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Section A: Introduction

Lesson: Overview

«f Jump to 100

Workbook goal

The goal of this workbook is to provide you with the knowledge and practice to
accurately navigate through Banner. This workbook is divided into five sections:
Sungard Banner Forms
Main Menu
Menu Bar
Toolbar

Help features

Intended audience

All Sungard Banner users throughout the Coast Community College District

Prerequisites

Familiarity with using a computer and mouse
Microsoft Windows or Apple Macintosh Navigation.
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Section B: Toolbar

Lesson: Toolbar Overview

<@ Jumpta T0C

Introduction

A toolbar is a set of icons that represent shortcuts for performing common functions.

File Edit Options Block Item Record QJuery Tools Window Help

EFEEIEEEEIEEIE

'm General Person Identification SPAIDEN 7.0
Confidential
ID:  [s10000001 [ [allen, Matthew A, Generate ID: [§]

oV =Tol (=T el Alternate [dentification Addrass Telephone Biographical E-mail Emergency Cantact

Name Type: =]

Darcan ‘ ‘ TN and Mama Qaneea ‘

Bubble Help

If you move your cursor over an icon, a box appears that describes the function of the
icon; this is Bubble Help. It may be turned off at any time.

Example: If you place your cursor over the exit icon, you will see the following:

-
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Section B: Toolbar

Lesson: Default Icons

< Jump to 100

Toolbar

EYE AEEE 27 REE QS ME TR ¢ H1@1X

Commonly used icons

Icons Function

Save

4 Rollback

Select

»{=] Insert Record

4= Remove Record

= Previous Record

= Next Record

ol Previous Block

ki Next Block

Enter Query

[ Execute Query

B Cancel Query

=y View/Send Message

i Print

SCT Banner Xtender Solutions
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Section B: Toolbar

Lesson: Default Icons (Continued)

BXS — Add Document
) Workflow Submit

I Workflow Release

af Broadcast Message

= No fine grained access control security enable

@ Online help
X Exit
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Section C: Help Features

Lesson: Auto Hints/Status Line

«f Jumpto TOC

Introduction

The Auto Hint/Status Line appears at the bottom of the screen. It describes the place
where the cursor is located. Error messages, processing messages, and keyboard

equivalents appear here.

File Edit Options Block ltern Record Query Tools Help

=] BIEEBE % BEed S & [FE Gl 4@ X

%8 General Menu GUAGMMNU 7.2 ( 3)- Tu 006 X
Go To... E] Welcome, EWILSON Products: B Wenu | Site Map | Help Center
[ Applicant Administration [FHRSAPPLCNT)] = My Links
[Electronic Approvals [FHRSELECAPPR]
‘HBiographic/D graphic Information [FfHRSPERSON] Change Banner Password

[ Identification [PPAIDEN] Status Line Check Banner Messages

[ One-Time Payment [PEA1PAY] Personal Link 1

2 One-Time Payment Inquiry [PEIMPAY]
[ Address List Inquiry [PPIADDR]

B Comment [PPACMNT]

2 Person Experience [PPAEXPR]

2 General Information [PPAGENL]

[ Certification Information [PPACERT]

2 Person Skills [PPASKIL]

2 Telephone [PPATELE]

[2 HR International Information [PPAINTL]
2 Person Skills Inventory [PPISINV]

2 Mail [PUAMAIL]

2 E.mail Address [GOAEMAL]

2 General Medical Information [GOAMEDI]

Persanal Link 2
Persanal Link 3
Personal Link 4
Personal Link &

Personal Link &

My Institution

SUNGARD SCT HIGHER EDUCATION

Banner Broadcast Messages

tfss ENTER to start selection ar expandicollapse menu. b
Record: 171 (| 1 | «<0sC= A
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Section D: Banner Forms

Lesson: Forms Components

«f Jump to 100

Introduction
All Banner forms are made up of three components: Records, Fields, and Blocks.
Blocks

A block is a section of a form or window that contains related information. If a form or
window contains more than one block, each block (except the key block) may be
enclosed in a beveled box.

Blocks:

1. Group information

2. Can be one or more on a screen

3. May be organized on tabs within a form
4

. Think of them as “sections” on a form
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Section D: Banner Forms

Lesson: Forms Components (Continued)

Types of blocks

There are two types of blocks, a Key Block and an Information Block.

File Edit Options Block [tem Record Query Toals Help

B EIEEEBE @@ BE@E &8 &

E_E Requisition Eniry: RequestorDelivery Information FP. M 7.1 (TRMG

[ [ 3 oge |

Requisition: MEXT
Key Block
Order Date: 02-Mav-2006 Transaction Date: (02-hd - 2008 @ [7In Suspense
Delvery Date: @ Comments: [ Document Text
Commodity Total: g Accounting Total: oo

[+ Document Level Accounting

Wendor Information

CommaodityAccounting Balancing/Completion

Requestor: | Coa: E E”SCT University
Organization: | E” Email: ‘

Phone: Extension: Fax: Extension:
Ship To: =]

Street Line 1: |
Street Line 2: |
Street Line 3: |
Building: Floor:
City:

|
State or Province: Zip or Postal Code:
|

Information Block

Nation:

Telephone: Extension:

Contact: |

—ttention-To: t .
S

A |
Enter request order date(DD-MOM-YYYY) |
Record: 171 | o | =08C=
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Section D: Banner Forms

Lesson: Forms Components (Continued)

«d Jump to T0C

Part of Form Description

Key block Where you start on a form.

Every form has a Key block.

A unique code is entered such as an ID number, term code or
document number.

Lets Banner know what piece of information you want to
retrieve.

The rest of the information on the form will refer to the

information that you enter on the Key block.

Information block Section that contains related information to what was entered
in the Key block.
A line may separate each Information block on the form.

Navigating blocks

To navigate in between blocks or tabs, you would use the Next Block or Previous Block
functions. These are icons located on the toolbar in a form. If you prefer to use
keystrokes for navigation, you can use Ctrl-Page Down to reach the Next Block or

Ctrl-Page Up for the Previous Block.

Previous
Next Block
Block
© Sungard Higher Education 2006 Banner Navigation Manual
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Section D: Banner Forms

Lesson: Forms Components (Continued)

< Jump ta 100

Fields

Fields are labeled space within a block. You can enter, query, change and/or display
specific information within a field.

There is usually more than one field on a form:

Fields

Requestor: |
Organization: | E”
Phone: | | Extension:
© Coast Community College District Summer 2006 Banner Navigation Manual
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Section D: Banner Forms

Lesson: Forms Components (Continued)

<@ Jumpta T0C

Field states

The following list details the different states a field can be presented on a form.

Note: You may not be able to navigate to all fields within a form. On query-only

forms, you frequently cannot move through any fields at all.

State Example Description

Enabled Age: | &5 Cursor is allowed in the field.
Information in the field is displayed in
black text.

Disabled tp:  Froooonor [ )[allen, marthew & | CUrSOr is not allowed in the field.
If information exists, it cannot be
changed
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Section D: Sungard Banner Forms

Lesson: Forms Components (Continued)

< Jump to 100

Field values

Any data that is entered or displayed in a field is a value. There are two types of values

as detailed in the chart below.

Note: The names of the fields that have a pre-defined value, or LOV, have a drop down
arrow next to the field. Fields that you can search for a value in the database also
have a drop-down arrow next to the field. The most common example is the ID field
on the Iden forms.

Citizenship: u E| Citizen
Ethnicity: 1 [7 Caucasian
Marital Status: M E| Married
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<@ Jumpta T0C

Section D: Banner Forms

Lesson:

Forms Components (Continued)

Type

Description

Example

Free-format

Free access to type in
whatever information is
required.

Not previously defined on a

validation form.

Street addresses

List of Values
(LOV)

Data on the LOV comes from
previously defined values on a
validation form.

When you double-click on a
LOV field. Use a Search icon or
press the F9 key, previously

defined values are displayed.

State codes — CA, FL, PA

Search Field

If a field is a search field you

must click the search icon (E|)

to search.

ID, Last Name, First Name

© Sungard Higher Education 2006

Page 15

Banner Navigation Manual




Section D: Banner Forms

Lesson: Forms Components (Continued)

«d Jump ta T0C

Navigating fields

To navigate between fields, use the next and previous keystrokes as detailed below.

Note: You may also navigate between fields using the item pull-down menu on the

menu bar.
Function Command
Next field Tab or Enter
Previous field Shift + Tab

Auto-Advanced — standard sized fields, e.g., dates, budget number, etc.

Viewing records

Some forms have a scroll bar to view existing records.

File Edit Options Block [tem Becord Query Tools Window Help

(BYE AABR %% RE8E A8 BR S@HI ¢ 4@ X

8 Emplovee Search Form (Employee, Applicant, COBR&) POIIDEN 7.0 (s4b
D Last Name First Name Middle Name Change Indicator Tﬂe Birth Date
b4

WTEDDODL |&: adams [peth | [ [ [os-mov-1985 =
’m |&Adams |Nichu|as | |N— ’— ’m
’m |&Carringt0n |Ju|ia |M |N— ’— ’m
’m |< Adams |Beth | |N— m
[TESTAPIHR| [ap1 [HR | [ “3AN-
[rEsTaPIHL |ap1 [mare | []
’m |Ahercrnmhie |Sean | |— - -
M |Adarr|s |Apri| | |— ’— ’m
[wTcoooors [#darms [oeth | [n | oy-1905
WTED00D14 [adams [peth | [] 09-HOVS —
[hRCLIENTL | [adams [cindy | [ F= 09-NOY-1982
’m |Adams |Danie| | |— ’— W
WTED0OD16 [adams [peb | [] 09-NOV-1980
M |Adams |Dea | |— ’— ’m
 Ppp——————— - = r i 1 et a e
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Section D: Banner Forms

Lesson: Forms Components (Continued)

«f Jump to 100

Navigating records

You can navigate to different records one of three ways:

1. Use the Next Record or Previous Record functions located on the toolbar in a form.

Next Record Previous Record

B =

2. Use the record pull-down menu in the menu bar.

3. Use the keys on the keyboard to navigate through records.

Function Command

Next record Down-arrow

Previous record Up-arrow
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Section D: Banner Forms

Lesson: Forms Components (Continued)

«f Jump to 100

List of forms stored in the File menu

Forms can be accessed from the list of forms that are stored in the File Menu. Banner
retains a list in the File menu of the forms you have accessed during your current
Banner session. You may quickly access these forms by clicking on the File menu
and choosing the form from the list. The list is refreshed each time you log out and
log back in to Banner.

m Edit Options Block Iterm Record Query
Direct Access
Ohject Search
o ckFlow
Select
Rollback
Save
Refresh
Print
Exiz
Exiz QuickFlow
Exiz 5CT Banner
Return to Menu
Preferences

1. SFARGFE Registration Fee Assessment Rules
2. GTWZIPC ZIR/Postal Cade Validation Gr—— .

2 _ orms list
3. GEAFUMC Event Function
4, APAIDEM Advancement Identification
5. GTWLETR Letter Code Walidation
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Section D: Banner Forms

Lesson: Forms Components (Continued)

«f Jump ta [UC

Main menu ‘Go To...’ field

You can access a form from the Go To... field above the Main Menu, if you know the
seven character code of the form you wish to access. You may also use the up and
down arrow keys in the Go To... field to access forms you have previously opened

during your current Banner session.

Procedure

Follow these steps to access a form from the Main Menu.

Step | Action

1 Enter the form's seven-character code in the Go To...field.

T General Menu GUAGMNU 7.1 - Tuesday June 14, 2005
GoTo...| [*] welcome, SAISUSR

[:IM!,I' Banner

_1student [*STUDENT]

LlAadvancement [*ALUMNI]

_IFinance [*FINANCE]

[ 1Human Resources [*HRS]

_IFinancial Aid [*RESOURCE]

_lGeneral [*GENERAL]

LIBanner ¥tenderSolutions System Menu [*BXS]

2 Press Enter or Tab or double click the folder

© Sungard Higher Education 2006 Banner Navigation Manual
Page 19



Section D;: Banner Forms

Lesson: Forms Components (Continued)

< Jump to [0C

Direct access

Use the Direct Access Form (GUAPARM) for quick access if you know a form’s seven

character code.

Procedure
Step | Action
1 While in a form, from the menu bar, select File.
2 Select the Dlrect Access optlon That will take you to GUAPARM.
Enter Valid Name: ||
( Start ) ( Search ) ( Clear ) ( Cancel )

Note: Always open Direct Access from the File menu on the menu bar. You will

learn more about the seven-character code later on in the module.

Enter a valid name of a form.
4 Click the Start button.
© Coast Community College District Summer 2006 Banner Navigation Manual
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