4. Tools (Alt + Shift + T) — Provides access to Actions and Options

2= RELATED [« JRGIE

Q| A
ACTIONS
Refresh Fs
Export Shift+F1
Print Cirl+p
Clear Record Shift+F4
Clear Data ShifteEs

Item Properties
Display ID Image
Exit Quickflow

About Banner
OPTIONS

Admissions Application Detail

Admissions Application Summary
[SAASUMI]
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Notifications

Clear obvious messages notifying user of information, successful actions, warnings and errors.

a RETRIEVE ﬁ% RELATED # TOOLS 1 a RETRIEVE ﬁ% RELATED # TOOLS 1

0 Saved successfully (1 rows saved) o *ERROR* Invalid Change Indicator value.

RETRIEVE g&% RELATED ¥ ToOLS

E 2% RELATED ¥ TOOLS -

Banner

Banner
0 o es B2 D S i T e ATl Warning: Information about this person is confidential.

Record Navigation

909 ®

M 4 (Tofsp M 1 w| PerPage Record 1 of &

i i
@00

First Page — Navigate to first page of records

Previous Page (")— Navigate to previous page of records

Record — Quickly navigate to a specific record by entering the record number

Next Page (\ ) — Navigate to next page of records

Last Page — Navigate to last page of records

Per Page Drop-down — Select to change number of records displayed on screen

Record Count — Shows which record you have selected and the total number of records

NouhswneE

Common Actions/Features
Insert [ Delete ¥mCopy ¥ Filter

(Buttons will be grey when not usable)

Insert (F6) — create a new record

Delete (Shift + F6) — delete selected record

Copy (F4) — Copy selected record

Filter (Query Mode) (F7) — Filter records/enter query mode
Execute (F8) — While in query mode, press Go to execute
Exit Query (Ctrl + Q) — Press X —Exit- to exit query mode

List of Values (F9) — Select the ellipsis (...) on any field to see a list of valid values.
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Form Footer

@ @
S ¢

Activity User RECDMGR SAVE

Activity Date 12/25/2010 05:52:57 PM

ellucian

Record: 111 SPRIDEN_CURRENT_ SPRIDEN_ID [1]

CANCEL

SELECT

Record: 12 ellucian

SPRIDEN.SPRIDEN_ID [1]

1. Previous Selection (Alt + Pg-Up) — Navigate to previous Block/Tab/Page
2. Next Selection (Alt + Pg-Down) — Navigate to next Block/Tab/Page
3. Record Information — may contain Activity Date and User
4. Action Buttons
a. Save (F10) —save current changes
b. Cancel (Ctrl + Q) — cancel selection
c. Select (Alt +S) —select and return value
List of Keyboard Shortcuts
Cancel Ctrl + Q
Copy F4
Delete Shift + F6
Exit (close form) Ctrl+Q
Filter/Query Mode - Enter F7 *
Filter/Query Mode - Execute  F8
Filter/Query Mode - Exit Ctrl+Q
Help Ctrl + Shift + L
Insert F6
List of Values F9
Menu Ctrl+ M
Next Record {4 (Down Arrow)
Next Selection Alt + Pg-down
Previous Record ™ (Up Arrow)
Previous Selection Alt + Pg-up
Recently Opened Ctrl +Y
Related Forms Alt + Shift + R
Save F10
Search Ctrl + Shift +Y
Select Alt+S
Sign Out Ctrl + Shift + F
Tools Alt + Shift+ T
* This keystroke conflicts with Firefox browser feature
7|Page
Release 9.x Navigation Info



WHAT is a name search?
1. Aname search is a way to look through the Banner system to find the ID of someone who may have records

2.

within the system.

It is the way to identify if a person has multiple IDs within the system.

WHO needs to do a name search?

1. Anyone who is using the system to view someone’s records.
2. Anyone who is entering data into the system.

WHY must a name search be done?

1. To make sure data is entered into the right person’s record.
2. To make sure each person’s data can be easily accessed.
3. To make sure each person’s record is accurate and complete.

WHEN must a name search be done?

1.
2.

Anytime someone’s records are viewed.
Anytime data entry is done on a person’s records.

INFORMATION about Name Searching

1.

oukwnN

Name Searching is not case sensitive.

Name Searches can be done from ANY form that requires an ID.

Always use the wildcard (See: USING the WILDCARD).

Enter as few letters in the name as possible to get the broadest search.

Searches may be done on only last names, only first names or on both first and last names.

Be cautious when searching on first names that could be “nick” names.

Examples: Bill/William, Tony/Anthony, Beth/Elizabeth, Debbie/Debra, Cathy/Catherine,

Rick/Richard

Be cautious of multiple spellings of names. The Sounds Like feature may be of assistance (Pg 9 Step 7).
Examples: Cathy/Kathy, Lori/Laurie, Anderson/Andersen, McDonald/Mc Donald

USING the WILDCARD

vk wnN

The ‘%’ sign is used as the wildcard.

ALWAYS use the wildcard.

You may use more than one wildcard in each name field.
Wildcards may be placed anywhere in the name field.
Without the wildcard the system will look for an exact match.

NAME SEARCH EXAMPLES

Name: LAST NAME field: FIRST NAME field:
Bob McDonald Mc%on% %0b%
Sue Smythe Sm%th% Su%
Cathy Larson-White %Lar% %ath%
%Whi% %ath%
Larry Andersen Ander% L%
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Performing ID/Name Search

1. From any form with an ID field, Click on the ellipsis (...)

¥ General Person Identification SPAIDEN 9.3.3 (TEST) Y a0 B remeve & RELATED ¥ TooLs

(¢1]

L] |‘+|

Get Started: Fill out the fields above and press Go.

2. Select Person Search

Option List x

Person Search
Non-Person Search

Alternate ID Search

Cancel

3. From the drop down list, select Last Name

¥ Person Search SOAIDEN 9.3.3 (TEST) ADD By RETREVE & RELATED ¢ TooLs [

~ PERSON SEARCH
—‘ o Enter a query, press F8 to execute.

Add Another Field ...
1D

Last Name — .
Middle Name
Change Indicator

Name Type

(O Case Sensitive Query

4. Enter a portion of the Last Name
5. Select First Name from the drop down and enter a portion of the First Name

Person Search SOAIDEN 9.3.3 (TEST) B o B rereve & peaten Ff Tools [

~ PERSON SEARCH

—| o Enter a query; press F8 to execute.

ILastName ICDntains Test I
IFirslName ICDntains Tay I

" Clear ANl |

(8) Case Insensitive Query () Case Sensilive Query

a. Note: Wildcards % are permitted but not required — see example below

¥ Person Search SOAIDEN 9.3.3 (TEST) A ADD (ETRIEVE g% RELATED 3% TooLs [

~ PERSON SEARCH

—| 0 Enter a query; press F3 to execute.

ILastName ICDntains Te%t I
IFirsl Name ICDntains Yoay I

[ ClearAll
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6. Press Go (F8) — The results will be displayed

Person Search SOAIDEN 9.3.3 (TEST) E

ADD B3 ReETRIEVE & RELATED $§ TOOLS
~ PERSON SEARCH B3 Insert @ Delete ¥y Copy | ¥ Filter

" Filter Again |[*}

D Last Name First Name Middle Name Birth Date Change Indicator  Prefix Suffix Nan
- Testing Taylor R 10/10/60
Testing Taylor 01/01/72
< >
Record 1 of 2

@ Case Insensitive Query O Case Sensitive Query

7. Review the records. If you have located the desired record, and select it and click Select (Alt +S). You will return

to the previous screen with the ID populated. If you still don’t see the student you are looking for, see 7a-c
below

Select Filter Again (F7) and add more criteria (Return to Step 3), or select Next Selection (Alt + Pg-down)

b. The Sounds Like window will appear

Soundex Search SOAIDEN 9.3.3 (TEST) ®

Sounds Like...Last | I First Name

MName

| Search | | Cancel |

c. Enter your search criteria and select Search — Return to step 7.
*Do not use wildcards % in the Sounds Like search*
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