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Introduction

The purpose of this training guide is to introduce you to Internet Native Banner (INB) and the
basic functionality including names searches and navigation.

Banner Product Suite (Modules)

General

Advancement

Finance

Financial Aid

Human Resources — Payroll/Position Control
Student

AN

Banner is an integrated database made up of six products listed above. With Banner’s
integrated database, all information is kept in one database and is accessed through the
products. This allows for consistent information and improved data integrity. For example, if a
Tennessee State University employee is also a TSU graduate, they would have one record in
Banner, but activity in three modules:

e Human Resources — Employment information

e Advancement — Alumni information and activity
e Student — Degree information
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Accessing Banner

If you do not have a shortcut on your desktop, Banner is available at the Tennessee State
University web page at www.tnstate.edu/banner.

MyTSU | AskTSU | Make a Gift | Contact Us | Webmail | Directory

academics 1 campus life | athletics admissions | about tsu support tsu

A TENNESSEE

| Ml StATE UNIVERSITY

IBanncigSuppoi

CIT Home > Banner System
Banner System Banner Support
Forms

Aids & Access for the Banner User
Contact Us

PASSWORD RESET TRAINING MANUALS ACCESS TO SYSTEMS

Can't log in? Submita  Test Compass Training No 2
ticket on ServiceNow  Training Manual - Navigation and Course
for MIS to resolve your  Scheduling

issue. To login use your  Training Manual - Permits - Advisors

Internet Native Banner - INB

PROD System

3 S 7 TEST System
TSU email and Training Manual - Self-Service SSB
password. Call Center Banner Workshop UPPORT GUIDES
CIT Banner Workshop
NEED ACCESS TO Post Office Training Manual Customer Support Center
BANNER?
Complete these forms. Bookshelf
BANNER 7 PAST TRAINING MODULES
BANNER FAQS Advancement
Finance
TIPS & TRICKS Financial Aid
UM DRIVE &
Student
BANNER 8

Please contact MIS@tnstate.edu for this documentation.

=

Go to www.tnstate.edu/banner
Click the PROD System link
The Logon page will open

w N
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Database
ExmlE=y

oo

Enter your Username and Password* (database is not required)
Click Connect
Banner will open in a new browser

*NOTE: The first time you sign into Banner you will be prompted to change your
password
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The Main Menu

The Main Menu contains links and fields that you will use to navigate through Banner.

E Orzcle Fusion Middleware Forms Services = B “
dit Options Block ltem Record Query Tools Help 1

= [ EEIEEY 2 [ ) | TP [ X 2
"8 General Menu GUAGMNU 8 L) - Thursday, July 03, 2014 - Last login Thursday, July 03, 2014 01:09-12 PM 3 -
T

Go To... 'h Welcome, FMURPHY. oducts: E Wenu | Site Map | Help Center

fur}
o
m

1My Banner My Links
—iBanner
1 Student [*"STUDENT] Change Banner Passward

1 Advancement [*ALUMHNI]
_IFinance System Menu [*FINANCE]
_IHuman Resources [*"HRS]
_1Financial Aid ["RESOURCE] 5 8 Fersonal Link 2
1 General ["GENERAL]
_IBanner Security [*'SECURITY]
_IDocument Management Suite ["BDMS] Personal Link 4
Fersonal Link 5

Check Banner Messages

Persanal Link 1

Fersonal Link 3

Personal Link 6

My Institution

ellucian.
Banner Broadcast Messayges UN |VEHSITY
6
7
Enter the object name; Press LIST for listing. u
Record: 111 | 1 - | | <0sC=
Parts of the Main Menu

1. Menu Bar — Contains items that will be used to navigate and work through Banner

2. Toolbar — A set of icons that represent shortcuts for performing common functions in
Banner

3. Title Bar — Displays the form descriptions, seven character code and other information

4. Go To Field — Enter the seven-character code to open the form — be sure to press Enter

5. Hierarchical Tree Menu Structure — Access forms through the main menu by selecting
and opening folders

6. Broadcast Messages Canvas — Displays messages that have been sent to all users

7. Auto Hint/Status Line — Describes the field where the cursor is located also displays
processing messages and errors

8. My Links Canvas — Create up to six Personal Links for quick access to Banner forms or
web pages
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Banner Naming Convention

Every form in Banner has an abbreviated seven-character form name. Most of the time, forms
are referred to by this seven-character form name. The position of the character and the
character defines the form.

Position 1 - Owner

Identifies the Banner product owning the form.

Code Product
A Advancement
F Finance
G General
N Position Control (Human Resources)
P Payroll (Human Resources)
R Financial Aid
S Student
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Position 2 — Sub-Module

Identifies the application module (sub-module) owning the form. It is also unique to the
product identified in Position 1.

Advancement (A)

Code Purpose

Membership

Designation

Event Management

Campaign

Pledge and Gift/Pledge Payment

Label

Prospect Management

Organization

Constituent/Person

Solicitor Organization

Validation Form/Table

Utility

< CclHd|lw|o|loZ|—|®O|mMm|o|>

Expected Matching Gift

Finance (F)

Code Purpose

>

Accounts Payable

Budget Development

Cost Accounting

Electronic Data Interchange

Fixed Assets

General Ledger

Investment Management

Endowment Management

Operations

Purchasing/Procurement

Research Accounting

Stores Inventory

Validation Form/Table

Utility

X ClH|uvw|m|O|OZ|—|O0|MmMmMmO|m

Archive/Purge
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Financial Aid (R)

Code Purpose

oo}

Budgeting

Record Creation

Electronic Data Exchange

Funds Management

History and Transcripts

Student Employment

Logging

Need Analysis

Common Functions

Packaging and Disbursements

Requirements Tracking

Student System Shared Data

Validation Form/Table

ClHd|lvn|m|O|0|2|r |« |T|mMmMmiO

Utility

General (G)

Code Purpose

E Event Management

Job Submission

Letter Generation

Overall

Purge

Security

Validation Form/Table

ClHd|ln|O|0O|r |«

Utility
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HR/Payroll (P) and Position Control (N)

Code Purpose
A Application
B Budget
C COBRA
D Benefit/Deductions
E Employee
H Time Reporting/History
0] Overall
P General Person
R Electronic Approvals
S Security
T Validation/Rule Table
U Utility
X Tax Administration

Student

Code Purpose

>

Admissions

Catalog

Support Services

Registration/Fee Assessment

General Student

Grades/Academic History

Faculty Load

Location Management

Overall

Person

Recruiting

Schedule

Validation Form/Table

Cld|vn|m|9|O|r|—|T|O|mMm|O

Utility
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Position 3 — Type of Form

Identifies the type of form and the purpose of the form.

Code Type of Form/Purpose
A Application Form
B Base Table
| Inquiry
M Maintenance
P Process
R Rule or repeating table (Report or Process)
\Y Validation

Positions 4 — 7 — Unique Identifier

The last four characters of a form are a unique identifier. There may be multiple forms that
begin with the same three characters (ex: SPAIDEN, SPATELE) the last four character help
describe the form.

Examples
Code Purpose

APAACTY Advancement - Activity Form
FTVACCT Finance - Account Code Validation Form
RPAAPMT Financial Aid — Package Maintenance Form
GUISRCH General — Search Form
NBAJOBS Position Control (HR) — Employee Jobs Form
PEAEMPL Payroll (HR) — Employee Information Form
SGASTDN Student — General Student Form
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Banner Forms

Banner uses forms to enter and retrieve information from the database.

How to Access Banner Forms

From the Main Menu

E Oracle Fusion Middleware Forms Services = B
File Edit Options Block Item Record Query Tools Help
= EABR 2Tl A E BB S ¢ L 2@ 00X
’ﬁa_:}eneral Menu GUAGMMU 8.4.2 (TEST)-Monday, July 07, 2014 - Last login Thursday, July 03, 2014 04:12:58 PM
Go To... |SPADEN| [*] Welcome, FMURPHY. Products: E Menu | Site Map | Help Canter
1My Banner My Links
(SBanner Go To Field
(L1 Student [*STUDENT] Change Banner Password
(L1 Advancement [*ALUMNI] Check Banner Messages

[IFinance System Menu [*FINANCE]

1 Human Resources [*HRS]

(JFinancial Aid ["RESOURCE]

) General ["GENERAL]

[ZJBanner Security [*SECURITY]

1 Document Management Suite ["BDMS]

Student Form

Personal Personal Link 2

Link Personal Link 3

Personal Link 4

Hierarchical

Tree Menu Persanal Link &

Personal Link B

Wy Institution

elluciane.
Banner Broadcast Messages UN |VEP‘.S|TY

Enter the object name; Press LIST for listing.
Record: 1/1 | o | =osC=

e Go To Field — Enter the seven-Character code and <Enter>

e Personal Link — Click on the link you created

e Hierarchical Tree Menu — Click through the product areas to expand and collapse the
products and sub-modules
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From a Form

Both of the features are available from the File Menu Item.

£ Oracle Fusion Middleware Forms Services: Open > SPAIDEN = =

[

mgdit Options Block Item Record Query Tools Help
Direct Access bl

Object Search = -
QuickFlow — (Djrect Access
Select
" Generate ID: @

Rollback

Save

Refresh

Print

Exit

Exit QuickFlow
Exit Banner
Return to Wenu
Preferences

ion Address Telephone | Biographical E-mail Emergency Contact = Additional Identification

.

[" Override Name Parse ID and Name Source

1. SOATEST Test Score Informati
2. SAAADMS Admissions Applicai@n
3. SGASTDN General Student
4. SPAIDEM General Person lden)

N EI Last Update
(7]

Banner User: |

remembers last Activity Date:

10 forms o
Origin: |

Prefix:
Suffix:
Preferred First Name:

Full Legal Name:

Original Creation

Non-Person
User: |
Name: | I Create Date:
4| '''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''' | » =
1D number; LIST for person; COUNT HITS for non-person; DUP ITEM to generate ID; DUPLICATE RCORD for Alternate 1D look-up. \ J
Record: 11 | o | | <08C=

e Direct Access — The Go To Field will oped in the Key Block

File Edit Options Wlock Item Record Query Tools Help

(BBl EE 4% ZBEX D & REI

%8 General Person. ' dfication SPAIDEN 8.5.3.1 (TEST) [ririririririririeielsirielelleleter el

| My Institution:  pttp:ifwerr.nstate.edui

The Go To
Field Opens
Mress Telephone Biographical

Current Identification [ElEEEERE

e List of Forms Stored in File Menu — Banner remembers the last 10 forms accessed
during the current session
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Parts of Forms

| Oracle Fusion Middleware Forms Services: Open = SPAIDEN

File Edit Options Block ltem Record Query Tools Help( 1 )

Confidential

ID: ‘TI i - F|Murphy, Francing

Current Identification  Alternate [dentification Address Telephone

@ Generate ID: [E

Biographical E-mail

Emergency Contact  Additional Identification

Gender: ' Male Birth Date: 06-JUL-1880 @I @ |+ Confidential
@ Age: ’_24 @ [ Deceased
SSHISINTIN: [+a2156789 DeceasedDate: |

Citizenship: [ [*]uscitizen Veteran File Number: [
Marital Status: [0 [otner @ Veteran Categony: [none -
Religion: [ 7] Active Duty Separation Date: [ =
Legacy: ’_EI [ Armed Forces Service Medal Indicator
Ethnicity: ’_EI ["] Special Disabled Veteran
New Ethnicity: [None -

[ Ethnicity and Race Confirmed User: ’W
Corfirmed Date: = Activity Date:  [07-JUL-2014

Activity Date

e N

Gender

Record: 1/1 | ]
Code Diescription Finaid Equiv Activity =
D Divorced @ D 0a-JuL
1] Married 1] aa-JuL
M Domestic Partner D 26-00C7 -0

E O Other 0] -0
F Separated F a-JuL
5 Single 5 ag-JuL
U UUnknown U 26-0C7
L) Wyficawed L) 0a3-JuL -
| N s »
Eind Cancel
13 Updated — August 2014



14

Banner — Basics/Navigation — Training Guide

1. Menu Bar — Provides a variety of ways to navigate, query, enter information and access
Help functions

2. Tool Bar — Contains icons used to navigate in Banner and provides other functions

3. Title Bar — Displays the form’s descriptive name, the seven-character name and other
information

4. Key Block — Where you start on a form — enter the information of who/what you want
to see

5. Radio Button — Similar to a Check Box except only one choice can be enabled

6. Date Field — Used to display dates for particular occasions

7. Check Box — An indicator that can either be enabled (checked) or disabled (not checked)
8. Pull-Down List — Used to select a value from a list of pre-defined values

9. List of Values — A table of codes and descriptions that can be customized to meet the
University’s standards

10. Information Block — Data is displayed and/or entered in an Information Block
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Menu Bar Components

EI

Oracle Fusion

File Edit Opfions Block Item Record Query Tools Help

File Menu

JIl Edit Options Block Item Record
Direct Access

Object Search

QuickFlow

Rollback
Save
Refresh
Print

Exit

Exit Banner
Return to Menu
Preferences

Direct Access — Access a form without
leaving the current form (Keystroke F5)
Object Search — Use to locate a form or
other Banner object

QuickFlow — Displays the QuickFlow Form
to access QuickFlows

Select — Enters the selected value into a
field

Rollback — Returns you to the Key Block
(Keystroke Shift-F7)

Save — Saves all changes entered since
last save (Keystroke F10)

Refresh — Clears the message line

Print — Prints the current window

Exit — Exit form

Exit QuickFlow — Closes QuickFlow
Return to Menu — Takes you back to Main
Menu

Preferences — Displays the Personal
Preferences Maintenance Form
(GUAUPRF) used to customize Banner

Edit Menu

Ctrl C)

(Keystroke Ctrl-V)

and update text

15

e Cut — Cuts selected text (Keystroke Ctrl-X)
e Copy — Copies selected text (Keystroke

e Paste — Pastes cut or copied text

e Edit — Displays the editor window to enter
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Note: The Options Menu will vary from form to form. It is typically used to take you to other
blocks within the current form or to information in another form.

Block Menu

B

ltem Record Qu

o[l Block [tem Eecord Cue

Current Identification

Alternate |dentification

Address

Telephone

Biographical

E-mail

Emergency Contact

Additional Identification

System Data Summary [GLASYST]

¢ Next — Moves cursor to the next Information Block — You
must Next Block to leave the Key Block (Keystroke Ctrl-

E Mext
n Previous Page. Down) ) ]
Clear e Previous — Moves cursor to the previous Information
Block (Keystroke Ctrl-Page Up)
e Clear — Clears all information in current block to put
Banner in Query Mode (Keystroke F7)
Item Menu

m = e Previous — Moves cursor to previous
mecort enterable field (Keystroke Shift-Tab)
e Next — Moves cursor to the next enterable

| Previous

Next field (Keystroke Tab)
Clear e Clear — Clears, but does not delete from
- Duplicate

table, information from current field

e Duplicate — Duplicates contents of same
field in previous record and copies it into
new record

16
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e Previous — Moves cursor to the first enterable field in the previous

% Sguetl record (Keystroke Up Arrow)
- - e Next — Moves cursor to the next record (Keystroke Down Arrow)
I g::;” U : e Scroll Up — Scrolls up the list of records, putting the first displayed
=P record at the bottom of the list (Keystroke Page Down)
- Scroll Down | . . .
Clear e Clear —Clears all information from the display of the current
aemwe record
;mert e Remove — Removes and permanently deletes if saved, all
T information for current record
g2 Duplicate . ..
1 Lock e Insert — Inserts a new blank record in the existing records
—_— e Duplicate — Duplicates content of all fields in a record and copies
to a new record
e Lock — Temporarily locks the contents of the record so no other
Banner user can update
Query Menu
M Tools H| ® Enter—Puts form into Query Mode
- (Keystroke F7)
Enter | | o Execute — Searches the dataset and display
Execute I search results (Keystroke F8)
Last Criteria e Last Criteria — Enters the criteria from your
. Cancel i last search (must. be in Query Mode)
£ _ (Keystroke F7 twice)
Count Hits e Cancel — Cancels Query and takes form out
Fetch Next Set | of Query mode (Keystroke Ctrl-Q)
- e Count Hits — Counts the number of records
that match search criteria — displays in Auto
Hint line
e Fetch Next Set — If more records meet the
search criteria than fit in the window, select
this option to display the next set of records
17 Updated — August 2014
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Tools Menu
Use to access Banner Document Management and Workflows.

... P8

Banner Document Management #
B Workflow ’

Help Menu

7 Online Help

i Dynamic Help Query

i Dynamic Help Edit

- Help (ltem Properies)
Help (All Fields)
Show Keys
List

1 Display Error

Display 1D Image
Calendar
Calculator

]

Extract Data with Key
Extract Data Mo Key

Technical Support

= About Banner

]

¢ Online Help — Displays online information
for Banner forms and other objects
(Keystroke Ctrl-H)

e Dynamic Help Query — Displays the
Dynamic Help Form (GUAHELP) in Query
mode

¢ Dynamic Help Edit — Displays the Dynamic
Help form (GUAHELP) in Edit mode

¢ Help (Item Properties) — Displays the
Oracle item properties such as type of data
and maximum length for the current field

e Show Keys — Displays the list of functions
and the equivalent keystroke

e List — displays the Live of Values (LOV) for
the current field if “List of Values” appears
in the Auto Hint/Status Line (Keystroke
Shft-F1)

e Display Error — Displays code that is in
error (if Oracle error) (Keystroke Shft-F1)

¢ Display ID Image — Displays image
associated with ID, if available

e Calendar — Displays calendar

e Calculator — Displays calculator

e Extract Data with Key — Extracts Banner
data from current block along with Key
data for use in a spreadsheet

e Extract Data No Key — Extracts banner
data without Key data for use in a
spreadsheet

e About Banner — Displays the About Banner
form (GUAABOT), which identifies current
form, release number and other
information

18
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Toolbar Components

The Toolbar is a set of icons that represent shortcuts for performing common functions.

Vs

(EEEE vy HEXH QIS BB TSGR R@ X

19

save (F10)

Gy View/Send Message

“) Rollback (Shift-F7)

= print (Shift F8)

Select (Shift-F3)

@ BDM — Search

"2 Insert Record (F6)

—— BDM — Add Document

= Remove Record (Shift-F6)

E:' Workflow — Submit

@ Previous Record (Up Arrow)

=

=== Workflow — Release

Next Record (Down Arrow)

s
Q

" Broadcast Message

- Previous Block (Ctrl-Page Up)

_ " Fine Grain Access

vﬁﬁ Next Block (Ctrl-Page Down)

il Multi-Institution (n/a)

Ii_lr'll
“H Enter Query (F7)

@ Online Help

Execute Query (F8)

~ Supplemental Data Engine

@ Cancel Query (Ctrl-Q)

X Exit
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Name Searches

There are multiple searches available in Banner.

Single Match

When you perform a name search in Banner and a single match results, the name will
automatically populate.

| %) Oracle Fusion Middleware Forms Services: Open > SPAIDEN = =
File Edit Options Block Iltem Record Query Tools Help

BOYEREABR @7 B@E &

SPAIDEN 85.3.1 (TEST)

R TR IR

's General Person Identification &

[*]|nansen, kristine] Generate ID: (&

Enter Last Name,

Current Identification |l s ile=lilsy] Address =~ First Name Efnengency Contact  Additional [dentification

Name Type: E /\

Person Vmefﬁde “a"}%se ID and Name Source

Last Name: | EI Last Update
First Name: | El
Middle Name: | User: |

1. Enter the Last Name, First Name <Enter>

|5 Oracle Fusion Middleware Forms Services: Open > SPAIDEN = =
File Edit Dptions Block ltem Record Query Tools Help 1\ /1

'sl eneral Person Identification SPAIDEN &

Alternate [dentification Address -mail Emergency Contact = Additional Identification
Name Type: ’7 EI
Person [/ override Name Parse ID and Name Source
Last Name: | EI Last Update
First Mame: | I

2. Results display
a. Next Block to move through the form
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Wildcard Search

Use the Wildcard (%) when there are different ways to spell a name. In this example, we will be
looking for Kristine Hanson. Kristine can be spelled multiple ways, including Christine. Using
the Wildcard (%) will include the different variations.

|5 QOracle FWiddleware Forrﬁvices Open > SPAIDEN = =

File Edit Options Block ltem Record Query Tools Help \ \ / ’

':ﬁ”lﬁ@@@IEﬂ@I@@II%[[EJ IR

’2:3 General Person Identification SPAIDEN 8.5.3

ID: ‘ E‘|han5nn,%rl§tine| Use the nerate ID: @

Current Identification |EUEREIEREEi=lils] Address TeEphone Biographica: -mail Emergency Contact = Additional Identification

1D: Name Type: EI / /\ \

Person ’/ [/ override Name Parse ID and Name Source
Last Name: | EI Last Update

First Mame: | I

Middle Name: | User: |

Prefix: Activity Date:

Surffix: Qrigin: |

1. Enter the last name (hanson), enter the first name using the Wildcard (%ristine) <Enter>

| £ Oracle Fusion Middleware Forms Services: Open > SPAIDEN = =
File Edit Opfions Block ltem Record Query Tools Help R /I

=] "’l[ﬁd@@@[ﬁﬁ@[@[%[ B ) ek BI@ 0T X

'El eneral Person Identification SPAIDEN 8.5.3.1

ID: 00420618 E”Hansun, Kristing enerate 1D: @
Results Display
Alternate Identification Address Telephone |8 REIGEREERIES -mail Emergency Contact | Additionalldentification
Name Type: | [ M
Person [ Override Name Parse ID and Name Source
Last Name: | EI Last Update
First Name: | El

2. Results display
a. Next Block to move through the form
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Name Search with Multiple Results (Reducing your Results)

When multiple results match your search, the ID and Name Extended Search Form will open.

|2

Oracle Fusion Middleware Forms Services: Open > SPAIDEN

File Edit Options Block ltem Record Query Tools Help

Current [dentificauwn

’2‘;3 General Person Identification SPAIDEN 85.3.1 (TEST)

Murphy, Francing "mmm=im]

,55 1D and N: Murphy, Francis=s

Generate ID:

h ma il Emergency Contact = Additional [dentification

BCE EACAEE 4% DEE & 2@ BB Sal £ 01X

&

D: N Murphy, Francine "0l
Rosurs: (N - Porsontor Poroon Court: |2
. =T . =T
Person Person Search Detail: @ Hon-Person Search Detail: @
Reduce Search By
& & A i
Last Name: Person Non-Person Both
First Name: Enter search criteria then press Fxerate Query or select button to reduce search. EI |
Middle Name: city: ’W N
: . — -
Prefii State or Province: I Eﬂ Birth Date:
Suffii: ZIP or Postal Code: EI Gender: |—
Preferred First Name: Name Type: ,7[2‘
Full Legal Hame:
Press Enter Query or select button to clear search. @
! ; YT ST AT

1. Enter the name search (last name, first name <Enter>)

g

3. Enter the criteria to reduce your search

N

4. Click the Narrow Search Results Icon

a.

o

Results will narrow

The ID and Name Extended Search window will open

i. Note the Person/Non-Person Count
5. Click the pull-down list to display results

Select the name

7. Selected name will populate in Key Block

a.

22

Next Block through the form
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