Advanced Searching in Banner

One of the most powerful and oft-confusing functi@m Banner is searching to
determine the existence of a person or non-persamdpr or AR customer). It is critical
to avoid creation of duplicate PIDMs in Banner.

In this document we’ll analyze searching, focusangwo searching features:
Searching for a partial name string
Using Extended Search

Searching overview
Before proceeding, let’s review searching in Banner

Forms, where data is entered, updated, and vieavedt the “heart” of Banner. Before
proceeding in a form, basic information (i.e., IDnmber) denoting the desired record
must be entered in that form’s Key Block field($)you are unsure of what to enter in
the Key Block, you can search for that information.

There are two ways to search in Banner. You carthes®uery form or you can search
directly from the Key Block.

Searching with the Query Form
1. Go to the desired form in Banner.

§& Oracle Developer Forms Runtime - Web: Open > SPAIDEN =(aixj

File Edit Options Block Item Record Query Tools Help
=)

Person ID and Name Source

Last Name:
First Name:
Middle Name:

Last Update

user: [
Activity Date:
Origin: [

Preferred First Name:

Full Legal Name:

Original Creation

Non-Person
user: [

Create Date: |

D number, LIST for person; COUNT HITS for nor persan; DUP ITEM to generate ID; DUPLICATE RECORD for Altemate ID Iook-up.
Record: 141 [ | | | <05C>

N

2. Inthe Key Block field, click th&earchbutton. ~]
An option list will appear.
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Person Search

Mon-Person Search

Alternate ID Search

| Cancel

3. Select the appropriate search.

A query form will appear.

Chang
First Name Middle Name  Birth Date  Indical

M

Case Sensitive Query?

ge
tor

el
-
=]

[

a

Enter a query; press F8 to executs, Cti+Q to cancel

Record: 141 | | Enterou. |

| | <osc>

4. Enter the desired text you wish to search for engppropriate field(s) of the first
(highlighted) row. (See below for “Searching fopartial name string”.)
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5. Click theExecute Queryicon (or press [F8]).

The results of your search will appear in the quienmn.

File Edit Options Block Item Record

(BPBRRAEAEE ¥ BEE & & BE DB ¢ & (@X
ge
L m First Name Middle Name  Birth Date  Indicator  Type
3 = 5]
Srmith [aaron "
Smith [anita m []
= lemith [Bradiey m 11 [ ]
smith corey m i
= smith o m e [
= [smitn Do m [ |
o3 [smith ulia M []
 [emith Theresa m []

Case Sensitive Query?

*No " Yes

Identification Number, press COUNT QUERY HITG to access addiianal information \

Record: 1/8 I | | | =0sC=

6. Click the desired record and then click S&lecticon

B

The initial form will redisplay with the appropriaidata entered in the form’s Key

Block.

Searching from the Key Block

1. Go to the desired form
in Banner.

Runtime - Web: Open > SPAIDEN

2. Press théBackspace]

key once.

This will clear the ID

field of any r——

information. B | | ot tpate

a ] — ——

3. Press thTab] key ) — e

once.

The insertion point wil Oriinal Creation

appear in the name s ——

. Name: [ =

field.

T USvapar‘snm ‘couNTHlmv‘ nnnnnn SRR T e D g R e o e e e | J
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4. Enter the name for which you wish to search.

Generate ID: [&]

Person

Last Name:

Preferred First Name:
Full Legal Name:

=

Name:

Non-Person

[ =)

ID and Name Source

Last Update

User:

Activity Date:

Origin: |

Original Creation

User: [

Create Date: |

Name; Enter a nay

Recard: 141

me Last, First, Middle and press enter or tab. Use the wildcard "%" if needed.
[ | <o8c>

(See “Searching for a partial name string” below toxtended Search.)

5. Press theHnter] key.
If there is only one match, the record data wilpapr in the Key Block fields.

If there are multiple records that match the entleceteria, the Extended Search
window will appear with the count of the numbenaitching records.

e

ID and Name Extended Seard

Search Results: [

Person Search Detail: @ Non-Person Search Detf)l: @
Reduce Search By
“Person ' Non-Person ®Both
Enter search criteria then press Execute Query or select button to redlice search. E‘
City: SSN/SIN/ JIN:
State or Province: E Birth Date
ZIP or Postal Code: E Gender:
Name Type: B
Press Enter Query or select button to dear search. [

Clicking the Search Results’ drop-down arrwill display a list of matching
records from which you can select a record. Ifliseis too long, you can use
Extended Search to narrow down the list. (See “g&rtended Search” below.)
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Searching for a partial name string

Searching for a partial nanganbe easyf you understand how Banner’s wild card
characters work.

There are only two wild card characters used inn@arthe underscore and the
percentage sign.

The underscore character (_) replaces one unknbewacter.
The percentage sign (%) replaces any number ofawakrtharacters.

Examples:

Looking for : Last character is “D”
Enter: %d

Possible result: Oxford

Joanne Woodward
Ben Casey MD

Looking for : Begins with “ma”
Enter: ma%
Possible result: Maintenance Contract
MasterCard
Marshall
Looking for : A 7-character text string where thstlcharacter is “N”
Enter. n
Possible result: Ruthann
Deshawn
Unknown
Looking for : A 7-character text string where tivstf2 characters are “RU” and the
last character is “N”
Enter: ru____n
Possible result: Ruthann

Looking for :
Enter:

Possible result:

Looking for :
Enter:

Possible result:
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The text “COLLEG” appears anywherehim the field
%colleg%
Cuesta College
college graduate
top collegiate honors

First letter is “C”, and “LEG” appesmanywhere within the field
c%leg%

North Orange College
chicken legs
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Using Extended Sear

ch

Banner permits extending (or building upon) anahgearch that’s started from the name

field in the Key Block.

1. Search using the name field in the Key Block:

a. Press th¢gBackspace]key to clear the ID field of the Key Block.
b. PresdTab] to position the insertion point in the name fiefdhe Key

Block.

c. Enter a partial name using wildcards and pfEsser] .

& Oracle Developer Forms Runtime - Web: Open > SPAIDEN

Name Typ ]
Person ID and Name Source
Last Name: 2] Last Update
First Name: ]
Middle Name: User:
Prefix: Activity Date: |
Suffix: Origin:
Preferred First Name:
Full Legal Name:

Original Creation

Non-Person

Name:

Create Date:

User:

1]
Name; Enter a nay

me Last,First, Middle and press enter ortab. Use the wildcard %" f needed
| |

Record. 111 | | | <osc>

If multiple records meet
the search criteria, the
Extended Search
window will open, with
a count of the numbe«

of records found
displayed by the pull
down.

If the list is too long,
you can extend the
search (which will
reduce the number of
records found) using
the Extended Search
window.
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1
—
Prefix: L R —
State or Province: =] Birth Date:
Suffix: —_— =
. ZIP or Postal Code: K2} Gender:
Preferred First Name: —_—
Name Typ ™
Full Legal Name:
Press Enter Query or select button to clear h =)
Non-Person
Us:
Create Date:
Name:
D number,LIST forperson: COUNT HITS for no-persar; DUP ITEM o generate D; DUPLICATE RECORD for Atenate 1D ookcu. |
Record: 111 [ | | | <osc>
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2. Enter one or more additional criteria (city, stati@, birth date, etc.) under
Reduce Search Byand then click th®educe Searchcon

N/

The extended search should reduce the number efdgfound. If there is only
one match, the Extended Search window will closkthe record data will
appear in the Key Block fields. If there are muétipecords that match the
entered criteria, the Extended Search window wipear with the count of the
number of matching records.
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IMPORTANT! If your Extended Search produces muétiptcords, you may have
encountered duplicate records (something that dredwiaysbe avoided). Before
proceeding, research to verify that the multipleords are not duplicates. If they
are, take necessary steps to rectify the problecohtacting the appropriate
department.

3. (Optional) If there are multiple records, click tBearch Results’ drop-down

arrow
A list of matching records will appear.

4. (Optional) Click on the desired record from the.lis
The Extended Search window will close and the seleecord data will appear

in the Key Block fields.
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