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What is Banner?

Accessing Banner

Banner Interface

Form naming conventions

Accessing forms

Navigating within forms

Changing Personal Preferences

Available Banner Documentation & Getting Help

Exiting Banner
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We will take breaks approximately
every hour.

Please feel free to ask questions at any
time.
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WHAT IS BANNER?
(PG 1)

Data Administration Software
application (1.e big database of UNF records)

o

250 o0lFlasSR o6¢g2 WTEIl
Created by SunGard Higher Education (HE)
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(UNF Wings)
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process mandated by the state legislature In
2001 ¢ all institutions maintain own records
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Java Plugin download required irst time)

mywingstraining.unf.edu ¢ training
® Use anytime for practice
® Banner ID For training ¢ train01-75
® Password: csdtrain

mywings.unf.edu ¢ production

® Use in your real work setting

% ® ID and Password are your N# & chosen password
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8 types of forms, but only 6 mostly
used

Forms are either Setup or Day-to-Day

Setup -> Validation, Rule & Control
forms

Day-to-Day -> Application, Query &
Inquiry
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There IS logic to the Form names

/-characters long

Broken into 4 sections:
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naracter 1 ¢ determines

naracter 2 ¢ determines

naracter 3 ¢ determines
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FORM DESCRIPTION
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GUASYST PEAEMPL ROAIDEN
- General I HR/Personnel i Financial Aid
- Utility I Employee i Common
- Application I Application Functions
- System [ Employee i Application
I Identification
SFIWDRL FTMVEND
I Student I Finance
I Registration/Fee I Validation Form
Assessment I Maintenance
I Inquiry Form Form
I Withdrawal I Vendor
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BANNER INTERFACE
(PG 7-14)

Menu bar ¢ Windows menu to choose
commands

Title bar ¢cform & version information
Standard Toolbar ¢ icons for commands in INB
Direct Accessbarcad 0 KS D2 ¢2 o N
MainMenucd S NI A OFf YSydz
My Links Pane ¢ quick links to web and INB forms
AutoHint bar ¢ messages and hints for shortcuts
Status bar ¢ where you are in the form
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Direct Access

Main Menu
Navigation Window (F5)
My Links

Searching
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©Need to know the full
form name

©Type name In Direct
Access box and press
Enter.
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' 5:_5 General Menu GUAGMMIL
Go To... |F|'M'-.-'END| E| welco

[:IM!,I' Banner [%
‘Banner
_1student [*STUDENT]
B8] Financial [*FINANCE]
‘ZAHuman Resources [*HRS]
_IFinancial Aid [*RESOURCE]
_lGeneral [*GENERAL]
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Know form name but
Know the system S

[ student [*STUDENT]
[dFinancial [*FINANCE]

D ri I I d Own th ro u g h [JHuman Resources [*HRS]

Japplicant Administration [*HRSAPPLCNT]

Apiographic/Demographic Information [*HRSPERSON]

m e n US u nti I yO u fi n d E]1dentification [PPAIDENk]
B Employee Search Forn¥Employee, Applicant, COBR
the form. -
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©Move from form to
form without closing
others

©Press <F5> and type
T2NY VI YS
DOX.
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©Personalized links on
your main menu

©Links can be directly to
forms or to external
areas like websites.

ow2 SQf f LISNA 2
later in the course.]
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My Links

Change Banner Password

Check Banner Message

Fersonal Link 1

Fersonal Link 2

Fersonal Link 3

Fersonal Link 4

Personal Link &

Personal Link &
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menu?

Solution: Know how to use Wildcards

® % (percent sign) ¢ any number of unspecified characters

® _ (underscore) ¢ one occurrence of an unspecified
character

What will these search terms return?

® S% .
Ge't al | forms that start Wi

®  %Vendor%

. Get all forms with description containing the word vendor
) U%

Get all forms with U as the second character
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Where do we search?
Click the Object Search button on the Direct Access Bar.
The GUIOBJS form opens.

Use wildcards in the fields to find the form and press <F8>
to start the search. (Case matters)

UNF standard is Title Case for Descriptions.
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Each form may have specific ways to navigate
through it.

2 SQff O2OSNJ ASYSNIt yI gAa3l
throughout Banner

Most forms consist of blocks, which contain fields
and records.

There are many shortcut keys for navigating,
memorizing these will save you time. (pg. 88)
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Multiple Ways:

®  Click the Tab of the next Block

® Click the Next Block button

® Choose Block > Next from the menu bar.
®

Press CTRL + PAGE DOWN keys

Choose the way you feel most comfortable doing.

[ SG Q& LINI OGAOS 2y {D!{¢5bd
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Multiple Ways:

®  Press the TAB key.

® Choose Item > Next from the menu bar.

hyOS &2dz2Q0S I RgIF yOSR
recycle through them.

You can back up using SHIFT + TAB.
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Multiple Ways:

® Click Next Record or Previous Record button.

® Choose Record > Next or Record > Previous from
the menu bar.

® Use the ARROW keys on your keyboard.
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Fields that have search capability have a dropdown arrow.

To use the search, your cursor should be on the field, then
click the arrow.

LT GKS FASER 2yfteée |fttz2oa C
choose the value you need.

NOTE: Some forms let us search using techniques we saw
SFNX ASN) 4dzOK | a gAf ROIFINRaAG
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contains navigation options.

This is convenient for jumping to blocks within the form or
other related forms.

9ESNDAASY [ SGQa aSSsS 6Kl
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Rollback takes you to a previous area.

o LG A& bh¢ a! yR2¢d

NOTE: When you attempt to rollback in a form and
KISy Qi al SR OKFy3aSas Al
proceeding.

See page 32 for the impact Rollback has on particular form
types.
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Personal Menus/My Banner

Changing Personal Preferences

My Links
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Put the forms you use most often or the ones you always forget the name.

How to customize?

®  Double-click the My Banner folder.

® Double-Of AO1 a9VYLWieT {StSOG G2 odzZAf RO
®  Onthe GUAPMNU form

®  Double-click the forms you want to add to your personal menu and click
the Insert button.

®  Click Save.

[To add a form to My Banner when you are inside it, right-Of A O1 FyR a8§
(2 tSNR2Ylt aSydzos

HTTP:// WWW.UNFE EDU DEPT CPDT 3/23/2009



Allows you to establish preferred display options,
such as color scheme

How? Access by choosing File > Preferences
from Menu bar

Set your color preferences.

Set Personal Banner Menu as default.
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banner page.

Allows quick access to other sites and/or Banner
objects.

Can be used in addition to My Banner menu.

How to | set the links? File > Preferences > My
Links tab.
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Help Center ¢ allow pop-ups!!!

©
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Online Help displays Help Center help for the current open form

| St LJ aSydz 6tSdiQa alL1S | 2210
Ia)/.nallfni}cfkifelg %lf)ry is still available on certain form fields ¢ choose
Help ¢ Item Properties (info about a field)
Calendar
Calculator

O]

CPDT Website ¢ Camtasia Tutorials & documentation

©

Accessed from www.unf.edu/dept/cpdt

Departments at UNF ¢ see page 61
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http://www.unf.edu/dept/cpdt

To exit Banner ¢

©

Or

Simply click on any close button (X) located on
anywhere on the Main Menu

Choose File>Exit from Menu bar

wS LI & c'x,ééé éKéy alsS
exit Banner

HTTP:// WWW.UNFE EDU DEPT CPDT

R {2

3/23/2009

O



HTTP:// WWW UNF, EDU DEPT CPDT 3/23/2009



ADDITIONAL RESOURCES

Navigation Guide:
http://www.unf.edu/dept/cpdt/manuals/BasicBann
erNavigationManual.pdf

CPDT Website:
http://www.unf.edu/dept/cpdt

CPDT Course Catalog:
http://www.unf.edu/dept/cpdt/catalog.htm
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http://www.unf.edu/dept/cpdt/manuals/BasicBannerNavigationManual.pdf
http://www.unf.edu/dept/cpdt/manuals/BasicBannerNavigationManual.pdf
http://www.unf.edu/dept/cpdt
http://www.unf.edu/dept/cpdt/catalog.htm

CKFyl1a F2N FGOSYRAYy3IXL
http://www.unf.edu/dept/cpdt/evaluation.htm

Center for Professional Development
& Training

Bldg 10, Room 2427
620-1707

training@unf.edu

www.unf.edu/dept/cpdt
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