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Banner Training
Class 1: Banner Foundations Overview
1. Overview —page 3
A. Accessing Banner — page 3
e on campus vs off campus
B. About Banner— page 4
e System of Record
¢ Relational database
e Self-service vs Banner forms
C. Navigating Banner— page 6
e Menu Bar
e Tool Bar
e Function keys
D. Banner Modules and naming conventions— page 8
Banner instances: Prod, ProdCopy, PreProd— page 8
F. Accessing information via Banner forms— page 9
e Hierarchical menu
e Go To field
e Go To via F5 key
e Options menu key (from within a form)
e Site map
G. Navigating Banner forms— pages 11-19
e Parts of a form
e Key Block vs Information Block
Blocks, fields and records
Moving between blocks and records
Tables and how to access them
e Closing Banner windows
e Taskbar icons and how to return to Banner window
e Job Submission: Parts of a Report form
e Parameter set
e Printer Control
e Parameter values
e Submission
e Review output
e Import .lis/.txt file into Excel
e Extract Data with Key or No Key
H. Performing Searches and Queries— pages 20-21
e Searching (including wildcards/%)
e Query-Enter vs Query-Execute
e Fetch Next set
e Count Hits

m



2. Banner Help— pages 21-24

e Online Help

e Dynamic Help
e Bookshelf

e Site Map

e Custom documentation in my.Fairfield portal
e The Commons http://www.edulworld.org/Commons/
3. Tips & Tricks— pages 25-28
e Shortcuts to recently accessed forms/reports -- up/down arrows on keyboard or File menu

pull-down.
e My Banner menu
e My Links

e Preferences (to change screen color)
e Quickflows
4, Appendix A: Form Naming Conventions— pages 29-37


http://www.edu1world.org/Commons/

Banner Foundations Overview

Overview
A. Accessing Banner:

Accessing Banner from on-campus

e Open anew browser and go to http://my.fairfield.edu. Login using your NetID and
password.

e From the Employee Tab, select Banner Tools to see the following screen. Choose the “Banner Main
Menu” link. Or, you may click on the “B” icon in the QuickLaunch Navigation.

Fairfield

UNIVERSITY

Home | Student¥ | Services¥ | Faculty™ | Employee ¥ | Library | News and Events | Directory | Site Map

v QuickLaunch Navigation

Banner
L LaunchPad
Banner Instances
% Em\hgﬁe Mentor  Banner Mote: Not all employees have access to the Banner Main Menu. If you do not have this

V access, clicking on the Banner Main Menu link below will present an error message.
‘.Q ~ Please use the screens under the Employee and Faculty tabs to access your
personal Banner information. If you require access to the Banner Main Menu, please

Lirary contact your supenisor. If you are off-campus. you MUST be logged into VPH.

Please do not open Banner sessions from StagWeb and my.Fairfield at the same
Bmail time.

B Banner Main Menu -
Banner

e You will ONLY see the following screen the first time you access Banner from my.Fairfield.edu, or if you
change your Banner password. (Please note that your Banner username may be different than your

NetID). m Bt e e e P-as
K e 2 * .o e e Sl S S o - — e o 5
Eie [ fww Frome Jesh Hep
2a dh Swcomtyn. [ Bomrs Wk 813 . =5 FcitinsLagin ] my-dev ot 5] Sttt Sacom g ] Loge - Bdicton Chang... [ STAGWER (] SHEX: MOTHAA. ] ATIST MOTHAA B E - bge Sl Tk @

Oracle Fassword Prompt

Accessing Banner from off-campus

In order to access Banner from off-campus, you will need to use VPN to connect to our
network first. If you are interested in this option, please contact Help Desk for the latest
instructions on using VPN. Once you are connected to the Fairfield University network via
VPN, you may login to Banner via the my.Fairfield portal per the above steps.


http://my.fairfield.edu/

B. About Banner

Banner is the University’s single System of Record, housing student, staff, alumni, and financial records
in a unified, secure environment. Banner is a vast, relational database where data is stored in different
modules (student, alumni/advancement, finance, financial aid, human resources). Since the database is
relational, this means that data can be accessed across modules. Banner is a Student Information
System, “SIS”, and also and Enterprise Resource Planning System, “ERP”. Banner information can be

entered or viewed in two ways:

Banner Self Service: Banner Self Service enables access to certain commonly-used Banner

information via a streamlined web interface. Banner Self Service is available via the “Self Service
Links” tab in my.Fairfield.edu as shown below:

=]
ITS4U Help |

UPDATE CELL PHONE # ‘h

Self Service Help

Student Main Menu

Faculty Main Menu
Employee Main Menu
Financial Aid Main Menu
Finance Main Menu
Alumni & Friends Menu

return to Self Service
dashboard

Banner Self Service offers personalized information by displaying
horizontal tabs of categories to which each user is uniquely
permissioned in the Banner system. The active tab appears dark
blue, and the other available tabs appear gray. There is also a
Search box, where a keyword can be entered to display categories
associated with key words. Note: spelling must be correct

Explore the Banner Self Service map below to familiarize yourself with this layout and functionality

g

Search—type a
keyword and click

Carger Opportunities

Becoma s carwer advisch Update your carser sdvisod pinfile) Fnd s career sdvinny:

LAY Support

Jppartunities

Persanal m Advancement
Information Officers

[8a]

Ford n clansmifu: Updabe your winemnk growp prefdan LUpdats youwr permasal maddeg bal Kaiprd b o surawy: Sard o claan netei R paur drectony prodia

“Go” to display Alumni and Friends
associated

commands with the Conmunicaions
keyword.

wing himtnry) Add » pladge: Maks s donaton on

Ve i weiedile yinsd ritetliad ibfa Al

Tabs=you will view only those tabsto which
you are permissioned. Click any Tab Heading
to display itsmain menu.

Exit - avoid clicking.
Must log out and
then log backinto
M regain access.

v

Student Financlal  Faculty Employee
Aid Services

RETUSN TO MERL SITE

T~

Site Map—clickto
view full list of menu

items

Saarch for wrplerymant opportundan ) Revaw or poal wepioymant cpporbunie.

Puriisuil bafirsition | smplirprr

farmh [

Pl UG our Cradt caed.

Valt
/ Baiisa :
RELEASE: 8.5,2

Menus-when items are clicked, leadsto an
information window, an action window or a
submenu of additional commands.

e Leitads

e
HELEASE] B3




e Banner forms: The Banner system is built on a series of ‘forms’ that display data for inquiry,
modification or reporting. Banner forms are also available via the my.Fairfield.edu portal, as shown
below:

v QuickLaunch Navigation | =~ [& [ ¢

£ LaunchPad

= B3

Explore the Banner Main Menu as seen when Banner is accessed via Banner Forms:

& e st b Developer Forms Busdiene - Weh -l]“.!l
fils Edit Qptons Qlock | jecard Query Joals Help S ™7 TIGHER EDUCATION
(0B 24k W W e | @l L]E!] ﬁh* 14 (‘“ X <+—Toolhar
| GoTo...| ] Welcome, Jeff Colebum, f,v Products: | v menu | site Map | Help Canter
i . =
ILJMI.! Banner ‘\“‘-\-\ g — My Links
[ _dBanner Go To Eield Product Links

_IStudent Change Banner Password

~advancamant Check Banner Message

I Finance

. Parsonal Link 1

uman Resources . My Links Canvas
- . | Link
_llnnm:ial Aid Mierarchicil Personal Link 2
e neral Menu Parsonal Link 3

JDocument Managemeant Suite
1 %raanal_yr& S

Personal Link &

Personal Link 6

My Institution

BUNGCANRD MOMER FDUCATION

Banner Broadcast Messagas
Broadcast

Auto Hint/Status Message Canvas

Press ENTER 10 start selechon or spand/colapse meny
_Record: 11 | | | | | «OSCs




C. Navigating Banner: The Banner system utilizes a Menu Bar, a Tool Bar with icons, and keyboard
function keys for navigation. All three of these navigational options provide the same functionality, but
offer choice to users based on preference. Explore the three methods of navigating Banner below:

e Menu Bar (File-Edit-Options-Block-ltem-Record-Query-Tools-Help)

| £:| Oracle Fusion Middleware Forms Services: Open » SPAIDEN
File Edit Options Block |tem Record Guery Tools Help

File-Contains standard Banner functions *includes Preferences

Edit-Contains standard Edit functions (cut, copy, paste)

Options-varies from form to form. Same as right-clicking on a blank section of a form.
Block-moves from one block to another

Record-moves from one record to another

Query-used to search the database based on specific criteria

Tools-used to access BDMS (scanning, etc) and Workflow

Help-accesses help, as explained below

When using the Menu Bar, you may also combine the ALT key with the first letter of the menu item
to launch the command:

ALT-E ALT-B ALT-R ALT-T
I I I I

File Edit Options Block ltemm Record Query Tools Help

I I
ALT-F ALT-O ALTH ALT-0 ALT-H

e Tool Bar- The Tool Bar offers iconic versions of the same commands provided by the Menu Bar.

Hovering the cursor over an icon will display Bubble help, which is a description of the icon Eavi

INSERT PREVIOUS PREVIOUS ENTER  CAMNCEL PRINT WORKFLOW
ROUBACK  RECORD RECORD BLOCK  OUFRY  QueRy I VAN
RYE EARE Y7 REN Q2 BB D@ ¢ &P ¢ X
| | | | | I | N | |
SAVE SELECT  REMOWE  NEXT MEXT EXECUTE BANNER BDMS ONLINE EXIT
RECORD RECORD BLOCK QUERY MESSAGE HELP



e Function keys (keyboard combinations that provide commands to Banner)
esc Fil F2 F3 F4 F5 F6 F7 F8 F5 F6 F F8 s fou foom | @ @ @
‘ol @ # s % A & * ( ] i + — Insert home pg up mam f * r
< 2 3 4 5 6 7 8 9 0 - E backspace g
tab Q W E R T Y u | (0] P { ] | oo U o P on 7 8 9 *
= [ g4 & |
caps A S D F G H J K L : +— enter 4 5 6
; < >
shift Zz X Cc \' B N M = = ? shift A 1 2 3 i
t ’ . end A% pa dn
ctrl ” alt alt a B ctrl < gV > 'O “
KEY Esc Tab F1 F2 F3 F4 F5 F6 F7 F8 F9 F10
Duplicate Duplicate Go To Insert New Execute Search
Cancel Next Field Help Fieldfitem Record Record Enter Query Query (LOW) Save
Previous Count Query Remove Clear Form
Shift Field Display Emor Hits Clear Record| Clear Block Record & Rollback Print
Ctrl Next Field | Show Keys
Space Bar in Check Box
KEY Page up | Page Down| Up Arrow [Down Arrow| Left Arrow | Right Arrow Q Fld Left Mouse Double Click
Previous Prev. Radio | Next Radio On date field=Calendar

Record Next Record Button Button Toggle On/Off On amount field=calculator|

Shift Dynamic Help
Previous Exit or

Cirl Block Mext Block Cancel




D. Banner Modules:

There are literally hundreds of different Banner forms, each uniquely named according to a naming
structure, and each permissioned specifically based on job function or role within the University. See
the table below which outlines how the first letter of the form name applies to different University

areas:
Name begins with Module Information contained in Module
A Advancement Gifts, promised commitments, activities
E BDMS Scanning Used for online document storage/retrieval
F Finance Budgets, chart of accounts, purchasing
T Accounts Receivable Student billing, tuition, fees, charges payments
G General to all People, demographic data, vendors, menus
PorN Payroll / Human Resources / Budget Salaries, checks/benefits, positions, job history
R Financial Aid Calculates awards, places credits on student
accounts
S Student Courses, enrollments, terms, grades, applications,
student profile

NOTE: See Appendix A for further details on naming conventions

Module Interactions

E. Banner Instances: At Fairfield University, we have three different instances of Banner as follows:

® Banner Production — used for “live” real-time data and for most daily work
® Banner ProdCopy — used for testing and some reporting. This is a copy of yesterday’s data

® Banner PreProd-used for testing and development of new applications.




F. Accessing information via Banner forms: There are six ways to access Banner forms as
follows:

e Hierarchical menu from Banner Main Menu (expand or close folders of forms). The Banner
Main Menu displays a folder structure, where each folder contains the forms available to the user who is
logged in. Each folder can be expanded or closed by clicking the folder to toggle.

_| My Banner
TIP: Notice that FOLDERS of forms

are annotated with a star *. Forms
do not have a star notation

_iBanner
4 Student [*STUDENT]
_l Course Catalog [*CATALOG]
_1Class Schedule [*SCHEDULE]

= General Person [*PERSON]
(2] General Person Identification [SPAIDEN]
2 Address Summary [SOADDRG]
[2! General Person Telephone [SPATELE]
2 General Person [SPAPERS]
2 Person Comment [SPACMNT]
2l Emergency Contact [SPAEMRG]
2l General Medical Information [GOAMEDI]
2 Hold Information [SOAHOLD]
(2 Person Appointments/Contacts [SOAAPPT]
2 Athletic Compliance [SGASPRT]
[2] Athletic Compliance Inquiry [SGISPRT]
2l Mass Entry Athletic Compliance [SGAMSPT]

e “Go To” field from Main Menu use arrow keys to display previously opened forms, or enter
the name of the form directly into the Go To box and press enter

Go Tu.._| [E|

e “Go To” by using the F5 keyboard hotkey to display the “Go To” field from another form



“Options” Menu key to show forms that are available from within a form. This will show forms

that are related to the current Banner form.

ti

Current Identification
Alternate Identification
address

Telephone

Biographical

E-mail

Emergency Contact
Additional Identification

Current

System Data Summary
Common Matchings

Appointments and Contacts

E;l:lracle Developer Forms Runtime - Web: Open > SPAIDEN

| Person

File Menu (shows list of most recently accessed forms)

& oracle Developer Forms Runtime - Web: Open

MICE Edit Qptions lock Jtem Becord Query Tool:
DRirect Access
Qbject Search
QuickFlaw

Eollback
Save
Refresh
Print
Exit

Exit Banner
Return to Menu
Preferences

1. STVACTP Activity Type Validation

2. GUALIPRF Genaral User Prefarancas Maintana
3. §TVACCG Activity Category Validation

4. SPAIDEN General Person Identification

6. GOADSTE Wizard Step Setup Application
7. SLARLISE Housing Room Query

8. GEIATTD Function Attendance Inquiry

9. GTVZIPC ZIP/Postal Code Validation

10. GLROBIT Object Definition Rules

Tools Help

5. GOAIDEN Person Search —_—

Site Map (provides a listing of Banner Menu groupings)

Name of
form here

Related
forms
here

ORACLE’

D Welcome, Jennifer Langlais.

Stores Inventory

Purchasing and Frocurement
Acocounts Payable

Budget and Position Control
Fixed Asset

Endowment Management
Accounts Receivable

Advancement Human Resources
Empty; Select to buid. Advancement Individual Electronic Approvals.
Advancement Organization Human Resources Administration
Student Membership
Accounts Receivabie Prospect Aid
Acadenic History Designation Financial Ad Common Functions.
Student System Management Salicitor Organization
Student Administration Campaign
Informaton Access Fledge
Popuiation Selection Giftand Pledge Payment
Accounts Receivable Event Management
Aeadenic History Advancement QuickFlow
Student System et
‘Student Administration External Dats Load and Extract
Information Access
Population Selection FEinancial
General Ledger
Finance Operations

General

Job Submission

Population Selection

Letter Generation

General Internatonal Management
System Funcions/Administration
Event Management

General Web Management
Business Rule Buider

Student

Student

Student

Student

Student

Select to ses more General on Menu

Document Management Sui

BDMS Appication Vaidaton

BOMS Document Type Vaidation
BOMS Document Type Vabdation
BDMS Document Type Vabdation
BDMS Document Type Vaidation
BDMS Document Type Vaidation
BOMS Document Type Vaidation
BOMS Document Type Vabdation
BDMS Document Type Vabdation

~ My Links

Change Banner Password
Check Banner Messages
Fersonal Link 1
Personal Link 2
Personal Link 3
Fersonal Link 4
Personal Link §

Personal Link B

Wy Institution

SUNGARD HIGHER EDUCATION

10



G. Navigating Banner Forms:

e Blocks, Fields, Records and Tables: A Banner form contains a logical layout of related
information as shown below. The layout contains records, fields and blocks. A block contains
sections of related information. A block may be enclosed in a beveled box with a colored border
(usually gold or dark blue). A Key Block is where you start on a form. An Information Block contains
the detail related to the Key Block. Fields are labeled spaces within a block, usually where
information is entered into. A record is a group of fields that make up a logical unit (for example, a
person record is made up of several fields: Last Name, First Name, Middle Name, Birth Date, Change
indicator, Type)

& ovacle Developes Forms Runbime - ¥ebs Dpen > SPAIDER =10 =]
File Edit Options Block Them Record Query Tools Help powwEd by ﬁwﬁ.r.ior_:gmnou
(D () 18 <E B & %W R S B S g kR I X [
!'EEIJ'EEI'IE'I'-E| Persan [dentificatian SPAIDEN B0 (DI ET] i i r i r s aoe e e e ie i e e o e R e T e eI e e e T R e e T e
I [zi0005506 |7 Abbe, Anthony Generate 10 |5 KEY block
m Atemate [dertification Addrass Telpphone  Biographical E-mail Emergency Contact Addiional [dentification
Separate
blocks are io: BEEEEER  Neme Tyoe -l Information block
shaded in Person 10 and Mame Seurce
blue, notice Last Namer i * [ Last Update
how they First name: lanthaomy 4|
S — User: SA15USR * * Is an
are Prefix: Hr. * Activity Dabe: [11-DEC-1905
outlined suffl Origin:  [SPAIDEN example of
. Preferred First Mames: f |d
W|th d g0|d Full Legal Mame; arte
border
Original Creation
Mon-Person s
— | * = Create Dabe;
: Currant el Allon numhar, Ui‘BITmBTO unange. i
ThiS ShOWS Recard: 11 | 1 | | =0BG- J
Record _—7
number

To navigate between blocks, use the Next Block or Previous Block toolbar icons:

Next Block

Previous Block

To navigate between records, use the Next Record or Previous Record toolbar icons:

Previous Record

=)

Next Record

11



e Tables: ATableis a collection of data for a particular field. In this example below, table STVSUBJ
shows a list of potential course codes:

Find|%

Diescription WHE s Activite Date -

: [ o D2-hAR-1994 -
ACF Film - Australia 0E-JUL-2004
AE Applied Ethics O3MAAR-1994
AEM Ethics - UC Micaragua 29-hAAR-2010
AGR Agriculture - UIC AP 0a-JUM-2006
AH Art History 15-FEB-19495
AHF Art Histary (Florence) 18-A1L1G-1994
AHFL Art Histary - Florence -QIP 18-MOYV-2013
AHHF Art Histony (Florence) 23-JAR-2003
AHME Art Histary ivelhourne) 04-haAR-2003
AHMN Art Histony - Micaragua 12MAR-2013
AHP Art Histary -JC Perugia 29-JUL-z2002
AHPA Art HistiPerforming Arts Flor Z28-APR-2003
AHR Art History (Russia) 18-ALIG-1599
AHW Art History dffroxtom 16-FEB-2000
Al Asian Studies O3hAAR-1994

ARGA Anatomy-Galway 20-SEP-2013 I/\\r —

(Bma) (Lo | [gance)

To see the values in a table, click on the arrow beside a field. If there is a table associated with that field, it
will appear:

%3 Basic Course Information SCACRSE 8.5.3.1

Subject: [7

Course Title:



e Closing Banner Windows - Which “x” do | use?

1en > SPAIDEN

iy Tools Help

@B & & QR T

Use this “X” to Exit out of a Banner
window. If from the home screen it will
close your Banner session.

Use this “X” to close out of the current
Banner form/window and return to the
Main Menu. Can also be used to minimize

a window.

e Taskbar icons - How do | return to the last Banner window | was using?

Banner sessions will typically open several tabs in your internet browser name “Oracle Fusion
Middleware Service” that may appear like this:

- Mozilla Firefox

| iy Banner Tools - my.Fairfield X | [} Oracle Fusion Middleware Forms Serv... | [} Oracle Fusion Middleware Forms Serv... % | +

Please disregard these tabs. To return to the last active Banner window that was being used, look at the bottom
on your computer screen in the taskbar, and click on the java icon, as shown below:

This java icon will display the last active Banner window.

13



e Job Submission-Parts of a Report form: Reports in Banner can be accessed on-demand
via Banner forms. The report form is similar to an inquiry or modify form in that it contains blocks,
fields and tables. Additionally, report forms contain parameter sets, and blocks called Printer

Control, Parameter Values, and Submission.

Parameter Set: E

Printer Control

Printer: | E Special Print: Lines: Submit Time:

Parameter Vfalues %
Mumber Parameters Values

- -

|»

T

Submission

[ Save Parameter Set as Mame: Description: ' Hold ® Submit

e Parameter Set: When parameters are used in a report, they can be saved in a named

set. For example, if a report is run weekly using the same parameters, the parameters can
be entered once, and by checking “Save Parameter set as” and naming it in the Submission

block, the named set will be available by clicking on the E in the Parameter Set field.

e Printer Control: The Printer Control block is where a printer can be selected for output

by clicking on the E Or, if the report is to be saved to a file, the word “database” can be
typed in the Printer field instead. The word “DATABASE” must be entered in all caps or all
lowercase. Do not mix cases (e.g. “Database” will not work)

e Parameter Values: Parameters are specific selection criteria for your report. Each

parameter has a number and a description. The parameter values are a powerful part of the
report. See more detail on this section, below:

14



C

Parameter ¥Yalues

Number Parameters Values
o N
[ Acve or Registered Only R -
@) [eme] [
E |Le‘.fel code |
03 [Colege code |
’E ‘ﬁ{:ademic year ‘ i
05 [Maior cote |
E ‘Minor code ‘
R | :
LENGTH: 6 TYPE: Character O/R: Required M/S: Single
Please enter the term code in the format YYYYMM.
\
\ 4

This section provides help text for the

parameter and will indicate if the
parameter is required

The drop down arrow provides a table of
values associated with the parameter to
choose from.

e Submission: The Submission area is where you can save/name a parameter set. To submit a report,

click on “Submit” and then on the “Save” icon =l in the Toolbar.

Submission

[ Save Parameter Set as

Name: Description: ' Hold (ﬁSubmil )

e Review Output: If ‘database’ was selected for your report, the data for your report was saved in

your Banner home directory. To access this saved data, click on Options-Review Output after submitting

and saving your report.

mglcck [term Reco

Enter Farameters Values

| Enter Submission Options
Review Cutput [GJIREWVO]

Next, press F9 to LIST your output, OR click on the drop-down arrow to the right of the File Name box to
display your output. Note, the report may not immediately appear due to the time lag it takes to
process. Please press F9 after 30 seconds to 1 minute.

File Mame: | I L
2i

15




Multiple files may be displayed. The file that will be needed is a .lis file. The most recently generated file

will be at the bottom of the list shown and will most likely be the output that you are looking for.
Double click on the file and then select File > Save and the file will be saved in your internet browser.

From your internet browser, you can then click File>Save As to save the file as a .txt file. Be sure to note

where you are saving the file, and to select .txt as the File Type.

Next, open your Excel program first. Then, click File > Open, and browse to where you saved the .txt
file. Be sure to search for “ALL” file types.

EW
e All Excel Files

Excel Files

All' Web Pages

XML Files

Text Files

All Data Sources

Access Databases

Query Files

dBase Files

Microsoft Excel 4.0 Macros
Microsoft Excel 4.0 Workbooks
Waorksheets

Workspaces

Temnplates

Add-Ins

Toolbars

SYLE Files

Data Interchange Format
Backup Files
OpenDocument Spreadsheet

[An B olEilc

[ Open |v] ’ Cancel

You will be prompted by Excel to ‘delimit’ your data. Most Banner reports will need to be delimited by

“TAB”. If you are opening data from a custom report like SZRDISK, you may also need to select
‘COMMA’ as an additional delimiter.

Complete the Excel Import Wizard and format the report as desired using Excel. When the report is
formatted, be sure to click File > Save As and save the report as File Type= Excel Workbook.

16



OR:

Extract Data Key/No Key: Some (not all) Banner forms are able to be extracted to

Excel. Typically, Banner forms that have multiple block areas cannot be extracted to Excel because of
their complexity. To find out if you can extract data from a form, hit “Help” while you are in the form

and look to see if either “Extract Data with Key” or “Extract Data No Key” are enabled. You then pick the

one that is enabled and you will be able to extract your data to Excel. Usually, “Extract Data No Key” is
enabled, meaning that the data will be extracted without the Key block (top block area in a form). The
data on the form will be extracted to columns. To include the column headings, you will need to edit

your preferences first as shown below:

To include column headings in your extract:

From Banner Main Menu: Select “File”, “Preferences”, or type in GUAUPRF in the direct access box

| £| Oracle Fusion Middleware Forms Services E‘E‘g
File Edit Options Block ltem Record Query Tools Help ORACLE
=] IBEEER BT =2 | B FE I SFh <k 4@ @00 X

"8 Panaral Mani C1ACKMNIL 649 (PROD) - Tuesday, July 23, 2013 - Last login Friday, July 19, 2013 08:02:03 AM

64 To...[| GUAUPRF [*] [welcome, Janice Freddino.

Products: B Menu | Site Map | Help Center

D wry-sszmme My Links

‘- Banner
(1 Student [*STUDENT] Change Banner Password
() Advancement [*ALUMNI] Check Banner Messages
i 2
[JFinance System Menu [*FINANCE] Personal Link 1

[1Human Resources [*HRS]
[_IFinancial Aid ["FRESOURCE]
1 General ["GENERAL] Personal Link 3

Personal Link 2

Personal Link §

[JDocument Management Suite [*BDMS] Personal Link 4 |

Persanal Link & I
r 3 - — - - Bl 3 i
| £/ Oracle Fusion Middleware Forms Services - » - - — — — =

k Iltem Record Query Tools Help ORACLE

I & BB S & 2@ 01X

[, July 23, 2013 - Last login Friday, July 19, 2013 08:02:03 AM
ce Fraddino. Products: E Menu | Site Map | Help Center

Ny Links

Refresh Change Banner Fassword

|| Erint Check Bannar Messages

| Exit
Exit QuickFlow Personal Link 1

Persanal Link 2

I Preferences I Personal Link 3
|| 1. GUAUPRF General User Preferences Maintenance Personal Link 4
| Personal Link &
|
i Personal Link 6

17



In the “Data Extract” block at bottom, click on the checkbox “Include Header Row in Data Extract” and hit

F10 to Save.

| 4 Ovacte Fusian Meddleware Foems Sevices: Open » GUALIPRE - =

Ede Eon Optons Bocc fem Becor Guery

Toos Help

=
ORACLE

Display Options. User Interface Color Settings
[ | [ 1
| + Display Form Name on Title Bar Description. Erter the RGO color code 1ar non KON budons. = ]
Detault Valu.  [r04g20an158 i
t + Diapiiny Form Mami on Menu
f User Value rEHGIHB 1SS | 4
] ¥ Dinptay Retssy Number on Tilk Dar r ]
Descriplion [Erine tha AR color code 4ar s carmvas i\
i ¥ Dispiay Databass Instance on Tite fRar Default Valun:  [rPEEgIRERIEE (]
t ;
| User Valuu: (265 2E5Z5E = f
i Alert Optinns !
il T : =sior snde tar sode ]
il | Promes Betore Exiting Banner Detauit vatue: ([ |
t
2 Display Addmionsl Confidential Warning uservae: [ - |
t -
; i o ke o e ueu IR CAAE i
f 7 D " ng Description .I-nwlhnﬂ.-ncl cxie for e n ]
{ Dedault Valup: FPHEQTHENTSES .
f - r |
! + Display Duplicate SSHSINMIN Waming User Vaue: ZBBQZEBNZEN =
]
f Dhata Extract ookt caxde o e xasg carnem
| - Default Value: rPGEFHETGEE |
! I I UserValup-  [rohGahEOTEG = =
| % i
Chick ko include header row in Be dala eadract | | i
| Reco 11 || | | =osc= g |

After the save, the hint line at the bottom of the screen will indicate your preference has been saved:

| £:| Oracle Fusion Middleware Forms Services: Open > GUAUPRF

mﬁlg

File Edit Options Block |tem Record Query Tools Help

ORACLE’

BOEEHEAEBE BT BEXE @& R

"% General User Preferences Maintenance GUAUPRF 8.0 (PROD)

Directory Options My Links Menu Settings

[T (2@ 01X

LDAP

Display Options

User Interface Color Settings

I+ Display Form Name on Title Bar Description:

v Display Form Name on Menu
User Value:

¥ Display Release Number on Title Bar
Description:

v Display Database Instance on Title Bar

User V¥alue:

Alert Options

Description:

v Prompt Before Exiting Banner

. - . . User V¥alue:
v Display Additional Confidential Warning

D iption:
v Display Additional Deceased Wamning escription

v Display Duplicate SSN/SIN/TIN Warning

User Y¥alue:

Data Extract Description:

Default Value:

Default Value:

Default Value:

Default Value:

|Enter the RGB coler code for non iconic buttons.
[r204g204b153
[r204g204p0153

|Enter the RGE coler code for the canvas.
[r2650266b266
[r2550255b255

Kl

|Enter the RGB coler code for code/description prompts.
rOg0b0
M

|Enter the RGB color code for the menu links canvas.
[r255g2550255
26692550255

A

|Enter the RGB color code for the menu broadcast message canvas.

|*

Default Value: |r2559255b255
+ Include Header Row in Data Extract User Value: |I‘255§255b255 [:I -
FRM-40400: Transaction Complete: Record(s) applied and saved.
Record: 111 | | | | <ofC=
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Now that your preferences have been saved, when you are on the Banner form that you wish to export, click on
Help > Extract Data with Key or Extract Data No Key (sometimes no key is the only option available)

- ] w - - =]
|| Cracle Fusion Middleware Forms Services: Open > FGIBDST [Q] EI_IQ
File Edit Options Block Iltem Record Query Iools ORACLE
B9 E I BEE S W EE onineHer BT G 8@
’?_El_ Organization Budget Status FGIEDST { 8 Dynamic Help Query B =
Dynamic Help Edit
Help (ltem Properties) o
Chart: |E—E Show Keys ization: El
Fiseal Year:  [12 [7] Liet =]
Inde:c E Display Error am: EI
[ Query Specific Account Display D Image E"t E
# Include Revenue Accounts Calendér nt Type: d
Cal _I I v EI
Commit Type: |Both - Lalculator ion- ,7@
Extract Data with Key
Extract Diata No Key
Account Type Title At YTD Activity Commitments Awailable Balance
|_ Technical Support 4
| I | | | g
About Banner
| L [ — | |
| L] | | | |
| L | | | |
| L] | | | |
| L | | | |
| L] | | | |
| L] | | | |
| L | | | |
| L] | | | |
| L | | | |
| ] | | | | o
Net Total: | | | |
Extract Data without Key information to a .csv file |
Record: 11 | -. | Listofvalu... | | =osc= J

Click OK to open the file with Excel:

You have chosen to open:

) gokoutd.csv

which is: Microsoft Excel Comma Separated Values File (402 bytes)

from: https://inbdev fairfield.edu:8890

What should Firefox do with this file?

Microsoft Excel (default)

) Save File

[7] Do this automatically for files like this from now on.

After the file is opened in Excel, it can be manipulated as desired. Be sure to save your file with File>Save As so that

[ G&J[ Concel |

you can specify the file TYPE as ‘excel workbook’ instead of a .csv file.
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H. Performing Searches and Queries

e Searching: When searching in Banner, use the following wildcards:

% (percent sign) represents any number of characters
_ (underscore) represents one occurrence of a character

For example:

%st% will return all entries that contain st (fast, student, street)
st% will return entries that begin with st (student)

%st will return entries that end in st (fast)

_s will return entries that have s as a second character (ask)

e Queries: InBanner, a query can be used on a field to search for information. An example is to
search for an ID based on a last name. In this example, using the SPAIDEN form, click on the arrow
in the ID box to ‘search’

"s0 General Person |dentification SPAIDEN 84

Next, choose ‘Person Search’

"5 Option List

Person Sear§
Mon-Person Search

Alternate ID Search

Next, enter the last name and then on the ‘Execute Query’ icon (or F8):

File Edit Options Block |tem Record Query Tools Help

(AR REBE %7 BEHE C

yﬁ;‘_ﬂ Person Search SOAIDEN 256 (ProdCopy) . s -

% Execute {luery .

1D Last Name




The ID and name of the person is shown as a result of the query:

wan yo

1D Last Name First Name Ididdle Name Birth Date Indicator Type
(]
|Rﬂ)sevelt |Tedd3,r | |09-SEP—1929 |—
I I

—

® Fetch Next Set: if the search/query returned a list of matching records that did not fit on a single page,
then Fetch Next Set will advance to the next page so that the records can be viewed.

® Count Hits: Count Hits will return the number of records that match the criteria that’s been entered. In
some cases, if the number of hits is too high, you may choose to enter additional criteria (in this
example, a first initial in addition to last name). This will narrow down the returned results, or ‘hits’.

Getting Help while using Banner:

e Online help: Online help provides help by form name, topic, or searchable keywords

Main Menu-Help Center

|£| Oracle Fusion Middleware Forms Services
File Edit Options Block [tem Record Query Tools Help

BAECEEE 59 DK @ & BE Bh ¢ H 2@ 0 X

’EEJ General Menu GUAGMNU 842 (ProdCopy) - Monday, September 09, 2013 - Last login Menday, September 09, 2013 10:04:27 AM

Go To... [Z[ Welcome, Jennifer Langlais. Products: B Mehu | Site Map | Help Center
[
My Ba | =
y Banner My Links Display help center
Banner

Menu Bar>Help>Online Help

| £ Oracle Fusion Middleware Forms Services

File Edit Options Elock temm Record Guery Icn:-ls

IR ME

Tool Bar icon

|£| Oracle Fusion Middleware Forms Services
File Edit Options Block Itemm Record Guery Tools Help

EREETEEEEEIE RN A S EE S G 2@ LT

401N k? fh|
Online Help ] [

’E_E General Menu GUAGMNU 842 (ProdCopy) - Monday, September 09, 2013 - Last login Monday, September 09, 2013

Go To... [*] welcome. Jennifer Lanalais.
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All three methods, above, display the Banner Help Center. The Help Center Main Screen shows the Banner

modaules, as follows:

i |
— SUNGARD HIGHER EDUCATION

Banner Help Center

Last Updated Aprif 2008

Accounts Receivable
General
Advancement
Human Resources
Student

Finance

Financial Aid

After selecting a module to
view, the help menu will display
three tabs, Contents, Index and
Search.

When viewing the detail, a
handy tool to use in an internet
browser is CTRL-F, which will
search or ‘find’ whatever
information is needed.

e Dynamic Help: Dynamic help provides on-the-spot specific help for the particular field or form that is

currently being accessed.

® On afield: Menu Bar click Help>Show keys, or via Keyboard hot key: Ctrl+F1,will display a list of
appropriate entries for the current field

1

Function ey =l
Clear Field Crl+L)

Clear Form Shift+F 7

Commit F10 -
Count Guery Shift+F 2

Display Error Shift+F1

Display Mavigation window F&

Display YPD Code Shift+Cirl+F10

Droveen Cirl+L

Dawn Dawn

Duplicate [tem F3 N

,,,,,,,,,,,,,,,,,,,,,,,,, | 3
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On afield: Auto Hint/Status Line — Hover or select field, see message line at bottom of screen

Filz Edit Cptions Block Item Escord Query Tools Helo i Nwﬂmﬂﬂuu
(BOEEEEE Y @@E G DR RS S @ J
5 sral Person [dartification 5 LDCSYST) i < %
10 (210008506 [ abke, Anthony Generate 10: [F
TR iematatdentification Adckecs  Telsphone  Biographicsl | E-mail | Emergency contact | Addiional identification
o |21nuuesna Name Type: [ |
Person 1D and Mame Source
Last Name; = Last Update
First Name: Anthany [~]
Middle Name: User: [sarsuse
Prefiv: ., Activity Dote: [11-DEC-1995
Suffix: Origin: =FaICEN
Preferved First Name: [ ]
Full Legal Name:
Qriginal Creation
Mon-Person
user:
_ Create Date! |
Name: | |l
Current last narme; crertpe o modity. |
Reecord: 111 (I .| | =080=

On a form: Menu Bar click Help>Online help to display help about the form as listed in Help Center

[ 0 Banner Help Center

—
k=

Student Forms eneral Person Identification Form (SPAIDEN)

General Person Identification Form [SPAIDEN)
fou use the General Person Identification Form to capture biographic/demographic information

Persons/non-persons may belong to any or all of the installed applications [Student. Finance, e
the institution. All other modules/applications are dependent on the information captured and n

fou can access the Common Matching Entry Form (GOAMTCH) from SPAIDEN to enter informatic
addition, the user attempting to access GOAMTCH must not have been excluded from using it ¢
in the Options Menu for SPAIDEN.

To open GOAMTCH from SPAIDEN: type GENERATED in the ID field, select the Generate ID but
to GOAMTCH. If the person record is created using SRRSRIN or SRIPREL, then the Origin field w

You can search on person last and first names and non-person names by text to see if similar
similar names on the Non-Person Search Form (SOACOMP).
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e Banner Bookshelf: The Banner Bookshelf is a searchable PDF document that provides form-
based help. Banner Bookshelp works in Internet Explorer and can be finicky when other browsers
(Firefox or Chrome) are used.

To access the Banner Bookshelf, go to the my.Fairfield.edu, portal, login and click on the “B” icon for
Banner. Next, click on “Banner Bookshelf” in the right column

Fairfield

UNIVERSITY

Hi, Jennifer Me

Admissions | Student¥ | Services ¥ | Faculty ¥ | Employee ¥ ( Library | News and Events Directory | Advancement¥ | Self Service Links ¥ | ITS4U Help Desk

QuickLaunch Navigation

Banner Banner Tools

Edit Preferences

Banner Instances

Mote: Mot all employees have access to the Banner Main Menu. If you do not have this
access, clicking on the Banner Main Menu link below will present an error message. Please
use the screens under the Employee and Faculty tabs to access your personal Banner
information. If you require access to the Banner Main Menu, please contact your supenvisor.
If you are off-campus, you MUST be logged into VPH.

Banner Tools

£ LaunchPad v
@M
Exé’ia'njﬁe Mentor

[ ]
Library

Banner

For additional help with Banner, visit our IT54U Train

igned b

m

Banner Bookshelf (opens in Internet Explorerf The cc

Banner Main Menu documentation. C here for instructions on fow to e

13

Banner

Bookshelf

e Site Map: The Banner Site map offers help for topic by module. The site map can be accessed via

the Banner home page by clicking on Site Map near the Help Center in the right column.

78 General Menu GUAGMNU 84.2 (ProdCo

) - Thursday,

Go To.. D Welcome, Jennifer Langlais.

Febru

38,2014 -

Last login Thursday, Febru

3, 2014 10:36:24 AM

Products: B Menu | Site Map | Help Center
e

My Banner

Address Information

Waitlist Report

Advisees by Advisor

Majors and Minors

Class Roster

Student Academic Bio

Overall GPA

Course start dates/Enrcliments
Faculty Schedule Query
Student Schedule Query

Class Roster w'College
Instructor Schedules/Report
Student Status

Student Status

Student Status

Student Status

Organize My Banner

Select to see more My Banner on Mer

Student

Course Catalog

Class Schedule

General Person

Faculty Load

Location Management and Housing
Recrutment

Advancement
Advancement Indhvidual
Advancement Organization
Membership

Prospect Management
Designation

Sclicitor Organization
Campaign

Pledge

Gift and Pledge Payment
Ewvent Management
Advancement GuickFlow
Advancement Self-Service
External Data Load and Extract
Advancement Connector

Financial

General Ledger

Finance Operations

Stores Inventory
Purchasing and Procurement
Accounts Payable

Budget and Position Control
Fixed Asset

Endowment Management
Accounts Receivable
Research Acoounting

Human Resources
Applcant Administration
Electronic Approvals

Biographlc.nDemcgraphlc Informaticn

General

Job Submission

SBG| Geo Regicn/Divisions
Parameter Selection Compile

~ MY[pisplay site mapl

Change Eanner Password

Empioy ation
Human Resources Administration

Committee/Service

Financial Aid

Applicant Processing

Meed Analysis

Requirements Tracking
Budgeting

Packaging and Disbursement
Afhletics

Funds Management
Electronic Data Exchange
History and Transcripts
Financial Aid Common Functions
Student System Shared Data
Short-Term Credit

Student Employment

Loan Processing

Return of Title [V Funds
Financial Aid Seff-Service

P ion Selection

Letter Generation

General Internaticnal Management
System Functionss Administration
Ewvent Management

General Web Management
General VR Management
Business Rule Builder

Student

Person Geo Region/Divisions
Select to see more General on Menu

Check Banner Messages
Personal Link 1
Personal Link 2
Personal Link 3
Personal Link 4

FPersonal Link &
Banner Security
Oracle/Banner Security Maintenance
Distributed Security User Maintenance —
Ovracle/Banner Security Mail e
Distributed Security User Maintenancs
Distributed Security User Maintenancs

Fersonal Link &

Iy Institution

Business Processes
Manage the Enterprise
Matriculate to Educate
Ferecast to Enrcll

ellucian.

e my.Fairfield.edu portal: ITs4U Helpdesk>ITS Training>Banner Resources

e Banner Commons: http://www.eduworld.org/Commons (requires account

sign up)
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Tips & Tricks

Did you know that you can click on the File menu and the most recently used

Banner forms will appear at the bottom of the menu list?

Freferences

1. SCADETL Course Detail Information

2 GJAPCTL Process Submission Controls
3. SPAIDEM General Person |dentification
4, SOAIDEN Person Search

5 STWVCOLL College Code Validation

6. STVTERM Term Code Validation

7. SCACRSE Basic Course Information

Did you know that you can use your up/down arrow keys to scroll through
recently used Banner forms?

Press Up arrow, and last form that was used appears:

50 General Menu GUAGMNU 242 (P

Go To... hEI '

__| My Banner
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Did you know that you can customize your “My Banner” menu to display
commonly used forms?

-Open Banner form GUAPMNU, or click on “My Banner” from the Banner
home page hierarchical folders.

-select the desired Banner form on the left and thenclick the arrow key to
INSERT it to your personal menu on the right OR, enter the name of the form
in the column on the right side if you know the form name.

'#3 My Banner Maintenance GUAPMNU 23.05 (ProdCopy)

JLANGLAI's Personal Menu

Type: |Oradk Foms modue | @ |5Pm§Ehr:E“ |address Information

Object Description |SZRWL5T |Waitist Report
IRNARS15  [2014-2015 Need Analysis Result = [szrADAD [Acvisees by Advisor
[RNASL15  [2014-2015 Student Loan Data [szRDISK [Majors and Minors
IRNASU1E  |2014-2015 Supplemental Need Analysis [FrAREGN [Purchase Reg
ISTVSOFF | |A/F/l Fund Source Vaiidation [FGIOENC [Check PO
STVGSTA |AFiI Status Validation [sFRsLST [Ciass Roster
[STVTASK _[AFil Task Vaidaton |sZRDEGA |Student Academic Bio
ISTVGTYP  |A/Fl Type Validation [szrsLsT [Overat GPA
\RORTADM |Abiity-to-Benefit Test Administrator Rules [FzreDSC [~ nvaid object =
|ROIATET | Abity-to-Benefit Test COD Rules Inquiry [FGRODTA = Invaid object =
\RORTESC | Abiity-to-Benefit Test Score Rules =] [FannDH [~ Invaid object =
|About Banner < [FGIBDST == Invalid object =
|SSAQCRL  |Academic Calendar Rule Query Fopar [~ invata object =
ISTVACCL  |Academic Calendar Type Vaidation [FGIENCD [Cheok PO Paid
|":"P":"":"DE':3 |’°‘3ﬂdmﬁc Degree and Honors |57_H5THT |Cc:ur5& start dates/Enrcliments
STVSIZE  |Academic Dress Size Validation [siaasca [Facuty Schedue Query
|5WPE |ﬁa:ademic Dress Type Validation |5FAHEGQ |5tudent Schedule Guery
ISHQSUBY  |Academic History Catalog Query - [svRsLsT [Ciass Roster wiCotege
|'7.H.|:LFT|:|| |.|:|.r'-5=|."|;ln|.ir‘ Histare Mrntrad r r

-click SAVE icon
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for these links comes in pairs:

'e0 General User Preferences Maintenance GUAUPRF 8.0 (ProdCopy) -

Display Options

home screen:

- -
Menu | Site Map | Help Center

My Links
Change Banner Password

Check Banner Messages

Fersonal Link 1

Your first personal link URL]

Fersonal Link 3
Fersonal Link 4

Fersonal Link &

Fersonal Link &

My Institution

Directory Options My Links Menu Settings

Description:
Default Value:

User Value:

Description:
Default Value:

User Yalue:

Description:
Default Value:

User Value:

Description:
Default Value:

User Value:

Description:
Default Value:

User Value:

Did you know that you can add links in “My Links”?
-Access the Banner form GUAUPRF, OR simply click on a “Personal Link” on the

-Click on the My Links tab and enter your desired URL’s. Notice that the setup

LOAR

|Enter the URL for the "My Institution™ ink.

Inttp: rarw fairfield. edu/

http: /o fairfield. edu/

P e

|Enter the description for t@onm Link 17 ink

|Yc-ur first personal ink description

|Yc-ur first personal ink description

T ——

|Enter the URL or Banner chj&ct@l‘v‘ly Personal u@k.

|Yc-ur first personal ink URL

|Yc-u r first personal ink URL

—
|Ent&r the descrption for t@}r Personal Link 27 ink.

|Y{:-ur second personal ink dﬂscripﬁn -

|Yc-ur second personal ink description

P —

|Enter the URL or Banner object for W&cnﬂ Link 2” ink,

|Yc-ur second personal ink URL

|Y{:-ur second personal ink URL
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Did you know that you can Edit Banner Preferences to change screen color?

-Access the Banner form GUAUPRF

-Click on the Display Preferences tab and choose the desired color code. You
can easily find color codes by searching in your internet browser. Simply
search using “RGB color codes”.

Did you know that you can create Quickflows to automatically bring you
through a set of related forms?

-Access the Banner form GUAQUIK

-Name your QuickFlow

-Select the names of the Banner forms in sequential order for your process,

and add them to the “current forms” using the arrows in the center column as

shown below:

QuickFlow: | E|

Available Forms Current Forms

Find:

2] (@

-Save your QuickFlow
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Appendix A: Naming Conventions

The seven-character form name

Every form has an abbreviated seven-character form name. Most of the time, forms are referred to by
this seven-character form name.

Position 1
Identifies the Banner product owning the form, report, process or table.

Products are Accounts Receivable, Advancement, Finance, Financial Aid, General, Human Resources,
Student and Technical.

The following table contains the codes for various Banner products.

Code Product/Purpose

A Advancement

F Finance

G General

N Position Control

P Payroll

R Financial Aid

S Student

T Accounts Receivable
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Position 2
Identifies the application module owning the form, report, process or table.
Unique to the product identified in position 1.

For each Banner product, the second position would be one of the following codes.

Code Product/Purpose

Position 2 for Banner Advancement

A Membership

D Designation

E Event Management

F Campaign

G Pledge and Gift/Pledge Payment
L Label

M Prospect Management

®) Organization

P Constituent/Person

S Solicitor Organization

T Validation form/table

U Utility

Vv Reserved-Canadian Solution Center
X Expected Matching Gift

Z Indicates a custom form or report built by Fairfield University




Code Product/Purpose

Position 2 for Banner Financial Aid

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

\Y Reserved-Canadian Solution Center
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Code Product/Purpose

Position 2 for Banner HR/Payroll (P) Position Control (N)
A Application

B Budget

C COBRA

D Benefit/Deductions

E Employee

H Time Reporting/History

O Overall

P General Person

R Electronic Approvals

S Security

T Validation/rule table

U Utility

\Y Reserved-Canadian Solution Center
X Tax Administration
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Code Product/Purpose

Position 2 for Banner Finance

A Accounts Payable

B Budget Development

C Cost Accounting

E Electronic Data Interchange
F Fixed Assets

G General Ledger

| Investment Management

N Endowment Management

©) Operations

P Purchasing/Procurement

R Research Accounting

S Stores Inventory

T Validation form/table

U Utility

\Y Reserved-Canadian Solution Center
X Archive/Purge

33



Code Product/Purpose

Position 2 for Banner General

E Event Management
J Job Submission

L Letter Generation

©) Overall

P Purge

S Security

T Validation form/table
U Utility

Vv Reserved-Canadian Solution Center
X Cross Product
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Code Product/Purpose

Position 2 for Banner Student

A Admissions

C Catalog

E Support Services

F Registration/Fee Assessment
G General Student

H Grades/Academic History

I Faculty Load

K Reserved for SunGard Higher Education International
L Location Management

M CAPP

©) Overall

P Person

R Recruiting

S Schedule

T Validation form/table

U Utility




Code Product/Purpose

Position 2 for Banner Accounts Receivable (R)

F Finance Accounts Receivable

G General Accounts Receivable

©) Overall

R Research Accounting

S Student Accounts Receivable

T Validation form/table

U Utility

V Reserved-Canadian Solution Center

Position 2 for Banner Information Access/Kiosk (1)

R

Financial Aid

S

Student

Position 2 for Banner Document Management Suite (BDMS) (E)

T

Validation form/table

X

Banner Document Management Suite

Position 2 for Banner All Products

W Reserved for client forms or modules used within a Banner
application
Y (character in position 1 does not equal W, Y, or Z)
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Position 3
Identifies the type of form, report, process or table.

Codes are the same for all Banner products.

Code Type of Form/Process

A Application

B Base Table

I Inquiry

P Process

R Rule Table, Repeating Table, Report or Process
V Validation

M Maintenance

Positions 4, 5, 6, 7

Identifies a unique four-character code for the form, report, process or table.

The following are some examples of four-character names.
Code Purpose

***IDEN Identification
***PINC Position Incumbent
***STDN Student Relation
**PERS Person
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