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Employee and Organizational Development (EOD)
Vision

Employee and Organizational Development (EOD) is the first choice for
UNM and the surrounding communities in providing reliable, innovative
organizational solutions that ensure excellence.

For information on other training classes, contact:
UNM Employee and Organizational Development
1700 Lomas Blvd. NE

Albuquerque, NM 87131-1026

(505) 277-1555

http://www.unm.edu/~hrinfo
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INTRODUCTION

UNM Confidentiality and Sensitive Information Policies

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

e Acceptable Computer Use Policy No. 2500
e Computer Use Guidelines Policy No. 2510
o Computer Security Controls and Guidelines. Policy No. 2520

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.

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. Here are some reminders of good data stewardship
to help you carry out your responsibility:

¢ Do not share, disclose or store your passwords in an unsecured manner.

¢ Do not share confidential and sensitive information with anyone, including colleagues, unless
there is a business reason.

e Do not leave your workstation unattended while logged on to administrative information
systems. You are responsible for any activity that occurs using your password.

¢ Do not attempt to access accounts, files, or information belonging to others without their
knowledge or consent.

¢ Do not use your computer account to engage in any form of illegal software copying or other

copyright infringement.

Do not use your account to harass other computer users.

Retrieve printed reports quickly and do not leave the reports lying around in plain view.

Secure reports containing confidential and sensitive information.

Shred reports containing confidential or sensitive information in a timely manner.


http://www.unm.edu/~ubppm/ubppmanual/2500.htm
http://www.unm.edu/~ubppm/ubppmanual/2510.htm
http://www.unm.edu/~ubppm/ubppmanual/2520.htm

Pre-requisites for the class
e 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-LoboWeb side of the university’s integrated software system, 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 between various
forms and use the fundamental Banner commands.

Learning Objectives
Upon completing this course you will be able to:

Log into Banner

Recognize various Banner forms and describe their components
Move around (navigate) through the main Banner page
Navigate Banner, using the menu bar, toolbar and shortcut keys
Utilize the help features

Understand basic search techniques



Log In to Banner

1. Open a browser and log in to http://my.unm.edu/ using your NetlD and password (Remember they
are case sensitive.)

2. Click the Login button.

Q Login Welcol
NetID: |netid iy UMM
cammmuml

Password: |*FFHEEH to suit th
—

| |

q

You have requested access to a site that vhat's
requires vou to lagin with a2 UMM MetID, L
Having problerms logging in? Click here. It

3. Click on the Employee Life or Faculty Life tab.

My Account | Welcome Banner User

Content/Layout ou are currently lagged in.
Employee Life

My Announcements My E-mail In



http://my.unm.edu/

4. Click the Internet Native Banner link under Banner Applications.

[ YOUR PERSONALIZED GATEWAY TO UNM ]

H ©® & | & 19

e-mail calendar groups logout  help

Nowvember 1, 2005

‘Banner Applications BEE

Transaction and Real-time Query Systems

e Internet Native Banner
. Msnt Website

) e Higher Markets
ility e Self-service (not available)

Reporting
e E-Print
e Hyperion

Banner requires that you have 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.

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 ask

your departmental IT person to install it. This process should not need to be repeated after your
initial set-up.

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

The first window displays the web address required for access; a dark gray box fills the body of
the screen.

2 IN Banner - Microsoft Internet Explorer

File Edit ‘wiew Favorites Tools Help

L\\Vll \_/,I \ﬂ @ _;\] /'__\J Search j:(’ Favarites ﬁ‘}

fddress |@ hktps: / fvanS, unm, edu)serylet fFalservlet?oonfig=banp




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

Lagon

USErname:|neﬂd

Password: |********|

Database:|

@)ancel )

6. Enter your NetID 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.)

7. Click the Connect button.

& Oracle Developer Forms Runtime - Web

File Edit Options Block Item Record Query Tools Help
= [ EREINE- R [ &y
o -

_1My Banner
Banner
18tudent System Menu [**STUDENT]
1 Alumni/Development System Menu [*ALUMNI]
_IFinancial System Menu [*FINANGE]
_1Human Resources System Menu [*HRS]
_IFinancial Aid [**RES0OURCE]
_1General System Menu [*GENERAL]
_1Banner XtenderSolutions System Menu [*BXS5]

8. The General Menu Form — GUAGMNU will display.



LoboWeb & 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 LoboWeb, and in a much more detailed
fashion through INB: Internet Native Banner.

e C e ¢

Banner INB

(.,

&\\\




Banner Main Menu: GUAGVINU

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.

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

) Bli:aEmEl s (I A EIREI SR EHE 2@ X 3.

0 R ond o ber 06, 2006 W T ]
Go To...| v|| Welcome, TRAIN27 0. |Produc(s: ['Jl Menu | Site Map | Help Centel
My Banner || 8§, @ My Links
[SBanfier
_Jstudent System Menu [*STUDENT] Change Banner Pasgword

) Alumni/Development System Menu [*ALUMNI]
_IFipancial System Menu [*FINANCE]
E Google News
_JHpiman Resources System Menu [*HRS]

CiFihancial Aid [*RESOURCE] 10.| | 2stronomy picture § Day
1General System Menu [*GENERAL]
CIBdnner XtenderSolutions System Menu [*BXS]

Check Banner Messpge

Dilbert

[ 8nng You Beaut

Fast Info

Weather

|M! Institution

SUNCARD MIGHER EDUCATION

Banner Broadcast Messages

l 2. :‘
Press ENTER to start selection or expandicoliapse menu 1 3 |
Record: 141 | 1 | | | <0sC> .




Banner Main Menu GUAGNMNU - 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. The title bar displays a
trail of “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.

& Oracle Developer Forms Runtime - Web m‘orade Title Bar”

Flle £dt Oobo ‘ ~ ... .. uep]| 2. |Menu Bar
B B | 2 , b ok [ Toolbar | @
"% General Menu Form GUAGMNU 7.3 (TRNG7) - Monday Novamber 06, 2006 Form Title Bar

3. Toolbar —icons (shortcuts) 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 displays the title and seven-character Banner form name for the active
window. It also gives the software version (in this case 7.3) and the database instance
(TRNGY7). Production for the university is (BANP).

5. Direct Access - Go To ... If you know the seven-character Banner form name simply type it

into the field and press “Enter.” (* B *The Down Arrow to the right of the blank is NOT a

Go button. Do not type in a form name and click it by mistake!*) The down arrow E to
the right of the Go To/ Direct Access field brings up a search form: GUIOBJS - Object Search
Form.

File Edit Cptions Block Item EBecord Que

= [ SRS R

Go To... |SF‘.C'.IDEN

-
o

r=%
Iy oanmnreld

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.

m |Products: [*l Menu | Site Map | Help Cente

IMy Links l

BT X

10



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

"7m General Menu Form GUAGMNU 7.3 (TRNGT) - Wedn

2 General Person Identification [SPAIDEMN]
[l 1dentification Form [PPAIDEN]

[l General Student Form [SGASTDN]

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

9. Banner Folders - Navigate by clicking on Folders to open or expand a particular area of
the program. If necessary, click on subfolders. 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. Double-click to open the one you want.

78 General Manu Form GUAGMMU 7.3 (TRNG7) - Wednesday STttt s
Go Tu...| [E] Welcome, TRAIMZT ‘Astudent System Menu [*STUDENT]
_1My Banner _Il‘:uurse Catalog Menu [*CATALOG]
= [ —— 9. _Iclass Schedule Menu [*SGHEDULE]

_1Student System Menu [*STUDENT] e General Person Menu [**PERSON]

1 Alumni/Development System Menu [*ALUMNI] 2l [ceneral Person Identification [SPAIDEN]
_IFinancial System Menu [*FINANCE] B pddress Summary Form [SOADDRQ]

_JHuman Resources Svstem Menu [*HRS] @ eneral Person TElEphDr‘IE Form [SP#TELE]
(IFinancial [jd [*RESOURCE] B General Person Form [SPAPERS]

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

cts: || Menu | Site Map | Help Cent

My Links

10.

Change Banner Password

Check Banner Message

My Institution - This will be a handy link to my.u SCENARIO 1: Telephone Call

11



11. nm.edu/ or www.unm.edu/.

12. Banner Broadcast Messages - This feature is designed to deliver information that affects large
groups of Banner users.

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.

4

Current last name; overtype to modify. 13.
Record: 11

FRM-40400: Transaction complete: 1 records applied and saved.

Record: 1/1 | ] o

12


http://www.unm.edu/

Banner Form Naming Conventions

All Banner forms have seven-character names.

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

Here is how it works:

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

FTMVEND stands for Finance Table Maintenance Form VEND — Vendor information
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 details, see UNM-005 Banner Forms Naming Conventions in the Appendix.

Banner Wild Cards % and

Percent: %

The Banner wild card is the percent symbol: % . 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 Griffith 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 hamed MacDuff whose name might begin with Mc or Mac
and might include a space or not, search %ouff.

TIP: The Wild Card may be used more than once in a field. For example, %go0d% 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.

13




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. 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. Forms are used to enter and/or
lookup data in Banner

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 A ard ra General Menu Form GUAGMNU 7.2 TRNG!
= [ = & l—4 GoTo...| [~ me,
' General Menu Form GUAGMMU 7.3 My Banner

GoTo... | El Welg T—‘

—JStudent System Menu [*STUDENT]
_IMy Banner —JAlumni/Development System Men
—JFinancial System Menu [*FINANCE

IHiman Resnureps Sustom Menu [

7m General Menu Form GUAGMNU 7.3 (Tras) - Wl s

78 General Menu Form GUAGMNU 7.3 (TRNGT) - Wednacday

Go To... [3 Walco ral Go To... E welcome, TRaIN] D.

"My Banner _IMy Banner

_ABanner
_ABanner

—AStudent System Menu [*STUDENT]

_1Course Catalog Menu [*CATALOG]
—ICourse Catalog Menu [*CATALOG] _l1class Schedule Menu [*SCHEDULE]

& Class Schedule Menu [*SCHEDULE] SGeneral Person Menu [*PERSON]

—IGeneral Person Menu [*PERSON] 2 General Person Identification [SPAIDEN]
_IFaculty Load Menu [*FACULTY] [= Address Summary Form [SOADDRQ]
Ll coadico bl ownao.csecu. kLo ciaa 2 General Person Telephone Form [SPATELE]

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

14



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

"5;‘5 General Menu Form GUAGMML 7.2 (TR

=
& Oracle Developer. Forms Runtir

DTD"'|SPMDEN B Welcom =R Edit Options Block Item
My B Direct Ac
Iype & press —
Bann JP p Dhject Search k
Cick Flow
Select
Rollback

The drop-down arrow is not an alternative for pressing “Enter”
on the keyboard. If you find yourself looking at the Object Save
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.

[

w8 General Person Identification SPAIDEM 7.2 (TRNG7)

ID: |@00001509 [ |webb, Dorothy A.

A. Press (FJ5) to toggle
Direct Access

lwtifin:atin:m Address Te

File Edit Options Block Item Record Query Tools Help

B0 5 EHEEE P HEMHIAIEIKE

m General Person Identification SPAIDEMN 7.3 (TRMGF) el il

Go To... TSADETL (=] My Institution:  kitp:/fmy.unm.edu/

B. You're ready to type in a new form

15



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 two or more items or courses of action.
Ex: “Do you wish to save changes?”

Banner

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

( Tes Mo ),Ilr Cancel )

A

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

f Warning: Information about this person is confidential.

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.
Recard: 1/1 | | o | |

16



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 UNM is shown as
BANP (Banner Production).

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.

4 Title Bar - Form description, Form name,
onhdenta Version number & Database Instance

s General Person Identficabon SPAIDEN 7.3 (TRNG7) s

10;: 900010002 [ * [Webb, Lucas S K Generate 1D: &
ey Block
_ Current Identfication  Alternate Identification Address Biographical E-mail Emergency Contact
Telephone Type: [mA (¥ Mailing Telephone: 505 -[2770000 [X15 VPrimary | Unlisted | Inacti
International Access: |
Comment: |
Address Type: [MA " [¥) Maiing sequence: = %) Activity Date: 23.0CT-2006  User: [TRAIN27

I n ftgp[nmsgtj.ngmn f B I oc Klman

Telephone Type: [MA~ "_lMalhno Unlisted ¢ Inactivate
International Access:

Camment: [onty available on weekends

Address Type: Ma  [*] Maiing Sequence: ! | %) Activity Date: 20-NOV-2006  User: [TRAINZ7

Telephone Type: [cam L]C.amr;uc Telephone: 505 -lz777000 Primary Unlisted Inactivate
International Access:

Comment: [summer student

Address Type: &d| Sequence: ] Activity Date: 20-N0V-2006  User: [TRAINZT

Primary ind; check for primary, only one primary per address typefsequence
Record: 1/4 | | | | | <0sC>

17



Records-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.

8 General Person Identficabon SPAIDEN 7.3 (TRNG7) i-i-iriiii-iii!
Confidential
10: (900010002 [~ [Webb, Lucas & Generate 1D: &

Current Idont 1de Add | teiophone ERTRTEY E-mail Emergency Contact

1.

Telephone Type: [MA" (%) Mailing Telephone: 508 - [2770000 (%15 VPrimary | Unlisted |~ Inacti

International Access: \»__‘,_ﬂ T

Comment: |

Address Type: IMT ﬂ Madng Sequence: B ﬂ Activity Date: ZZOTCTW User: ,“Tﬂkmﬂii

Tz.eleplmne Type: ;M»\“ jManhno Telephone: [s05 " -ls400002 [ Primary Unlisted ¢ Inactivate

International Access: | IR

Comment: [onty available on weekends

Address Type: [ma :jMau‘mo Sequence: ! :j Activity Date: 20-NOV-2006  User: [TRAINZ7 i

Telephone Type: |camM :Icampuﬂ Telephone: 505 - 2777000 Primary Unlisted Inactivate

International Access: |

Comment: :Summu student

Address Type: = Sequence: ] Activity Date: 20-N0v-2006  User: [TRAINZT | =
Primary ind, check for primary, only one primary per address pe/sequence _/
Record 14— | | | <osc>

The Auto-hint status line- tells us there are four 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.

ndio Buttons CheckboxXes
Gender: | ® Male Birth Date: 01-3AN-1995 | ZE W Confidehtial
Age: 11 Fields [[IDeceaséd
C Not Available SSN/SIN/TIN: 999999999 ze. Deceased Date: ezt
Citizenship: AR Ao FELY Ethnic Code Validation (STVETHN) -
Marital Status: b pgory: None
Religion: v Find % [Separation Date: it
. - = == i
Legacy: — | Code  Description 1PEDS ~
Ethnicity: 6 ¥ Other 1 Caucasian
S T— . Last Update
[2 African-American 1 P
3 Hispanic-Other 4 N 4
Drop_‘ion)r' ‘ = cubpan User: TRAINZ
3 Activity Date: 20-NOV
arrows 3M Mexican
3p Puerto Rican
4 Asian Pacific Islander 3
v |S Sioux 2 -
[ 4] »

(nd) [Cancel)
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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 Developer Forms Runtime - Web: Open, = SPAIDEN
File Edit Options Jeii=lss

Lery Tools Help

| (@ BEE & E

N SPALUEM 7.3 (TRMGF) el

Previo
Clear

P
‘mGeneral Person

@000014 54 g[S Citrl + Page
Down
Current Identification |EElEEIRREIR=RIEI=IRis)flE=Is sl SolEress

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.

’He Edit Options Block [tem Record Query Yools Help

Direct Access B @
Qbject Search

QuickFlow

Rollback
Save
Refresh
print
Exit

EXit §anner
Return to Menu
Preferences

&y

1, EOAIDEN Person Identification Form - Finance
2., SRAQUIK Quick Recruit Form

3. GPATELE General Person Telephone Form ]
4. SGASTDN General Student Form

5. TSADETL Student Account Detail Form
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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 (information block) of most, but not
all, Banner forms by right-clicking.

File EditMBlodz Item Record Query Tools

& ¥ Quick Recruit

Default Opbons

Address Review

B Email Addresses [GOAEMAL]
: Biographical Information
High School Information [SOAHSCH]
PUENE Student Mail [SUAMAIL]
Prior College Informaoon [SOAPCOL]

1D:

am/Demo Information [SPAPERS]
Recruiter Appointments and Visits [SRARAPT]
. Appointments and Contacts [SOAAPPT]
Prefix Telephones [SPATELE]
Person Comment [SPACMNT]
High € al| Learner Curricula [SOILCUR]

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 atable that lists the Function, Toolbar icon and Keystroke combination, see the Appendix.

Previous Next Enter Execute Cancel Broadcast Help
Record Record  Query Query Query Message l
/ 2l l @ 49 @ :] ?ﬂ' [Ei’ Lv‘! [@‘i x“xtl @ L.g“.. | % r':' : : [ 'T-“' | x
Save / T \ T / \
Rollback Insert Delete Previous Next View/Send Print Fine-Grained Exit
Select Record Record Block  Block  Message Aovess
Control

The Toolbar offers icons for performing common Banner functions.
The icons are grouped into related clusters.

Both the menu and toolbars are visible in all forms.
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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 = |=]

Function 9 Shift+ Ctrl+F9

LIST Fa

Next Block Ctrl+PageDown | -

Mext Primarny kKey Shift+F 3

Previous Black Ctrl+Pagellp i

]| I r
Ok

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 Farm TSADETL 7.3 (TRIMGT) [riririr el e T T T T

1D:

@00000514 [ ¥ |Daffy Duck Credit Limit:

Charges/Payments

User:|Teainz7 Holds: 1 [

Deposits Memos Comments

Detail Code: || [=]l Pay Num: | | Effective: [ = T

BECE G0 Feed/Cashier Cross Ref Tax

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 [ seven-character name].
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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 preference, 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 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 seven-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.

Right-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 UNM). 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.”

Phe Qo=

Qn

Qotces flock am

T Qaneral Person Joackfication

SEEEEE———————————
R Dracie Developer Forms Runtim - Wb Open » SPADIN

Aabe Y GEX
Y SPAIOCN

Record Query Toc

73 (TR0

Non-Person

; Name!

Emergency Contact
Systern Data Summary [GUASYST]J

|

0| 1990982509 1 TWe, Oorvier Rollback
‘ - ) Save
Rightclick e s it &

w anywhere in - Print
5: z:;:‘r;nut: . 2dd to Personal Menu
= main - Current Identification
: commands ‘,“ — Alternate Identification
: = = Address
P s — Telephone
' ;;* Biographical

£-ms . E-mail
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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 performs like Favorites/Bookmarks in Internet Explorer or Mozilla.

For more details, see the instructions in the Appendix.

"% General Menu Form GUAGMNU 7.3 (TRNG7) - Wedn
Go To... ¥| Welcome, TRAIN27

By Bonner
[2) cGeneral Person Identification [SPAIDEN]
[ 1dentification Form [PPAIDEN]

[ ceneral student Form [SGASTDN]
Admissions Application Form [SAAADMS]
[2 organize My Banner [GUAPMNU]

dBanner
—JStudent System Menu [*STUDENT]
LAlunand [Dounlan t Cuctana Maong [EALLIN
Query Forms

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.

b Oracle Developer Forms Runtime - Web: Open > GUIOBJS

> > Last Criten
%k Object Search Form GUIOBIS 7.2

Cancel

Name Count Hits Description Type

SP%0EN [ Fetch Next Set =

Query/ Execute .
or F8 -' &

© ( cancel )

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

2. Click Execute Query button on the toolbar or
3. Press (F8) on your keyboard.

Note: If you forget, the Auto Hint Status line will remind you.

To clear the form and perform another search you must use:
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1. “Execute Query.” From the menu bar:

2. Click Enter Query button
3. Press (F7) on your keyboard.

Remember that the Banner wildcard for one or more characters is the percent sign %

on the toolbar or

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.
1. Select File > Print or

2. Click on the “Print” icon. (If you cannot print using your browser, speak with your IT
person to have this set up.)

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 or e~print training.

& Oracle Developer Forms Runtime - Web: Open > SOAIDNS
ZER Edit Options Block item Record Query Tools Help

Rietacess HEBE ST BETE @|E] &
Ll Octil Form SOAIDNS 7.3.0.1 (TRNG7)
QuickFlow
lect Middle

Rollback Last Name__Eicstame . Name Bh:J
Save ck 31-3

st L"" File/ Print or (04-A4

i . . Mae 26-A1
mcu., _ Print icon -
‘ stails

Exit Banner —— FS,tote, or o
Return to Menu | i :ov nce
Preferences  [SNeY WaY }F'- » {1
Lo bbb P
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How do | Log Out of Banner?

1. Select File > Exit or,
2. Click on the X in the upper right hand corner of the screen.

2 Oracle Develaper Forms Runtime - Web: Open > SOADEN

at=) Coit Optons Block Ttem Record Query Tools Heb

Diract Access
Qo Search
QuickFlow

Rolbat
Save

v Change
Refresh First Name Middle Name  BirthDate  Indicator

aie
‘ -

Est Banner = —
Retum to Menu - jm—
Prefersnces — —

1. SPAICEN Gererzl Parson Iderdfication

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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Getting Help

Banner has Help features built-in, that is, accessible from the Help menu and icons within Banner.
The University of New Mexico also has Fast Info—a Knowledge Management system—a separate,
integrated software and hardware system that is not a part of Banner. Fast Info is designed to
serve the community for everything from processing purchase orders to paying parking tickets. We
will talk briefly about both.

Banner Help functions
Banner is set up to support a locally created and maintained (e.g. UNM) 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 is it
character limit. 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 BANP using the Extract Data functions which are located in the Help menu.

y Tools M

P} @] B¢ Qnline Help

3 (TRNG Dynamic Help Query

Dynamic Help Edit
Help {Item Properties)

Show Keys
List
DRisplay Error

bn- Display D Image

To Da Calendar
Calculator

Fast Info
Fast Info is a great source of information for a wide range of topics that concern the UNM
community—from problems browsing the online course catalog to modifying a meeting in
GroupWise. The system is designed to grow and respond to the kinds of questions and concerns
that you, the users, bring to it. You will see links to it in various settings around the university.

1. Enter a few key words into the Search Knowledge Base field
2. Click on the Search button.
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Fast Info =z

Search Knowledge Base:

3. This takes you directly to the Ask A Question screens, populated with potential answers.

You can also go directly to the Fast Info home page, where you can request a wide range of
technical support services.

1. Enter http://fastinfo.unm.edu in the address field of any browser.

2. Click on Find Answers

' Find Answers

Search the UNM knowledge base for immediate answers to the most frequently asked questions

l Ask a Question

If you cannot find the answer you need, send a question to one of our specialists. You will
normally recee a response in one business day.

I Chat Now!

Chat with a technical support representative, Normal hours: 8am - 7pm (M-Th), Bam - Spm (F)
Mountain. (Closed at Spm every day dunng breaks). Chat staff can only assist with
COMPUTING, ADMINISTRATIVE FINANCE, and WEBCT issues. For all other issues, please
use the Ask A Question feature

W
Callback Request

Request a callback - enter your contact information and a consultant will call you back (Callback
time varnies by department)

You can search for information already present in the Knowledge Base. If you do not find what you
need, initiate a Chat session, request a call, or type in your question (that way it will be on file for
others who may very likely run into the same problem you are having!)

Fastinfo can also be accessed though the MyUNM webpage. Fastinfo access is also available at
the bottom of ever page of LoboWeb
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Banner Authorization Request

When you are finished with this course, have passed the Navigation exam, and have successfully
completed any other required training, you will need to request security authorization in order to
begin doing your work in Banner. The instructions for this process are listed on the Banner
Authorization Request page. It also has handy links you can use to check your learning history and
useful information about roles and functions.

http://bar.unm.edu/
Fast Info: Answer ID 1586

Helpful Links
Banner Job Aids and SOPs — http://link.unm.edu/Training/JAandSOP.htm

Fast Info — http://fastinfo.unm.edu/

Exam

If Basic Banner Navigation is a pre-requisite for your job, you will need to pass the Banner
Fundamentals and Navigation Exam. The exam is available through Learning Central. Go to:

http://my.unm.edu

Employee Life tab

EOD channel/ Learning Central

Log in.

Click on Browse Catalog

Choose Banner General

Choose Banner Fundamentals and Navigation Exam.
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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 seven-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.)

’?;El Fersonal Menu Maintenance Form GUAPMMNL 6.2 (TESTS)
FORh ﬂ 4 LSER's menu

TS41095  1098-T Tax Inforrmation Form = Description Mame

FTMITYF 1088 Income Type Code Maintenance Form
FAa21093 1099 Reporting Form

Fos1033 10899-MISC Magnetic Tape Transmitter Data
PT1093  1093-R Distribution Code Yalidation Farm
PHA1099  1093-R Form

RRADYDT  2000-2001 Applicant Override Form \;..
RMRGLOT  2000-2001 IMAS Global Paolicy Options Rule
REIMZ01  2000-2001 Miscellaneous Results Inguiny F 4
RrAYROT  2000-2001 Meed Analysis Document Werific | ﬁ'
SER's menu
i Diescription Marne
Admizzionz Application Farm AN DS

Note: You may not add a form or object you are not authorized to use. Errors will display in the Auto
Hint/Status 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.
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Users menu
Description Narmla
Person Search Detail Form SOAIDMS
E-mail Address Form GOAEMAL
Admissions Application Farm SAMADMS
Test Score Information Form 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.

Diescription Harme
E-rmail Address Form GOAEMAL
Admissions Application Farm SAMAOMS
Test Scare Infarmation Farm SOATEST

4. Select Save E or (F10). The Auto Hint/Status line 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.
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UNM-105 Banner Forms Naming Conventions

Date Issued/Rev: 3/21/2012

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:

Position

For example, FBRFEED (Finance Budget Feed Process) is named as follows:
B = Budget Development

F = Finance

Position 1: Ids the
primary system owning

the form, report, job or
table

A=
Alumni/Development

F B R F

1 2 3 4

Position 2: Ids the application
module owning the form, report,
job or table

A = Membership

D = Designation

E = Event Management

F = Campaign

G = Pledge and Gift/Pledge
Payment

M= Prospect Management

O = Organization

P= Constituent /Person

S = Solicitor

T= Validation Form/Table

U= Utility

W= Reserved for client forms or
modules

Expected Matching Gift

X = Reserved for client forms or
modules

Y= Reserved for client forms or
modules

R = Report FEED = Feed Process

Position 3: Ids the type of the
form, report, job or table

A = Application Form
= Base Table
= Called/List Form
=  Inquiry Form
= Process/Report
= Repeating Rules Table
= Temporary Table
= Validation
Form/Table/View

B = Property Tax None None
C = Courts None None
D = Cash Drawer None None
F = Finance A = Accounts Payable A = Application, Input, or

B = Budget Development

C = Cost Accounting

F = Fixed Assets

G = General Ledger

| = Investment Management
N = Endowment Management
O = Operations

P = Purchasing and
Procurement

R = Research Accounting

S = Stores Inventory

T = Table

U = Utilities

X = Archive/Purge

Update Form

B = Base Table

| = Inquiry Form

M = Maintenance Form

Q = Query Form accessed

from another form

P = Process

R = Rule Table
Repeating Table
Report or Process

V = Validation Table View
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Position 1: Ids the
primary system owning

the form, report, job or
table

G = General

Position 2: Ids the application
module owning the form, report,
job or table

E = Event Management
J = Job Submission
L = Letter Generation

O = Overall

P = Purge

S = Security

T = Validation Form/Table
U = Utility

W = Reserved for client forms or
modules

X = Cross Product

Y = Reserved for client forms or
modules

Z = Reserved for client forms or
modules

Position 3: Ids the type of the
form, report, job or table

A=Application Form

B=Base Table/Batch COBOL
Process I=Inquiry Form
O=0nline COBAL Process
Q=Query Form

R=Rule Table/Repeating
Table/Report/Process
T=General
Maintenance/Temporary
Table

V=Validation Form/Table/View

| = Information Access R = Financial Aid R = Report
S =Student

K = Work Management None None

L = Occupational Tax None None

and License

N = Position Control A=Application A=Application Form
B=Budget B=Base Table/Batch COBOL
C=COBRA Process
D=Benefits/Deductions I=Inquiry Form
E=Employee P=Process

H=Time Reporting/History
O=Overall

P=General Person
R=Electronic Approvals
S=Security

T=Validation/Rule Table
U=Utility

W=Reserved for client forms or
modules

X=Tax Administration
Y=Reserved for client forms or
modules

Z=Reserved for client forms or
modules

R=Rule Table/Repeating
Table/ Report/Process
V=Validation Form/Table

O = Customer Contact None None
P = Human A=Application A=Application Form
Resources/Payroll/Pers | B=Budget B=Base Table/Batch COBOL
onnel C=COBRA Process
D=Benefits/Deductions I=Inquiry Form
E=Employee P=Process

H=Time Reporting/History
O=Overall

P=General Person
R=Electronic Approvals
S=Security

T=Validation/Rule Table
U=Utility

W=Reserved for client forms or
modules

X=Tax Administration
Y=Reserved for client forms or
modules

Z=Reserved for client forms or
modules

R=Rule Table/Repeating
Table/ Report/Process
V=Validation Form/Table

Q = Electronic Work
Queue

None

None
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Position 1: Ids the
primary system owning

the form, report, job or
table

R = Financial Aid

Position 2: Ids the application module
owning the form, report, job or table

B=Budgeting

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

Position 3: Ids the type of
the form, report, job or
table

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 A=Application Form
C=Catalog B=Base Table
E=Support Services I=Inquiry Form
F=Registration/Fee Assessment P=Process
G=General Student Q=Query Form
H=Grades/Academic History R=Rule Table/Repeating
I=Faculty Load Table/Report/Process
K=Reserved for SCT International (UK) V=Validation
L=Location Management Form/Table/View
M=CAPP
O=OQverall
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

T = Accounts F=Finance Accounts Receivable A=Application Form

Receivable G=General Accounts Receivable I=Inquiry Form
O=Overall P=Process
S=Student Accounts Receivable Q=Query Form
T=Validation Form/Table R=Report
U=Utility V=Validation Form/Table
W=Reserved for client forms or modules
Y=Reserved for client forms or modules
Z=Reserved for client forms or modules

U = Utilities None None

V = Voice Response None None

X = Records Indexing None None

W,Y,Z = Reserved for None None

client-developed
applications built to co-
exist with Banner
applications
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P
Banner Basics and Navigation

e —
UNM-009

Function | Toolbar | Keystroke
Button Option

Next Field None Tab
Previous None Shift +
Ctrl +

Next Block ‘%,q] Page
Down

Previous Ctrl +

Previous
Record

N
D’j |
Next Down
B
4

Up Arrow
or Deere Shif + F6
Record —_—
record | B | ks
ot | e | g
S @ | e
oy | B |
%i”ecr‘;‘/' EZ__;_ Ctrl + Q
Rollback 3 Shift + F7

Commit

Exit

Save or G] F10
X Ctrl+ Q

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

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

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.

=) =)
& &S
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