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CPDT

COURSE OBJECTIVES

 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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CPDT

A LITTLE HOUSEKEEPING

 tƭŜŀǎŜ ǎƛƭŜƴŎŜ ȅƻǳǊ ŎŜƭƭ ǇƘƻƴŜǎΣ ǿŜΩǊŜ 
ƻƴ ŀ ΨǉǳƛŜǘΩ ŦƭƻƻǊΦ

 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 (i.e big database of UNF records)

 ²Ŝō ōŀǎŜŘ ό¢ǿƻ ΨŦƭŀǾƻǊǎΩΥ Lb. ϧ {ŜƭŦ {ŜǊǾƛŎŜύ

 Created by SunGard Higher Education (HE)

 ! ǇŀǊǘ ƻŦ ¦bCΩǎ ƻǾŜǊŀƭƭ 9wt ǇǊƻƧŜŎǘ
(UNF Wings)

 ²Ƙȅ ǘƘŜ 9wtΚ  ! ǇŀǊǘ ƻŦ CƭƻǊƛŘŀΩǎ άŘŜǾƻƭǳǘƛƻƴέ 
process mandated by the state legislature in 
2001 ςall institutions maintain own records
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CPDT

ACCESSING BANNER

(PG 2)
 Java Plugin download required (first time)

 mywingstraining.unf.edu ςtraining 

 Use anytime for practice

 Banner ID For training ςtrain01-75  

 Password:  csdtrain

 mywings.unf.edu ςproduction 

 Use in your real work setting

 ID and Password are your N# & chosen password
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TYPES OF FORMS

(PG 3)

 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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FORM NAMING CONVENTIONS

(PG 5)
 There IS logic to the Form names

 7-characters long

 Broken into 4 sections:

Character 1 ςdetermines 

Character 2 ςdetermines

Character 3 ςdetermines

Characters 4 ς7 ς
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ñSystemò

ñModuleò

ñtype of formò

ñdescribes formò
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EXERCISE (REFER TO PAGES 4 & 5 

IN NAVIGATION GUIDE)

GUASYST
- General
- Utility
- Application
- System
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PEAEMPL
ïHR/Personnel
ïEmployee
ïApplication
ïEmployee

SFIWDRL
ïStudent
ïRegistration/Fee 

Assessment
ïInquiry Form
ïWithdrawal

ROAIDEN
ïFinancial Aid
ïCommon 

Functions
ïApplication
ïIdentification

FTMVEND
ïFinance
ïValidation Form
ïMaintenance

Form
ïVendor



CHAPTER 1 CHECKPOINT
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BANNER INTERFACE

(PG 7-14)
 Menu bar ςWindows menu to choose 

commands

 Title bar ςform & version information

 Standard Toolbar ςicons for commands in INB

 Direct Access bar ςάǘƘŜ Dƻ ¢ƻ ōŀǊέ

 Main Menu ςάǾŜǊǘƛŎŀƭ ƳŜƴǳ ǘǊŜŜέ

 My Links Pane ςquick links to web and INB forms

 AutoHint bar ςmessages and hints for shortcuts

 Status bar ςwhere you are in the form
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CHAPTER 2 CHECKPOINT
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ACCESSING FORMS

(PG 15)

 Direct Access

 Main Menu

 Navigation Window (F5)

 My Links

 Searching
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DIRECT ACCESS

(PG 16)

Need to know the full 
form name

Type name in Direct 
Access box and press 
Enter.
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MAIN MENU

(PG 17)

¦ǎŜ ǿƘŜƴ ȅƻǳ ŘƻƴΩǘ 
know form name but 
know the system

Drill down through 
menus until you find 
the form.
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NAVIGATION WINDOW ðF5

(PG 18)

Move from form to 
form without closing 
others

Press <F5> and type 
ŦƻǊƳ ƴŀƳŜ ƛƴ άDƻ ¢ƻΧέ 
box.
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MY LINKS

(PG 18-19)

Personalized links on 
your main menu

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

ώ²ŜΩƭƭ ǇŜǊǎƻƴŀƭƛȊŜ ǘƘƛǎ 
later in the course.]
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SEARCHING FOR FORMS

(PG 19)
tǊƻōƭŜƳΥ  5ƻƴΩǘ ƪƴƻǿ ǘƘŜ CƻǊƳ /ƻŘŜΚ  /ŀƴΩǘ ŦƛƴŘ ƛǘ ƛƴ ǘƘŜ 
menu?

 Solution: Know how to use Wildcards

 % (percent sign) ςany number of unspecified characters

 _ (underscore) ςone occurrence of an unspecified 
character

 What will these search terms return?

 S%

 %Vendor%

 _U%
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Get all forms that start with ñSò

Get all forms with description containing the word vendor

Get all forms with U as the second character
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USING OBJECT SEARCH

(PG 20)

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)
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NAVIGATING WITHIN FORMS

(PG 24)

 Each form may have specific ways to navigate 
through it.

 ²ŜΩƭƭ ŎƻǾŜǊ ƎŜƴŜǊŀƭ ƴŀǾƛƎŀǘƛƻƴ ǘŜŎƘƴƛǉǳŜǎ ǳǎŜŘ 
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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MOVING BLOCK TO BLOCK

(PG 24)

 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.  
[ŜǘΩǎ ǇǊŀŎǘƛŎŜ ƻƴ {D!{¢5bΦ
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MOVING FIELD TO FIELD

(PG 25)

 Multiple Ways:

 Press the TAB key.

 Choose Item > Next from the menu bar.

hƴŎŜ ȅƻǳΩǾŜ ŀŘǾŀƴŎŜŘ ǘƘǊƻǳƎƘ ŀƭƭ ǘƘŜ ŦƛŜƭŘǎ ƛƴ ŀ ōƭƻŎƪΣ ƛǘ ǿƛƭƭ 
recycle through them.

You can back up using SHIFT + TAB.
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MOVING RECORD TO RECORD

(PG 26)

 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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SEARCHING FIELDS WITHIN A FORM

(PG 26-27)

 Fields that have search capability have a dropdown arrow.

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

 LŦ ǘƘŜ ŦƛŜƭŘ ƻƴƭȅ ŀƭƭƻǿǎ ŎŜǊǘŀƛƴ ǾŀƭǳŜǎΣ ȅƻǳΩƭƭ ǎŜŜ ŀ ƭƛǎǘ ŀƴŘ 
choose the value you need.

 NOTE: Some forms let us search using techniques we saw 
ŜŀǊƭƛŜǊ ǎǳŎƘ ŀǎ ǿƛƭŘŎŀǊŘǎΦ  [ŜǘΩǎ ǘǊȅ ǘƘƛǎ ƛƴ ¢{!59¢[Φ
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THE OPTIONS MENU

(PG 30)

 ²ƘŜƴ ȅƻǳ ŀŎŎŜǎǎ ŀ ŦƻǊƳΣ ȅƻǳΩƭƭ ǎŜŜ ǘƘŜ hǇǘƛƻƴǎ ƳŜƴǳ 
contains navigation options.

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

 9ȄŜǊŎƛǎŜΥ  [ŜǘΩǎ ǎŜŜ ǿƘŀǘ hǇǘƛƻƴǎ Ƙŀǎ ƛƴ ¢{!59¢[Φ
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ROLLBACK

(PG 31)

 Rollback takes you to a previous area.

 Lǘ ƛǎ bh¢ ά¦ƴŘƻέΦ

 NOTE:  When you attempt to rollback in a form and 
ƘŀǾŜƴΩǘ ǎŀǾŜŘ ŎƘŀƴƎŜǎΣ ƛǘ ǿƛƭƭ ŀǎƪ ǘƻ ǎŀǾŜ ōŜŦƻǊŜ 
proceeding.

 See page 32 for the impact Rollback has on particular form 
types.
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CHAPTER 3 CHECKPOINT
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CUSTOMIZING BANNER

(PG 33)

 Personal Menus/My Banner

 Changing Personal Preferences

 My Links
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MY BANNER

(PG 33)
 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-ŎƭƛŎƪ ά9ƳǇǘȅΤ {ŜƭŜŎǘ ǘƻ ōǳƛƭŘΦέ

 On the 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-ŎƭƛŎƪ ŀƴŘ ǎŜƭŜŎǘ ά!ŘŘ 
ǘƻ tŜǊǎƻƴŀƭ aŜƴǳέΦϐ
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PERSONAL PREFERENCES

(PG 41)
 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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MY LINKS

(PG 43)

 άaȅ [ƛƴƪǎέ ŀǊŜ ŘƛǎǇƭŀȅŜŘ ƻƴ ǊƛƎƘǘ ǎƛŘŜ ƻŦ Ƴŀƛƴ 
banner page.

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

 Can be used in addition to My Banner menu.

 How to I set the links?  File > Preferences > My 
Links tab.
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GETTING HELP

(PG 48)
 Help Center ςallow pop-ups!!!

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

 IŜƭǇ aŜƴǳ όƭŜǘΩǎ ǘŀƪŜ ŀ ƭƻƻƪύ

 Dynamic Help Query is still available on certain form fields ςchoose 
Ψ.ŀƴƴŜǊΩ

 Help ςItem Properties (info about a field)

 Calendar

 Calculator

 CPDT Website ςCamtasia Tutorials & documentation

 Accessed from www.unf.edu/dept/cpdt

 Departments at UNF ςsee page 61
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EXITING BANNER

(PG 61)
 To exit Banner ς

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

Or

 Choose File>Exit from Menu bar

 wŜǇƭȅ ά¸Ŝǎέ ǿƘŜƴ ŀǎƪŜŘ ǘƻ ŎƻƴŦƛǊƳ ƛŦ ȅƻǳ ǿƛǎƘ ǘƻ 
exit Banner
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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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THE END

¢Ƙŀƴƪǎ ŦƻǊ ŀǘǘŜƴŘƛƴƎΧǇƭŜŀǎŜ ƎƛǾŜ ȅƻǳǊ ŦŜŜŘōŀŎƪΥ

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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