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OTS Applications Team




Before We Begin...

Purpose:

This session is an intro to Banner 9, basic Banner 9 navigation,
and other Banner 9 functionality common to all modules. The
approach is generic in order to assist a wide variety of users.

Reminders

* Everyone is muted during presentation.

* Please post questions in the chat.

* There will be a Q&A at the end of the session.

e This is the last live session. The recording will be posted.
A PDF will be posted with the PowerPoint slides.




Agenda

* Finding Banner 9 Links and Information/Videos
* Banner 9’s New Look and Benefits

e The Menu Bar

» Searching for Forms/Pages

* Next Block => GO

* RollBack => Start Over

e Options => Related or Tools

* Record Maintenance (Insert, Delete, Copy)
* Viewing Data

* Error Messages

* Query => Filter

e Searching

* Inactivity

e Other Resources




Finding Banner 9 Links

and Information
http://www.tnstate.edu/banner

Banner Resources & Documentation

Helpful Aids

LOG A TICKET
How to Submit a Ticket on SNOW {Scrvice Now)
PASSWORD RESET
Can't log in? Submit a ticket on ServiceNow for OTS to
resolve vour issue. To login use vour TSU email and
password,

Request Your Banner (INB) Password Resct Video

NEED ACCESS TO BANNER or BDMS?
Complete these forms.

Banner Resources & Documentation

BANNER 9

Videos
Welcome to Banner 9
Banncr 9 Navigation

TSU Banner 9 Basic Training - October 23, 2020
TSU Banncr 9 Basic Training pdi fslides

What's New in Banner 97
Finance

Human Resources
Student and Financial Aid

Banner 9 Module FAQs
Finance

Human Resources
Student and Financial Aid

Banner 9 Guides
Navigauing Banner 9 Quick Reference
Banner 8 vs Banner 9 Keyboard

Access to Systems

PROD (Live data)

Banner 8§

Banner 9

Banner PROD is the instance that contains 'live” data. It is real-
time and where business processing, such as data entry, running
jobs and other functions are performed.

DEVL, STGE & TEST

These instances are copicd of Banner PROD. The data is not live,
therefore, it is not current. The databases are ‘cloned’ from
Banner PROD periodically. They are used for testing upgrades
and other fixes that may need to be made to Banner before they
are applied.

NOTE: If you currently have access to Banner PROD, you have
aceess to the other instances as well (if your access was granted
before the most recent clone). Your password is the same as
your PROD password as long as it has not been changed in
between clones. If you need your password reset, please submit
a SNOW thcket.

Self-Service Banner (S5B) is the test instances of Banner Services
Tab that you typically access through MyTSU. After signing into
558, vou will automatically be directed to the menu.

DEVL (Cloned Mar 11, 2020)
Banner 8

Self-Service Banner
Banner 9

ETGE (Cloned Scptember §, 2020 11:59pm)
Banncr 8

Seli-Service Banner

Banner 9

TEST{ Cloned Mar 27,2020)
Banner 8

Self-Service Banner
Banncr 9



http://www.tnstate.edu/banner

Accessing Banner 9 While Working Remote

'@' Citrix Workspace

1. Login to Citrix Workspace
Domain\User: tnstate\<yourusername>
Example: tnstate\jsmit301

Use the same login credentials as myTSU

Domain\User;  |tnstate’sstalby

passwﬂ,rd: -------------l

2. Click the Banner 9 Icon

Sign In

E Secure connection

Banner 9




F10 still saves, F7 still starts a query, F8 still executes a query

Visit the link below for the full list:

http://www.tnstate.edu/banner/Banner%209%20Quick%20Reference%20Sheet.pdf

QUICK REFERENCE SHEET

Actions with new or updated keyboard combinations in Banner 9 are indicated by bold entries.

Action

APPLICATION NAVIGATOR
Access Help
Access Menu (My Banner Menu)
Display recently opened items
Search
Sign out

BANNER DOCUMENT MANAGEMENT (BDM)

Add BDM Documents
Retrieve BDM Documents
Cancel Page, Close Current Page or

Cancel Search/Query (in Query mode)

Choose/Submit

Clear All in Section

Clear One Record

Clear Page or Start Over
Count Query

Delete Record

Down/Next Record
Duplicate ltem

Duplicate Selected Record
Edit

Execute Filter Query

Exit

Expand/Collapse Drop-down Field
First Page

Insert/Create Record

Last Page

List of Values

More Information

Next Field or Item

Next Page Down

Next Section (Block)
Open Menu Directly
Open Related Menu
Open Tools Menu

Page Tab 1

Page Tab 2

and so on

Previous Field or Item
Previous Page Up
Previous Section (Block)
Print

Refresh or Rollback
Save

Search or Open Filter Query
Select on a Called Page
Toggle Multi/Single Records View
Up/Previous Record

Banner 8

Icon or Menu
Icon or Menu

CTRL+Q

ENTER
SHIFT+F5
SHIFT+F4
SHIFT+F7
SHIFT+F2
SHIFT+F6
Down Arrow
F3

F4

CTRL+E

F8
CTRL+Q
Click field
Not applicable
F6

Not applicable
F9

ALT+H

Tab

PgDn
CTRL+PgDn
F5

Not applicable
Not applicable

Not applicable

SHIFT+Tab
PgUp
CTRL+PgUp
SHIFT+F8
SHIFT+F7
F10

F7

SHIFT+F3
Not applicable
Up Arrow

Banner 9

CTRL+M
CTRL*Y
CTRL+SHIFT+L
CTRL+SHIFT+Y
CTRL+SHIFT+F

ALT+A
ALT+R

CTRL+Q

ENTER
SHIFT+F5
SHIFT+F4

F5

SHIFT+F2
SHIFT+F6
Down Arrow

F3

F4

CTRL+E

F8

CTRL+Q
ALT+Down Arrow
CTRL+Home
F6

CTRL+End

F9
CTRL+SHIFT+U
Tab

PgDn
ALT+PgDn
CTRL+M
ALT+SHIFT+R
ALT+SHIFT+T
CTRL+SHIFT+1
CTRL+SHIFT+2
and so on
SHIFT+Tab
PgUp
ALT+PgUp
CTRL+P

F5

F10

F7

ALT+S
CTRL+G

Up Arrow



http://www.tnstate.edu/banner/Banner%209%20Quick%20Reference%20Sheet.pdf

Banner 8 Home

|£] Oracle Fusion Middleware Forms S s

File Edit Options Block |tem Record Query Tools Help

BRI BEEE ¥ T &

neral Menu GUAGMNU 8.6.4 (PROD)- Thursday, October 08, 2020 - Last login Wednesday, October 07, 2020 05:15:34 PM

Go To... E Welcome, Anna Murray.

Products: E Wenu | Site Map | Help Center

IFinance System Menu [*FINANCE]
[JHuman Resources ["HRS]
(Financial Aid [RESOURCE]
CIGeneral ["GENERAL]
_1Document Management [*BDM]
[IBanner Security ['SECURITY]

[Z1My Banner My Links

‘_iBanner
[ Student [*STUDENT] Change Banner Pasgward
[ Advancement [*ALUMNI]

Check Banner Messages
Persanal Link 1
Personal Link 2
Personal Link 3
Persanal Link 4
Persanal Link 5

Personal Link B

My Institution

Banner Broadcast Messages

07-MAR-2018 “You cannot do a kindness too soon, for you never know how soon it will be too late.” ~Ralph Waldo Emerson
06-MAR-2018 Inhale courage. exhale fear

27-FEB-2018 Focus on the good

27-FEB-2018 What a beautiful day at TSU

ellucian.

Enter the object name; Press LIST for listing.
Record: 11 =05C>

= - e T S (mEmem st mlmme TS A s i rmse Danmmmetine o

A Tas Assle

Banner 9 Home

P v g
Welcome

® Search Direct Mavigatien Pages, Manus, |ots and Quicdlows Q




No More Java!

Do yo n this application?

Banner by Ellucian




Benefit: No Banner-Specific Password

Just log in with your regular credentials (TNState Username and Password, the same one that you use to
log onto your computer, Outlook, or myTSU)

Banner 8 Login Banner 9 Login

Logon

Username: || u‘ TENNESSEE
IHE StaTE UNIVERSITY
Passwaord: |
Database: | THState Username
( Connect I{;an,:m JI amurrayd@tnstate.edu Not you?
Password

COVID Disclaimer Forgot Password




Benefit: Use any web browser!

Internet Explorer is no longer required.




Key Terminology Changes

IN BANNER 8 IN BANNER 9
FORMS PAGES
BLOCKS SECTIONS
NEXT BLOCK GO BUTTON
ROLLBACK START OVER
QUERY FILTER
Shortcut Key changes
Banner 8 Banner 9
Shortcut Key Shortcut Key
Next Block Cnrl + PgDn Next Section Alt + PgDn
Previous Block Cnrl + PgUp Previous Section Alt + PgUp
Rollback Shift + F7 Start Over/Refresh F5




Banner 9 Menu Bar

©@ Appl
< =

Sidebar Menu (Expands Sidebar)
Home Screen

Applications Menu
Search

Recently Opened Pages

Help

Favorited Pages

Sign Out

Name of the Logged In User

T 1ttt




Applications Menu

Banner 8

@ Application Navigator

@J Oracle Fusion Middleware Forms Services ra

File Edit Options Block |tem Record Query Tools Help

= B RACER 7 e & S BE Tl £ L@ 01X

'z_El General Menu GUAGMMNU 864 (PROD)- Thursday, October 08, 2020 - Last login Thursday, October 08, 2020 01:06:14 PM <
Go To... E Welcome, Anna Murray. Products: B
<
1My Banner
dBanner
B8] Student [*STUDENT]

[ Aadvancement [*ALUMNI]
[OFinance System Menu [*FINANCE]
[JHuman Resources [*HRS]

(O Financial Aid ["RESOURCE]
[1General ["GENERAL]

[ Document Management [*BDM]
[1Banner Security [*SECURITY]

Banner Broadcast Messaaes

&

Back to Applications

Banner

Student
(*STUDENT)

Advancement
(*ALUMNI)

Finance System
Menu (*FINANCE)

Human
Resources (*HRS)

Financial Aid
(*RESOURCE)

General
(*GENERAL)

Document
Management
(*BD

8@ banner.tnstate.edu/applicationNavigator/seamless

Banner 9

® Search




Searching for Forms/Pages
% = Wildcard Character

Banner 8

@J Oracle Fusion Middleware Forms Services
File Edit Options Block ltem Record Query Tools Help

FEEIEEEEIEREE EEEIE T A E Y I

’z_ﬂ General Menu GUAGMNU §.6.4 (PROD)- Thursday, October 08, 2020 - Last login Thursday, October 08, 2020 01:06:14 PM
Go To...

¥  Welcome, Anna M

\

] My Banner

‘Banner Find|%
[ Student [*STUDENT] A
(1 Advancement [FALUMNI] F Degres Award Cat T b

[:l Finance System Menu ["FINANCE] Activity Category Validation STVACCG

Academic Calendar Type Validation STWVACCL
CJHuman Resources ["HRS] Attendance Accounting Method Validation  STWACCT
[JFinancial Aid ["RESOURCE] Acceptance Practice Code Validation STWVACPR al Li
D General ['GENERAL] Institutional ;.A.ccred'rtatiun .5'.tat.u5 Validation STVACST ]
Student Activity Code Validation STWACTC al Li
[ Document Management ['BDM] Action Code Validation STVACTN _
(1 Banner Security ['SECURITY] Activity Type Validation STVACTP - palli

gcomel

@ Search

v

(STVACAT)

Degree Award Category Code Validation

Activity Category Validation
(STVACCG)

(STVACCL)

Academic Calendar Type Validation




Directly Accessing Forms/Pages

Banner 8

[i:] COracle Fusion Middleware Forms Services
File Edit Options Block [tem Record Cluery Tools Help

EBORIREAER 4% DEN D BRS¢ L2 @0 X

Go Tol.. |SF‘ADM E| Welcome, Anna Murray. Products: B
My Banner

Banner

Welcome

@ 5 h C Direct Navigati
earc irect Navigation SPAIDEQ ®

General Person Identification
(SPAIDEN)




Next Block

Banner 9 - Use the Go Button
Next Section - You can also use the Navigation Arrows or ALT + PgDn Keys

Banner 8 — Next Block E

@] Oracle Fusion Middleware Forms Services: Open = SPAIDEN

File Edit Options Block [tem Becord/_}uqy Tools Help

BVE REEE AT )EEXR AE RBE G ¢ B @ 1X

%5 General Person Identification SPAIDEN 5.5.3.1 (PRODY) fririr i ieieieie e e L L L L e DL LT e e D L e e

ID:  [Too3ozese [ [Murray, Anna B. Generate ID:  [&

NI =R Alternate [dentification Address Telephone  Biographical E-mail Emergency Contact  Additionz

/~ N\l
hd
\ /

|

Banner 9 — Go or Next Section | Go Ji =

bn  General Person Identification SPAIDEN 9.3.14 (PROD)

ADD [ RETRIEVE  J% RELATED ¥ TOOLS

ID: |Tﬂﬂ459659 | | +] Saint-Alby-Hyeme, Sylvie R.

mplete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER.

ya

a ( B Activity Date 07/10/2018 10:44:55AM  Activity User APPSAM




Rollback
Banner 9 - Click the ‘Start Over’ Button or the F5 Key

Banner 8 @

| @J Oracle Fusion Middleware Forms Services: Open = SPAIDEN

File ;;1& Options Block Item Record Query Tools Help

(B0)E BREER %% ZEE & & RER S E G4 2@1 01X

Generate 1Dt [E

ID:  [T00393439 [ ¥ |Murray, Anna B.

Oimmramkisal C wmmil Cramrmmmeas Mantset L I T N

P i tncfatian | Addrane Talanhann
Banner 9 — (_ssower ] (Top Right Corner)

W T2OLS

ADD BB RETRIEVE g% RF"Tiu

Start Over

an  General Person |dentification SPAIDEN 9.3.14 (PROD)

B2 inset B Delete TmCopy T Filter

Murray, Anna B.
Additional Identification

Telephone | Biographical E-mail Emergency Contact

|
D 00393439 Name Type
&8 insert B Delete "m Copy | T Filter




Options Menu (Banner 8) =>
Related Menu (Banner 9)

Banner 8
Ej Oracle Euste

diddleware Forms Services: Open > SPAIDEN

pck |tem Record Query Tools Help
Antification l@.@l%f.@.m@r@@wl—-—l@[@l_

Alternate Identification
Address
ID:

| Telephone
Biographical
E-mail

Generate ID: rﬁ-

Emergency Contact
Additional Idenfification Address Telephone  Biographical E-mail Emergency Contact Additional
System Data Summary [GUASYST]

D: ﬁ Name Type: I_E

Banner 9 (Top Right Corner)

ADD B RETRIEVI: B TOOLY

Q. search

Appointments and Contacts [SOAAPPT]
System Data Summary [GUASYST]

Common Matchings [GOAMTCH]




Tools (Top Right Corner)

Contains various utilities, including Print, Export, and Item Properties.

@ Application Mavigator X +

« => C &8 banner.tnstate.edu/applicationMNavigator/seamless

X @ ellucian  General Person Identification SPAIDEN 9.3.14 (PROD) ADD B RETRIEVE

Q, lsearch

Alternate |dentification Address Telephone Biographical -mai Emergency Contact Additional Identifice ACTIONS

IDENTIFICATION

Refresh

Shift+F1
PERSON Export

Print Screenshot Clrl+Alt=F

Clear Record Shift+Fd

Clear Data Shift+F3

NON-PERSON ]
Item Properties

Display ID Image
ID AND NAME SOURCE pay g

Exit Quickflow

About Banner

OPTIONS

Current Identification

Alternate Identification

Ellucian. All rights reserved.




Record Maintenance

Record maintenance is accomplished using the buttons at the top of the section to be
edited or added to. The Keyboard Shortcuts for record maintenance are unchanged.
Insert Record = F6

Delete Record = SHIFT+F6

Duplicate Record = F4

@ Application Navigator X +

= = C & bannertnstate.edu/applicationNavigator/seamless or Y c\u 09 = K , :

x @ ellucian General Person Identification SPAIDEN 9.3.14 (PROD) ADD B RETRIEVE 25 RELATED ¥ TOOLS

ID: T00393489 Murray, Anna B.
Crpr el Alternate Identification L i Email  Emergency Contact  Additional Identification _
~ IDENTIFICATION Insert [ Delete TmCopy | Y. Filter

D | T00393489 MName Type

~ PERSON 5 B2 Insert @ Delete "mCopy | V. Filter
————

Prefix |
]

\/

|

o=)| Suffix

|
- ]
Middie Name  [B | Full Legal Name |

~ NON-PERSON C B3 Insert @ Delete "mCopy | V. Filter >

Name

Last Name [ Murray

First Name [Anna ] Preferred First Name

[
[
[
[

¥ ID AND NAME SOURCE B2 insert E Delete "mCopy | Y. Filter

Last Update
Origin ~ SPAIDEN

Original Creation

User BGRAVES{ 10/08/2013

Create Date

SAVE

Activity Date 07/10/2018 10:44:55 AM  Activity User APPSAM

SPRIDEN_CURRENT.SPRIDEN_ID [1] &2 ) Elluc ed. ellucian




Viewing Data

(@ Application Navigator X +

6

& 8@ banner.tnstate.edu/applicationMavigator/seamless
W) eneral Person ldentificatio wall 9

ID: TOO393489 Murray, Anna B.

Cumrent Identification  Alternate Identification  Address Biographical

¥ TELEPHOMNE INFORMATION

o % Q0 @

A ADD o= R

Emergency Contact Additional Identification

- 0O X
LI 2B
ATED < TOO

Start Ower

O Master £ Settings B8 Insent @ Delete

Tacopy . Filter

Telephone Type * Remit to (Vendor Checks)

Area Code |B15

Fhone Mumber [963?693 ]

Extension

l

M4 [{)of3p M

Primary
[ ] Unlisted
[ ] Inactivate

Comment [

Address Type Remit To (Vendor checks)
Sequence

Record 1 of 3

v

> Activity Date 05/04/2012 12:30:25 PM  Activity User BWHITEZ2

b
I




Notifications will sometimes pop up at the top right of the screen.

You can click the yellow square, the notification hopper, to hide the message(s) or click the
square to open the hopper and display the message(s).
There are four notification types:

1. Error Notification — will display a “1” in a circle when message displayed

*ERROR" Pay Event Overlaps With Payroll Year, 2017 Pay
Id: BW Pay Number: 2

ency Contact Additional Identification

2. Info Notification = will display an “i" in a circle when message displayed. May display an OK button that you must
select to continue.

Informational Me

Banner
B No matches found, create as new?

o
3.

4. Success Notification — will display a checkmark in a circle when message displayed

cessfully (1 rows saved)

5. Warning Notification = will display an exclamation “1” in a yield sign when message displayed. Will also display
two buttons a Yes button and a No button select one to continue.
Warning Messages— Yellow

New ID Created

A Generaied ID: R01300101. Idenfification record created.
Biographical record not created. Address record create
failed Telephone record not created. E-mail record not
created. Addibional 1D not created

©2000 - 2020 Ellucian_ All rights resarved ellucian.



Query => Filter

Filtering is the new way of limiting the results shown on the Form/Page.

It works similarly to entering Query criteria in Banner 8.

In Banner 9 you specify the field and the value you’re looking for and click Go to activate the filter.
Recall that the wildcard character (%) can be used here.

Banner 8 Banner 9
14 Y. Filter

Oracle Fusion Middleware Forms Services: Open > SPAIDEN - SOAIDEN

File Edit Options Block ltem Record Qugef Toom Help 4 ADD : RETRIEVE RELATED TOOLS
(BYB FAEER YR BFE G E BB ZH ¢4 & @1 X = {E ﬁ
‘7= Person Search SOAIDEN 8.56 (PROD) s orbiiririuieieiei et e e e e e b b bl 6 %
1D Last Name First Name Middle Name Birth Date Iﬁ:;’ggr Type [ Stﬂrt 'D'H'Ef :]
]
[ B
O [ Master £F Settings insert @ Delete Tmcop( . Filter '

\ \ | \ \ [

\ \ | \ \ [ -

™ Case Insensitive Query ' Case Sensitive Query

Record 1 of 2



Searching/Adding a Person or Vendor

Banner 8

Banner 9

1. Click on the ellipsis (...) next to the field to
initiate a search

X @ ellucian (General Person |dentification SPAIDEN 9.3.14

I pplication Navigator x + - B X
’ ~ > € & bannertnstate.edu/applicationNavigator/seamless or Y q; 0O @0 w N , :
OAID PROD i ADD B RETR = D i’ TO 1
~ PERSOMN SEARCH Master 4 Settings &3 Insert @ Delete  TmCopy | T Filter
2. Enter the desired criteria in the A
search field(s) then click Go.
322 D @  Last Name @ | FirstName @ Middle Name -]
The buttons the yellow arrows point to [ || ey || b ||| ]
are for adding a new record. Sl | Cronge indicator °
When adding new records, please r [ =
carefully check to be certain you’re not :
Creatlng a duplicate record. e D gLa.stName Eirst Name Middle Name i fChangeIndica‘lcr 5Preﬁ): Suffix
1 Df1|vjerF}age— Recordwf;




Searching/Adding a Person or Vendor

You can also press TAB when in the ID block to bring up a search entry field.

Pressing TAB brings up a search entry field:

@ Application Navigator » +

&« & @ banner.tnstate.edu/applicationMavigator/seamless

b4 @ ellucian  General Person Identification SPAIDEN 9.3.14 (PROD)

. -|-]|Murra*,r. A%
S ———

Get Started: Complete the fields above and click Go. To search by name, press TAB from an 1D

After typing the search criteria, pressing enter will bring up further options (left).

ID and Name Extended Search %

Clicking “Press to See Results” shows the followi
(@ Press To Ses Resuits | Person/Non-Person Count 2

|@ Person Search Detail

Extended Search

Reduce Search By

Criteria | Q

ID and Name Extended Search

GroupType (O Person () Non-Person  (8) Both NemeTpe [ [
oy [ ] mimoae [ | Search Detail LEEE LA Y
sweorProvnce [ |.] cender [ | [r.—. Press To See Results ] Cummings, Arlene Murray_TI]ﬁ[]31122 N
zPorposalCote [ ] [,-‘_, Person Saarch Detail ] Murray, Arlene Cummings T00031122

Press Enter Query or select button to clear search EJ Reduce Search By Cummi!‘lgs. Arlene M T00031122

Enter search criteria then press Execute Query or select bution to reduce search. lﬂ




Inactivity

As in Banner 8, you will be logged out of Banner 9 after 30 minutes of inactivity.
In Banner 9, however, a warning message will now display after 25 minutes and
give you the option to extend your session if you are still at your screen.
Clicking ‘Extend’ will refresh your session for another 30 minutes of inactivity.
You only see this screen if you are doing nothing in Banner for 25 minutes
straight. It will not interrupt you during normal use of Banner 9.

Warning! Due to inactivity, your session will expire in 00:01:40.

To extend your session another 30 minute(s), please press the Extend button.




Other Resources

» QTS has a website dedicated to the upgrade of Banner 9 with information and useful
resources: http://www.tnstate.edu/banner/

Banner 9 Access URL: https://banner.tnstate.edu/applicationNavigator

Ellucian Banner 9 Intro Video: https://www.youtube.com/watch?v=6Maqy0lez ¢

For specific questions about a particular form or process please contact the
appropriate office for assistance.

» If you discover something that does not work properly or get an unexpected error then
please navigate to ServiceNow(SNOW), log in with your TNSTATE email and password,
and submit a ticket. If you need instructions on how to submit a ticket, click with
details about the issue so that someone can look into it.

» Color wheel for personal preferences: https://htmlcolorcodes.com/



http://www.tnstate.edu/banner/
https://banner.tnstate.edu/applicationNavigator
https://www.youtube.com/watch?v=6Mqqy0lez_c
https://ellucian.service-now.com/
https://htmlcolorcodes.com/
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