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Section A:  Introduction 

 

Lesson: Overview 

  
    

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 

  
    

Introduction 

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

 

 
 

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 

  
    

 

Toolbar  

 

 
 

 

Commonly used icons 

 

Icons Function 

 Save 

 Rollback 

 Select 

 Insert Record 

 Remove Record 

 Previous Record 

 Next Record 

 Previous  Block 

 Next Block 

 Enter Query 

 Execute Query 

 Cancel Query 

 View/Send Message 

 Print 

 SCT Banner Xtender Solutions 



© Sungard Higher Education 2006  Banner Navigation Manual 
 Page 7 

 

 

Section B:  Toolbar 

 

Lesson: Default Icons (Continued) 

  
    

 
 

 BXS – Add Document 

 Workflow Submit 

 Workflow Release 

 Broadcast Message 

 No fine grained access control security enable 

 Online help 

 Exit 
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Section C:  Help Features 

 

Lesson: Auto Hints/Status Line 

  
    

 

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. 
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Section D:  Banner Forms 

 

Lesson: Forms Components 

  
    

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

 

 

 

 

 

 

 



 

© Coast Community College District Summer 2006 Banner Navigation Manual 
 Page 10 

 

 

Section D:  Banner Forms 

 

Lesson: Forms Components (Continued) 

  
    

Types of blocks 

There are two types of blocks, a Key Block and an Information Block. 
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Section D:  Banner Forms 

 

Lesson: Forms Components (Continued) 

  
    

 
 

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. 

 
 

Next Block 
Previous 

Block 
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Section D:  Banner Forms 

 

Lesson: Forms Components (Continued) 

  
    

 

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: 
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Section D:  Banner Forms 

 

Lesson: Forms Components (Continued) 

  
    

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  Cursor is allowed in the field. 

Information in the field is displayed in 

black text. 

Disabled 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) 

  
    

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. 
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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 ( ) 

to search. 

ID, Last Name, First Name 
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Section D:  Banner Forms 

 

Lesson: Forms Components (Continued) 

  
    

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. 
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Section D:  Banner Forms 

 

Lesson: Forms Components (Continued) 

  
    

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 

  
 

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) 

  
    

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. 

 

 
 

Forms list 
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Section D:  Banner Forms 

 

Lesson: Forms Components (Continued) 

  
    

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. 

 
 

 

2 Press Enter or Tab or double click the folder 
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Section D:  Banner Forms 

 

Lesson: Forms Components (Continued)  

  
    

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 Direct Access option. That will take you to GUAPARM. 

 
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. 

 

3 Enter a valid name of a form. 

4 Click the Start button. 
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