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Introduction

Course goal

mEEm

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:

Banner Forms
Main Menu
Menu Bar
Toolbar

Help Features

Course objectives

At the conclusion of this course, participants will be able to

describe forms, their components and their naming conventions
explain form relationships

describe fields, blocks, and records

search for items in a database

describe and navigate through the Banner Main Menu

describe and utilize the functions in the Banner menu bar
describe and utilize the icons in the Banner toolbar

describe and access the types of help in Banner.
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Intended audience

All Banner users.

Prerequisites
Before completing this course, you should have familiarity with
e using a computer and mouse

e Microsoft Windows Navigation.
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Banner Product Suite

Introduction

What is the Banner product suite?

All-encompassing internet-native software applications for the higher
education community.

Supports functions that need to be carried out for an institution to run
efficiently.

Comprised of various Banner products that have the ability to interface with
each other for the purpose of accomplishing necessary tasks.

Suite products

The Banner product suite consists of six products. Your institution may have licensed all or
only some of the products.

Banner General*

Banner Advancement

Banner Finance

Banner Financial Aid

Banner Human Resources -- Payroll/Position Control

Banner Student

* Included when any of the other products are licensed.

Interfacing Banner products

Banner products have the ability to interface with each other for the purpose of sharing
information and making transactions.

Example: The Banner Human Resources system will interact with the Banner Student
system to find out which students are employed and how much they should be getting paid.

© SunGard 2004-2008 Navigation and Fundamentals
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Main Menu

mEE

Section goal

The goal of this section is to identify Banner Main Menu and its components.

Objectives
After completing this section, you will be able to
e describe the areas of the Banner Main Menu
e navigate through the Main Menu hierarchical structure
e utilize methods for accessing forms
e define and run a QuickFlow

e create, change, and copy My Banner.

© SunGard 2004-2008 Navigation and Fundamentals
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Banner Main Menu
[ ]

Introduction

The Main Menu provides an overview of the menus, forms, jobs and QuickFlows on Banner.
You use the Main Menu to navigate through Banner.

Parts of the main menu

(B 0l Deveopre Forms Bumtiene - Web =T
Eile Edit (ot It ] Tools Help — Wﬁtﬂm
(BB I SEES % T A 2 BRI 2R ¢ & @ X <*—Toolhar
G U 8.0 (UDCSYsT) = Frday Apnl 11, 2006 a5t logen Thursd oL P 8.
Go To...| ] ("] welcome, Jeff Colaburm, - Products: |=| Menu | Site Map | Help Center
_IMy Bannor "'"“-»-...,_‘_ Ti H‘, um“ i e .
Hsanner  Co 1o Fiold Product Links
I ®tuwdent Changs Bannar Passwond
—l Advancamant Check Banner Message
- Flnance
B : Parsonal Link 1
BN Bepaurees s My Links Canvas e
A Fimancial Aid HiEI‘ﬂI'C]'I.iI!H]. Parsgnal Link 2
- Menu Parsonal Link 3
—l Document Management Suite
1 P-.':..’-"-""‘E" Lu'k_;}
Parsanal Link §
Parsonal Link &

ME Institution

SAMGAND FESHIN IDUCATICN

Banner Broadcast Messages

_ Broadcast =
mitu Hint/ Status :| Message Canvas

Prass EMNTER fo start selachon or mpandicoBapse many
Racord: 101 I | 1 | =i5Cs
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Parts description

The following chart details the different areas of the main menu.

Menu Description
Part
Menubar Offers a variety of options for navigating within Banner. However,
from the main menu, the options are limited.
Object Access a form, job, or QuickFlow if you know part of its name,
Search description or type.
IF THEN
you use object search from a form the current form remains open.
you exit the requested object you return to the original form.
Toolbar Set of icons that represent shortcuts for performing common
functions from the main menu.
Auto Describes the field where the cursor is located.
Elr?;/Status Displays error and processing messages.
Explains the purpose of the field, what can be done next, or how to
access another window or form.
Hierarchical Access forms through the main menu hierarchical tree structure.
Tree Menu
Structure
Product Access contents of various Banner products directly.
Links
My Links The Change Banner Password link goes to the Oracle Password
Canvas Change Form (GUAPSWD), where you can change your password.
The Check Banner Message link takes you to the Banner Message
Form (GUAMESG), where you can view your messages. A green
check mark appears next to the link when you initially log in and
have pending messages, or whenever a new message arrives. The
pop-up alert for new messages is no longer displayed.
Personal links enable you to create up to six links to favorite URLs or
often-used Banner objects.
Broadcast The Broadcast Message button on the toolbar becomes enabled
Message whenever you receive a broadcast message. You can view your
Canvas message(s) in the Broadcast Messages section at the bottom of the
screen.
© SunGard 2004-2008 Navigation and Fundamentals
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Hierarchical Menu
[ |

Introduction

When accessing Forms from the Main Menu they are displayed as a hierarchy. You can
expand and collapse content by clicking on the folders.

Closed folder Select the closed folder to the left of an item to expand and
view items contained under it.

Open folder Select the open folder sign to collapse the menu into the
original item.

Banner menu

] My Banner
‘ABanner
_1student
‘dadvancement
_Jadvancement Individual
_ladvancement Organization
_IMembership

Pruspect Management

@ Prospect Management Entry
@ Prospect Management Query
_1Prospect Management Yalidation

_lpesignation

© SunGard 2004-2008 Navigation and Fundamentals
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Traversing the tree hierarchy

] My Banner
‘Banner
L1student

‘dAdvancement

_L1Membership

_lDesignation

| Prospect Management Query

1 Advancement Individual

_ladvancement Organization

aPruspect Management
&= Prospect Management Entry

[2 Prospect Pool Inquiry Page
[E Prospect Subject Index List Page
2 strategy Plan List Page
E moves By Prospect Page
E Moves By Project Page
E Moves By Staff Page
_1Prospect Management Yalidation

A galiritnr Nroanizatinn

IF

AND

THEN

you click the closed
folder to expand

you see more closed
folders

it can be expanded
further.

you click the closed
folder to expand

you see the open folder

it cannot be expanded
further.

the menu cannot be
expanded further

you see the form that you
want

double-click on that form
to access it.

© SunGard 2004-2008 Navigation and Fundamentals
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Accessing Forms

Introduction

The most commonly used ways to access forms are:

Hierarchical menu

Go To... Field from the Main Menu

Go To... Field accessed by F5 function from a form

Options Menu from within a form

List of forms accessed during current Banner Session stored in the File Menu
Direct Access Form (GUAPARM)

Site Map

Hierarchical menu

Access forms using the Hierarchical Tree Menu.

Steps

Follow these steps to complete the process.

1. Find the product area that you wish to access.

2. Double-click on the closed folder next to the product to expand the menu.

3. Double-click the form you would like to access or expand an area further by
clicking the closed folder.

© SunGard 2004-2008 Navigation and Fundamentals
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Banner menu

] My Banner
‘_Banner
_lstudent
‘dadvancement
_ladvancement Individual
_ladvancement Organization
_L1Membership
aPruspect Management
] Prospect Management Entry
Pruspect Management Query

[2 Prospect Pool Inquiry Page

[E Prospect Subject Index List Page
[E strategy Plan List Page

E moves By Prospect Page

[E Moves By Project Page

E Moves By Staff Page

© SunGard 2004-2008 Navigation and Fundamentals
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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.

Steps

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

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

"';_5| General Menu GUASMML 2.0 |::I._.I|::||:::E;'5,-'-_=.T::I

Go To... | E| Welcome,

[:IM!,I' Banner
‘ABanner
_Jstudent

B oncoment

_IFinance

_1Human Resources
IFinancial Aid
[ 1General

_lDocument Management Suite

2. Press Enter or Tab.

© SunGard 2004-2008 Navigation and Fundamentals
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‘Go To....” field called by F5 key

Forms can be accessed via the Go To... field called by F5 Key, 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.

Steps
Follow these steps to access a form via the F5 key.

1. Press the F5 key.

Go To... 4 My Institution:  hitp:ifwww sungardhe comy
Type Description System Req Activity Date
[ACADM  |Academic O 22-18M-1992
ADVIS  |Advisor O 03-JUL-2001
[ATHLE  [athletics O [15-HOV-1991
\CARRG  |Career Guidance O 03-MAY-2000
\CHPTR  |Chapter / Club O 22.JUM-2003

2. Enter the form's seven-character code in the Go To... field.
3. Press Enter or Tab.

4. Press the F5 key again to close out the Go To... window.

© SunGard 2004-2008 Navigation and Fundamentals
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Options menu

Forms can also be accessed from the Options Menu within a form. When you are in most
forms Banner lists related forms in the Options Menu. You may access these forms by
choosing them from the Options menu and when you close out of the chosen form you will
be taken back to the original, or ‘Calling,” Form.

Banner form

& Oracle Developer Forms Runtime - Web: Open = SPAIDEN

File [thil:nru-s. Block [tem Record] Query Tools Help

« | Current Identification il @ @ [Ey [ & I
B Alternate Identification N 8.0 (UDCSysT) [l

Address

; Telephaone

Biographical

E-rmail

Ermergency Contact
Additional Identification B [E=1E] Ei ] Ladess Tiele
Appointments and Contacts

- System Data Surmmary —EI
Common Matchings

Person

© SunGard 2004-2008 Navigation and Fundamentals
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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.

Banner form

& Oracle Developer Forms Runtime - Web: Open = SPAIDE

Edit Cptions Block Itemn Record Query Tool
Direct Access
Jhject Search
Cuick Flow
Select -
Eollback
Save
Refresh
Print [
Exit
Exit QuickFlow
Exit Banner
Feturn to Menu o
Preferences

L L1 e

L STVACTP Activity Type Walidation

L GUALUPRF General User Preferences Maintenance
L STVACCG Activity Category Validation

. SPAIDEM General Persan Identification

. SOAIDEM Person Search

L GOADSTE Wizard Step Setup Application

. SLARUSE Housing Roormn Query

. GEIATTD Function Attendance Inguiry

L GTVZIPC ZIPfPostal Code Walidation

10, GLROBIT Ohject Definition Rules

L1 O e R L ) B O R

© SunGard 2004-2008 Navigation and Fundamentals
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Direct access

Use the Direct Access function for quick access if you know a form’s seven-character code.

Steps
Follow these steps to complete the process.

1. While in a form, from the menu bar, select File.

2. Select the Direct Access option. This will call up a subwindow containing the
Go To... field, which enables direct entry of the code names of Banner forms,
reports and processes.

g.?g Oracle Developer Forms Runtime - Web: Open = SCACRSE = EII_

File Edit Options Block Item Record Query Tools Help

(I@IIE@EIEIIE@@I-@l%lgllllﬁﬂﬁllﬂkl—-—l@l@l ;

red by
B My Institution:  hitn: /fwww sungardhe .com :';nmmsueunucmow

I I =l [T I | wl Truwmas | I =l

3. Enter a valid seven-letter code of a form in the Go To field, then press Enter.

© SunGard 2004-2008 Navigation and Fundamentals
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Site map

The site map is accessible by selecting the site map link

Site Map

from the main menu. It

will list top —level menus and one level below them. No fields are listed, just links to various

menus and forms.

Banner form

Go To...

)
EI Welcome, Jeff Caol

eburn.

Products: B Menu | Site Map | Help Center

My Banner
Empty; Select to build.

Student

Course Catalog

Class Schedule

General Person

Faculty Load

Lacation Management and Housi

Advancement

Advancement Individual
Advancement Organization
Mernbership

Prospect Managernent
Designation

Salicitor Organization
Carmpaign

Pledge

Human Resources
Applicant Adrinistration
Electronic Appravals
Biographic/Demographic Inform
Employment Adrinistration
Compensation Administration
Employee Relations Administrati
Health and Safety Adrinistratior
Benefit / Deduction Administratii

General

Job Submission

Population Selection

Letter Generation

General International Managerme
Systern Functions/Administration
Event Managerment

General Web Management
General WR Management

My Links

Change Banner Password

Check Banner Maessage

Personal Link 1

Recruitment Business Rule Builder Personal Link 2
Admissions

General Student

Reqgistration

Accounts Receivable

Acadernic History

Curriculurn, Advising and Progra
Student Systern Managernent
Student Administration

Information Access

Gift and Pledge Payment
Event Management
Advancement Self-Service
External Data Load and Extract

Position Managerment
Personnel Services Budget
Tirme Entry and Payroll Processir Document Management
Payroll Histary BDMS FinAid Requiremnents Linki
Human Resources Administratior BOMS Student Requirements Lin
Security Set up BDMS Student Requirernents Lin
Committee/Service BDMS Application Validation
BDMS Document Type Walidatior
BDMS Context Determination
BDMS Systern Settings

BDMS Previous ID Rules

BDMS Error/Result

Personal Link 3

Persanal Link 4
Einance

General Ledger

Finance Operations

Stores Inventory
Purchasing and Procurement
Accounts Payable

Budget and Position Contral
Fixed Asset

Endowment Managerent
Accounts Receivable
Research Accaunting
Electronic Data Interchange
Archive

Personal Link &

Einancial Aid Persanal Link &
msing

Meed Analysis

Requirernents Tracking
Budgeting

Packaging and Disbursement
Funds Managerment

My Institution

Business Processes
Manage the Enterprise
Electronic Data Exchange Matriculate to Educate
History and Transcripts Farecast to Enrall

Financial &id Common Functions Plan to Fund
Tkt Curdbmrn Chosend Poad

SUNGARD HIGHER EDUCATION

Banner Broadcast Messages

Enter the object name; Press LIST for listing.
Record: 111 |

| «0gC=

Using the site map

The following chart explains how to utilize the site map.

IF THEN

you select a product from the site map the main menu displays the product you

selected with one level expanded.

you select a form, process, or QuickFlow it will be displayed.

© SunGard 2004-2008 Navigation and Fundamentals
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My Banner
[

Introduction

My Banner appears at the top of the Main Menu. It allows quick access to forms, jobs,
menus, and QuickFlows that are most important in your daily work.

Banner menu

E Empty; Select to build.
‘Banner
L18tudent

‘4 Advancement

Setting up My Banner

The following forms are used to create, change and copy My Banner.

Form Code Purpose

Personal Menu GUAPMNU Create and change your
Maintenance personal menu.

Personal Menu GUTPMNU Copy your personal menu
Maintenance and Copy to or from another user.

© SunGard 2004-2008 Navigation and Fundamentals
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QuickFlows
|

Introduction

A quickflow allows you to access a set of form in a specific sequence.

Example: One of your responsibilities includes entering new students into the system. You
may define a QuickFlow that accesses all of the forms required for that task so that you do
not have to go through each required form from the menu.

Action Benefit

Allows for access to a set of forms in a Enables a task to be accomplished both
specific sequence. efficiently and completely.

Enables you to customize your job tasks by Processing forms occurs in the correct
identifying required forms. sequence.

Accessing a QuickFlow

There are two ways to access the QuickFlow form.

1. Access the QuickFlow form from the File pull-down menu.

|8 QuickFlow Form GUAQFLW 2.0 (UDCSysTY -
QuickFlow: E|
Description: |

{ Start }( Clear Jl( Zancel }

) r,

2. Type the code of the QuickFlow in the Go To... field on the Main Menu to start the
QuickFlow. As you close each form within a QuickFlow, the next form is automatically
opened. If you need to exit the QuickFlow before completing all forms within the
QuickFlow, you may choose ‘Exit QuickFlow’ from the File Menu.

© SunGard 2004-2008 Navigation and Fundamentals
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Self Check
|

Directions

Answer the following questions. Try to do this without using your workbook notes.

Question 1
Which of the following allows you to access various Banner products directly?
A. Tool bar
B. Menu bar
C. Auto/Hint Status Line

D. Product Links

Question 2
The Banner Main Menu allows you to
A. customize Banner Forms.
B. access the contents of Banner.

C. enter information on an Banner Form.

Question 3
The only way to access a form is to use the Hierarchical Tree Menu Structure.

True or False

Question 4

Fine-Grained Access is security that allows you to see all forms on a menu.

True or False

© SunGard 2004-2008 Navigation and Fundamentals
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Question 5

If you know the seven-character code of a form, you can access it using Direct Access.

True or False

Question 6
What is the purpose of a QuickFlow?
A. Enables you to move around the menu quickly.
B. Enables you to customize your job tasks.

C. Enables you to remove any menu items that are not used.

Question 7
What function would you access if you know a form’s seven-character code?
A. Form Access
B. F5 or Direct Access
C. InstaField

D. Direct Link

Question 8

My Banner can only include QuickFlows that are important in your daily work.

True or False

© SunGard 2004-2008 Navigation and Fundamentals
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Answer Key
[

Question 1
Which of the following allows you to access various Banner products directly?
A. Tool bar
B. Menu bar
C. Auto/Hint Status Line

D. Product Links

Question 2
The Banner Main Menu allows you to
A. customize Banner Forms.
B. access the contents of Banner.

C. enter information on an Banner Form.

Question 3

The only way to access a form is to use the Hierarchical Tree Menu Structure.

False. Forms can be access other ways such as using F5 or the Go To... field.

Question 4

Fine-Grained Access is security that allows you to see all forms on a menu.

False. Fine-Grained Access only allows you to see the forms that you have
access to.

© SunGard 2004-2008 Navigation and Fundamentals
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Question 5

If you know the seven-character code of a form, you can access it using Direct Access.

True.

Question 6

What is the purpose of a QuickFlow?
A. Enables you to move around the menu quickly.
B. Enables you to customize your job tasks.

C. Enables you to remove any menu items that are not used.

Question 7

What function would you access if you know its seven-character code?
A. Form Access
B. F5 or Direct Access
C. InstaField

D. Direct Link

Question 8

My Banner can only include QuickFlows that are important in your daily work.

False. My Banner can include forms, jobs, menus, and QuickFlows that are
important in your daily work.

© SunGard 2004-2008 Navigation and Fundamentals
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Banner Forms

mEEm

Section goal

The goal of this section is to delineate how Banner forms are set up, named, and the
different components that make up the form.

Objectives

After completing this section, you will be able to
e search for items in a database
e explain the concept of a form
e describe the areas of the form
e explain the naming convention for forms
o define types of forms
e describe fields, blocks, and records
e search for items in the database

o explain form relationships.

© SunGard 2004-2008 Navigation and Fundamentals
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What is a Form?

Introduction

A form is an online document where you can enter and look up information in your
database. A form visually organizes information so it is easier to enter and read. A Banner
form is similar to a paper form, except information is entered once and then used by other
forms, reports, and jobs.

Forms can include blocks, windows, dialog boxes, and alert boxes.

Banner form example

g% Oracle Developer Forms Runtime - Web: Dpen > GTYLETR =1alx|
File Edit Options Block Item Record Query Toals Help powered by g%mbuno“
el ¥
Allove
Letter Code Description Duplicates Alternate Letter Code Print Command Activity Date
5_é g 2005 Annual Fund Selicitation I | | le-ocT-zoos £
[2uD_FoLLow_up [Secand Fallaw-up Letter I | | 22-NOV-2008
[acT_LisT [activity List W [ [ [10-0CT-2005
[acT_sEARCH_TAPE [4CT search Tape Latter wCard I | | 23-4UG-1999
[aoMIT_DECISION [admissions Decision Letter O | | (z5-FEB-1995
[ADM_zND_ackn [znd app Acknowledgement 7 [ [ [06-DEC-2006
[aDM_acknowLEDG [admissions Acknowlwdgement Ltr I | | 16-0CT-2000
[aDM_aPPL_acKN [admissians application &ckn O | | 23-Mmav-1995
[aDM_cHKL [admissions Checklist Letter I [ [ [17-MAY-1995
[ADM_cHKLTEST [Testing CHKL variable 74 | | z2-Mav-2007
[aoM_counseLor [tntro to admission Counselor O | | [os-nov-zonz ||
[ADM_Fa_INTEREST [Financial Aid Interest Letter [ [ [ [23-MAT-1995
[aDM_tNT_1 [admissions Interview 1 Letter O | | 23-Mmav-1995
[DM_LaBEL [admissians Label I | | [10-MAR-2008
[aDM_RES_oFFER. [research Offer Letter I [ [ 06-APR-2005
[aDM_RES_REIECT [research Rejection Letter I | | 06-APR-2005
[aDw_apeT [advising Appaintment O | | z1-5EP-2005
[aD_ack_c1FTs [gift Acknowledgement Letter I [ [ [10-MAT-1995
[4D_ack_sPECIAL [acknowledaement of Special Gif ] [aD_ack_Two | [10-MaT-1995
[aD_ack_Two [secand Special Ackn of Gifts I | | [10-MaT-1995
[aD_quik_rECPT [quick on line Gift Receipt W [ [ [10-MAY-1995
[aFoMD1 [annual 1st Direct Mail Solicit v | | z7-FEB-2007
Letter Code. |
Record: 1/7 | | «<0gCs J
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Parts of a form

B tracie D veboper o Huntiene - Webs Gpen = SPAIDES -~ - =ioixl
Fls Ede Opbons Block foem Becord Query Tooks Help L m—mm
Bl BaRE 39 REE G S KE ;g @ X
teGenery Person Idertification SPASDEN 8.0 (U L} o
10 [zaoocassd | = labde, anthony Generste ;O KE':." black
Title Bar &
_ Address Telephore  Biographécal E el Empeagency Contadt  Addional [denbficabon —
]
o Mame Type: | Zearch lcon
Person Tah= 10 and Kame Source
Last Mame: e &d Last Update
First Mame: Artany =] 1
PP R— User Sarsuse Information block
Predie M Actiuity Date: [11-0EC-1595
SagilTin: Orkgin: EPAIDERN
Pradurrad Fieit Masss: Fieldz
Filll Lgal hosme: o

z‘wl/uinal Creathon
Mon-Persen /
User:

Crale Dhale:
T Pull-clowyn list

Cumend identfcaon numibar, oettoe i changs |
Retard: 10 | | l | | =osc. ll

Part Description

Title Bar May display the form’s descriptive name, the seven-character ID name,
the software version number and the database name.

Search Calls up the set-up form that contains the pre-entered data for you to
Icon select a value.

Key Contains information that determines what is entered or displayed on
block the remainder of the form.

Informat Displays data about the information entered in the Key Block. Area
ion block where you enter information prior to updating a record.

Field Area on a form where you can enter, query, change, and display

specific information.

Pull- Used to select a field value from a list of pre-defined values. A down
down arrow in the right side of the field indicates that the field has a pull-
list down list.

Tabs Tabs are used to arrange information in a meaningful way, and allow

you to navigate easily between groups or blocks of information.
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ﬂjﬂr.‘ulr Gieveloper Forms Rustime - Wele Open > SPATINEN 1§ ;. 'IM-!.I
T ot B B sl il ek B o " Fachen eoucanon
(@O0 2688 $7 D8E G 2 A & ¢ S & O X
i Genaral Person Identifcation SPAIDE! ] DCSveT
ID:  [210009506 [ [Abbe, Anthony Generate 10: |0
Current [dontification _&ftemate Idertfication  Address  Telophono [FETETMI  Eomal  Emergency Contact Aditional Mdentiication
Gender: IIE:IE Birth Date: 'T;f-_H_Ill-l'!FF = Checkhox —® | Confldentlal
Female hge: [ = Deceased
meok Awallabie SEMNFSINITIN Dacoased Dake; =
radio Buttons
Citizenship: " =] Mon Resident alien Veteran File Bumber:
Marital Status: |5 | 7|Single Veteran Categary: Hann . =
Religion: E_I...l;_"ﬂLl.M'mran Active Duty Separation Dabe: E E
Lmgacy: z 3 special Disabled Yoteran
Ethalchy: ?; JCaucasian Last Update
NemEdniclty: (Mo 0 7
Ethnicity and Race Confirmed User: :
Confirmed Date: | B Activity Date:  |15.28M-1595
Radi User Aetivity Date
]
[ [ i
| |
. Gander |
Record: 100 1 1 1 | =G J
Part Description
Radio Used to select one of several options. Only one radio button can be
Button selected at a time.
Checkbox Used to enable or disable features or options.
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Naming Conventions
]

The seven-character form name

Every form has an abbreviated seven-character form name. Most of the time, forms are
referred to by this seven-character form name.

Position 1
Identifies the Banner product owning the form, report, process or table.

Products are Accounts Receivable, Advancement, Finance, Financial Aid, General, Human
Resources, Student and Technical.
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The following table contains the codes for various Banner products.

Code Product/Purpose

A Advancement

B Property Tax

C Courts

D Cash Drawer

F Finance

G General

K Work Management

L Occupational Tax and License
N Position Control

0] Customer Contact

P Payroll

Q Electronic Work Queue

R Financial Aid

S Student (shared)

T Accounts Receivable

U Utilities

\ Voice Response

X Records Indexing

W,Y,Z Reserved for Client Applications
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Position 2
Identifies the application module owning the form, report, process or table.
Unique to the product identified in position 1.

For each Banner product, the second position would be one of the following codes.

Code Product/Purpose

Position 2 for Banner Advancement

A Membership

D Designation

E Event Management

F Campaign

G Pledge and Gift/Pledge Payment
L Label

M Prospect Management

0 Organization

P Constituent/Person

S Solicitor Organization

T Validation form/table

U Utility

\Y Reserved-Canadian Solution Center
X Expected Matching Gift
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Code Product/Purpose

Position 2 for Banner Financial Aid

B Budgeting

C Record Creation

E Electronic Data Exchange

F Funds Management

H History and Transcripts

J Student Employment

L Logging

N Need Analysis

0 Common Functions

P Packaging and Disbursements
R Requirements Tracking

S Student System Shared Data
T Validation form/table

U Utility

\Y Reserved-Canadian Solution Center
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Code Product/Purpose

Position 2 for Banner HR/Payroll (P) Position Control (N)
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

\Y Reserved-Canadian Solution Center
X Tax Administration
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Code Product/Purpose

Position 2 for Banner Finance

A Accounts Payable

B Budget Development

C Cost Accounting

E Electronic Data Interchange
F Fixed Assets

G General Ledger

[ Investment Management

N Endowment Management

0 Operations

P Purchasing/Procurement

R Research Accounting

S Stores Inventory

T Validation form/table

U Utility

V Reserved-Canadian Solution Center
X Archive/Purge
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Code Product/Purpose
Position 2 for Banner General

E Event Management
J Job Submission

L Letter Generation

0 Overall

P Purge

S Security

T Validation form/table
U Utility

\Y Reserved-Canadian Solution Center
X Cross Product
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Code Product/Purpose

Position 2 for Banner Student

A Admissions

C Catalog

E Support Services

F Registration/Fee Assessment
G General Student

H Grades/Academic History

[ Faculty Load

K Reserved for SunGard Higher Education International
L Location Management

M CAPP

O] Overall

P Person

R Recruiting

S Schedule

T Validation form/table

U Utility
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Code Product/Purpose

Position 2 for Banner Accounts Receivable (R)

F Finance Accounts Receivable

G General Accounts Receivable

0 Overall

R Research Accounting

S Student Accounts Receivable

T Validation form/table

U Utility

\Y Reserved-Canadian Solution Center

Position 2 for Banner Information Access/Kiosk (1)

R Financial Aid

S Student

Position 2 for Banner Document Management Suite (BDMS) (E)

T Validation form/table

X Banner Document Management Suite

Position 2 for Banner All Products

W Reserved for client forms or modules used within a Banner
application
Y (character in position 1 does not equal W, Y, or Z)
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Position 3

Identifies the type of form, report, process or table.

Codes are the same for all Banner products.

Code Type of Form/Process

A Application

B Base Table

[ Inquiry

P Process

R Rule Table, Repeating Table, Report or Process
V Validation

M Maintenance

Positions 4, 5, 6, 7
Identifies a unique four-character code for the form, report, process or table.

The following are some examples of four-character names.

Code Purpose

***IDEN Identification
***PINC Position Incumbent
***STDN Student Relation
***PERS Person
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Types of Forms
[

Form categories

Based on their usage, forms can be categorized as being either a set-up or day-to-day form.
Set-up forms need to be completed during implementation and before day-to-day forms are
used. Generally, access to set-up forms is restricted to a few users.

Form types

Different form types are associated with the form categories.

Categories Users Types

Setup Administrator and/or Staff Rule
Validation

Control

Day-to-Day Staff Inquiry
Application

Query

Maintenance

Wizard
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Form definitions

The following units detail the different forms and explanations.

Rule form

Rule forms are used to define the calculations and parameters that impact processing on
other forms, reports, and jobs. These forms let you tailor Banner to your institution’s
procedural requirements. You can enter new rules or revise existing ones if your security
level permits.

Rule form example

Aid Year: ’WE] Packaging Group: I—EI
Packaqging Group Fund Rules
Minimum Maximum Percent of EFC Algorithmic Rule Activity

Fund Short Description Priority Award Amount Award Amount Unmet Need Method Code Date

M M
| | | | | | L \ A
| | | | | | [ \
| | | | | | [ \
| | | | | | [ \
| | | | | | [ \
| | | | | | [ \
| | | | | | [ \
| | | | | | [ \
| | | | | | [ \
| | | | | | L \
| | | | | | [ \
| | | | | | [ \
| | | | | | [ \ 5
Copy To
Aid Year: I—El Packaging Group: I—EI @I copy
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Rule form key points

e Used to set up user-defined rules for calculations and parameters to process
data.

e Enables you to tailor Banner to your institution’s needs.
e Must be defined before the institution begins using the system.
o Must be completed in a specific order.

e Must have clearance to do so.
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Validation form

Validation forms are used to define the values that can be entered in specific fields on
application validation, or rule forms. These values make up a field’s List of Values (LOV).

Banner uses LOVs to validate many fields. When the cursor is in a field that must be
validated, List of Values appears in the status line, indicating that the entry must come
from the LOV. If you try to enter a value that isn't in the LOV, an auto hint message
appears, and you cannot enter that value.

Most validation forms are completed when Banner is implemented. If your security level

permits, you can use a validation form to enter new values or update existing ones.
Remember, you can only change values on a validation form, not through an LOV window.

Validation form example

" ZIP/Postal Code Validation GTVZIPC 8.0 [UD
ZIP or State or
Postal Code City County Province Nation  Activity Date
(A A A

00603 |aguadilla \ ’F\ [ttaan-1905 =
[oogo0z [saint Thamas \ Wi [11-3An-1995
[o0936-49854 [san Juan \ PR 157 [18-nOV-1399
00383 |carolina \ PR | [11-180-1995
[01040 [Holyake \ Ma | [t1-3An-1095
01063 [Morthamptan 125 W \ [t1-180-1005
[p1119 [springfield 999 W 157 [12-DEC-2007
[o1247 [morth adams \ Ma | [11-3An-1995
01301 |reenfield lo07 e | [11-180-1995
01440 |Gardner \ e | [11-180-1995
01608 [warcester 126 Ma | [157 [z0-nov-z007
[o1610 [worcester 126 e || [t1-180-1005 ]
[p1701 |[Framingham 123 W \ [10-FEB-2008
01923 [panvers \ Ma | [11-3An-1995
[oz110 [Bostan 993 e 157 [12-30n-2007
02116 [Bostan 993 e 157 [12-30n-2007
[p2132 [cambridge 123 Ma | [t1-3An-1095
[o2139 [cambridge 123 W \ [t1-180-1005
[p2142 [cambridge 123 W \ [z8-noy-20086
02143 [cambridge 123 Ma | [z8-nov-zo08
02144 [cambridge 123 e | [28-nov-2008
02154 [waltham 123 e | [o7-3an-1995 L
Object name; press LIST for valid names |
Recard: 111 | | <05os | J
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Validation form key points
e Used to create choices in Rule, Application, and/or Query forms.
e Values make up a field's List of Values (LOV).
¢ Defined when your system is installed.
e Can be added to or altered with discretion.

e May require clearance.
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Inquiry form

Inquiry forms are used to look up existing information, often returning information to the
calling form. You can access an inquiry form from the main menu, from another form, with
Direct Access, or with Object Search.

Inquiry form example

w8 Population Selection Inguiry GLISLCT 2.0 (s10b20)

L4

Application:

Selection

Selection ID Description Creator Locked Manual Activity Date

m m [ ]

I3

OO0DoDOoOoo0Oo0ooan

OO0DoDOoOoo0Oo0ooan

|

Selection Counts

User ID Count

Inquiry form key points

e Used to look up existing data.

e Can access Inquiry forms from the main menu, another form, Direct Access,
or Object Search.
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Application form

Application forms are used to enter, update, and query information in Banner. This is the
most common type of form.

Application form example

M5 8.1 (s510b80)
1D: EH Term: EI [ Wiew Currentf/Active Curricula
Apnlication currieula | Fees, Mail Submissian, Withdrawal Data | Checklist  Saurces, Interests, Camments | Comntacts, Caliarts, sthrhutes
Application
Entry Term: =] application Number: [ application Preference: [ Application Date: H =
Admission Type: I_E Application Status: TE
Student Type: |—E application Status Date: =]
Residence: |—E[ Maintained By: r
Site: E Application Decision:
Full or Part Time: T Full Time T Part Time ™ None Application Decision Date:
Outstanding Requirements: [ Maintained By: r =
Curricula Summary
Priority Term Program Catalog Level Campus College Degree
-
[
Field of Study Summary
Priority Term Type Field of Study Department Attached to Major [E
I ]
L v

Application form key points

e Most common type of form.

e Provides data entry capabilities — enables you to build information into the
system.

e Provides query capabilities — allows you to request and view existing
information in the database.
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Query form

Query forms are used to look up existing information, often returning information to the
calling form. You can access most query forms directly from the main menu, with Direct
Access, or with Object Search.

Query form example

mMail Query GUIMAIL 8.0 (s10bS0)
: | (=]
System: I_El Term: EI Material: El Aid Year: =

(A
Letter: EI Initials: EI
Initiated: E Wait: l_ Module: |— Originator: |— Quantity: l_ Plan:

Printed: E User: | Source: l:l

System: ,7[7 Term: liﬁ Material: liF Aid Year: ,7[7
Letter: ’7[7 Initials: I—F
Initiated: liﬁ Wait: l_ Module: |— Originator: |— Quantity: l_ Plan: l—

Printed: ’75 User: | Source: l:l

System: | [* Term: | [T Material: |  [% aid vear: [ [

Letter: ’7[7 Initials: I—F
Initiated: li[f Wait: l_ Module: |— Originator: |— Quantity: l_ Plan: l—

Printed: li[f User: | Source: I:I

System: ’_F Term: ’—F Material: I—F Aid Year: l—
Letter: liﬁ Initials: ,7[7
Initiated: li[f Wait: ,7 Module: r Originator: r Quantity: ,7 Plan: ,7
Printed: ’75 User: | Source: l:l -
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Control form

Control forms are used to define the processing rules for application and validation forms at
the system level. You can enter new controls or revise existing ones if your security level
permits.

Control form example

" Installation Controls GUAINST 8.0 (U

Mame: SunGard Higher Education| i;‘:";ﬁf'ftal Code ,_ rfa;:?;r:g_::zgjer
Address: |SunGard Higher Education
|4 Country ¥iew Road Base Currency: UsD EI United States Dollars
[Malvern pa | [toass SSN/SIN/TIN [18
Maximum Length:
Nation: 157 ElUnlted States of America
Century Pivot: ’E
Phone: 610 | |B475930 Default Date Format: ® MDY
T DMY
Operating/System: LN - T ¥YMD
Installation Type:
Instance Name: UDCSysT System/Process [ Online Matching Process Enabled

Enable Indicators:
[v workflow Enabled

[ SQL Trace Enabled
Activity Date: 09-APR-2008 ¥ Messaging Enabled
¥ SSNFSINSTIN Search Enabled

Installation Information

Release Date Release Date

¥ Advancement .0 [15-FeB-2008 W Finance .0 [15-FEB-2008

I Accounts Receivable (3.0 [15-FER-2008 W Human Resources  [6.0 [15-FEB-2008

¥ Financial Aid 2.0 [15-FeB-2008 W Position Contral e [15-FEB-2008

[ other Financial Aid W Student |B‘D |15-FEB-2DDS

¥ General [5.0 [15-FeB-2008
Installation narme | J
Recard: 1/1 (. o | | z08C>

Control form key points

o Used to define processing rules for application and validation forms at the
system level.

e Enter new controls or revise existing ones.

e Must have clearance to do so.
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Maintenance form

Maintenance forms are used regularly to reflect changes/updates that will affect information
in Banner.

Maintenance form example

|

Process: Title: | System: ’_EI
Description: | Type: -

Printer: | E Lines Per Page: Special Print Stock: |

Yalidation: | Command: | Activity Date:

Process: Title: | System: ’_[T
Description: | Type:

Printer: | F Lines Per Page: Special Print Stock:

Yalidation: | Command: | Activity Date:

Process: Title: | System: ’_[T
Description: | Type:

Printer: | (] Lines Per Page: Special Print Stock: |

Yalidation: | Command: | Activity Date:

Process: Title: | System: ’_[T
Description: | Type:

Printer: | F Lines Per Page: Special Print Stock:

Yalidation: | Command: | Activity Date:

1]
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Wizard form

Wizard forms are used to give step-by-step instructions for completing an application.

Wizard form example

" wizard Step Setup Application GOADSTE 8.0 (UD

add-In code: | El
Wizard Name: El

Step Name: Activity Date: User ID:
Step Type Code: EI

AL

Property Code Required Indicator Yalue Activity Date User ID

N [ O

1|

Check to have form name display on window title. |
Record; 111 | L | =05¢= |

Wizard form key points

Provide step-by-step instructions for completing a task in Banner.

© SunGard 2004-2008 Navigation and Fundamentals
Page 50



Form 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:

e Group information

e Can be one or more on a screen

e May be organized on tabs within a form

e Think of as “sections” on a form

Example: A student’s record in SPAIDEN contains the following blocks: Current
Identification, Person Name Information, and Non-Person Information.
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Types of blocks

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

Part of Form Description

Key block e Where you start on a form.
e Most forms have a key block.

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

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

e The rest of the information on the form will refer to the
information that you enter on the Key block.

Information e Section that contains related information to what was entered
block in the Key block.

e Aline may separate each Information block on the form.
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Screen image

& Oracle Developer Forms Runtime - Web: Dpen > SPAIDEN =] 3]
File Edit Options Block Item Record CQuery Toaols Help powered by z%mhuno”
(@ II>E1<B@@lﬁﬁl@@[%l%llllﬁﬂﬁllc-lf—[@l@l «

'@ General Person Identification SPAIDEM 2.0 (UD
1D:  [z10009506 [~ [abbe, Anthony Generate ID: [& Key block
Current [dentification [ElE=lgEis=R =l l=1alalg] Address Telephone  Biographical E-mail Emergency Contact Additional Identification

J{NH -1 0009504 MName Type: E Information bIOCk

Person ID and Name Source
Last Name: |Abbe EI Last Update

First Name: |Anthnngr E‘

Middle Name: User: [sarsush
Prefix: Activity Date: |11-DEC-1995

Preferred First Name:

|
Mr.
Suffix: Origin: |SPAIDEN
|
|

Full Legal Name:

Original Creation

Non-Person |

User:
Create Date:
Name: | F
Current identification number; overtype to change. |
Record: 111 [ o | =0sC=

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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Fields

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

m: |

There is usually more than one field on a form:

g._?.g Oracle Developer Forms Runtime - Web: Open = SPAIDEN = | Dlll
powered by

File Edit Qptions Block [tem Record Query Tools Help

(B0E EAEBE 4% @

SUNGARD
HIGHER EDUCATION

7 al Person Identification SPAIDEM

ID:  [210008506 [~ [abbe, Anthony Generate ID: [&

o TG ib= gl Alternate Identification Address Telephone  Biographical E-mail Emergency Contact Additional Identification

JIDEI 10009506 Name Type: E

Field
Person \ ID and Name Source
Last Name: [abbe ] Last Update
First Name: |nnthnny EI
Middle Name: | User: |SAISUSR

Prefix: Mr, Activity Date: |11-DEC-1995
Suffix: Origin: |SPAIDEN

Preferred First Name: |
Full Legal Name: | Fleld

Original Creation \
Non-Person \
User: |

Create Date:
Name: | F

Current identification number; avertype to change. |
Recard: 111 (. | | <08C*
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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: | 65 Cursor is allowed in the
field.

Information in the field is
displayed in black text.

Disabled 1D: [F10000001 [ [allen, Matthew A, Cursor is not allowed in
the field.

If information exists, it
cannot be changed
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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 %lden
forms.

Citizenship: IY_B Citizen
Ethnicity: |1—E| Caucasian
Marital Status: IM—El Married

Type Description Example

Free-format Free access to type in Street addresses.
whatever information is
required.

Not previously defined on
a validation form.

List of Values (LOV) Data on the LOV comes State codes — FL, PA, DE.
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.

Search Field If a field is a search field ID, Last Name, First
you must click the search Name.
icon to search.
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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
Records

A record is a group of fields that make up a logical unit. There may be more then one
record in a block.

Example: A person record is made up of several fields: ID, Last Name, First Name, Middle
Name, Birth Date, Change Indicator, Type

Banner form

1D Last Name First Name Middle Mame Birth Date Indicator Type
=
IF4000000] labaza |ashraf | [pz-apr-1a7z u | A
[kFaoooooo [abaza [Faysal [ [o5-map-198s [
210009506 labbe [anthony | [e-mar-1a77 [
o001 2858 [abbe [Ezekial | | [ ]
[s08762356 [abbot [abigale | [28-sEP-1978 |— |
|uprTTo003 labbot |abigale | [g-sep-197a 1|
10009711 labbot [1ames [Emory [t7-mov-1a7a [
[e10009711 [abbat [3irn [ [t7-now-1979 W |
[z00607710 [abbul Baki [meity | |08-auG-1988 |N— |
[z00s07710 abdul Baki [metty | |o5-auG-1988 |— |
[nszsesazs [abilmona [alisar [ [o5-mar-18s | [ |
[5TU333444 lables [1ames | [oaam-106s [ | |
[sTU444555 labrahams [susan | [p1oan-1aes | [

Record counter

The record counter displays number of records viewed and the number of total records.

Note: A question mark in the status line signifies that there are more records, but you
haven't gotten to the last one, so the computer doesn't know how many there are yet.

S = m
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Banner form

Change
D Last Name First Name Middle Name Birth Date Indicator Type
M|
[abaza lashraf | [oz-apr-ze7z W | s
[kFa000000 [abaza [Faysal [ [os-mar-1oss [ |
210009508 [abbe lanthany | [z6-mar-1977 |— |
[MoDo12858 [abbe Ezekial | | [ ]
[s08762356 [abbat [abigale [ [zs-sep-197s [ |
|uprTToo03 [abbet abigale | [es-sep-1978 1|
[s10005711 |abbot Dames [Emory [t7mov-tere [
[e10009711 [abbot Jim [ [t7wov1a7e [u |
[z00607710 [Abbul Baki helly | [08-AuG-1988 |N— |
[z00607710 [abdul Baki helly | [08-auG-1988 |— |
[nssessazs |abilmona alisar [ [o5-mav-19ss [ |
[sTU333444 |ables ames | [oa-sam-1986 | | |
[5TU4d4555 [#brahams Susan | [ordan-1eee [ |
[mooo11575 [abrams Tanya [marie [e7DEC1984 [ |
[emoononos [abru [Karsem | | [ ]
[emoononos [abru [karen | | [ ]
|cmoooooos [abru [kenneth [ [zr-mav-1os0 [ |
[naoo11416 |[abusaleh ladeeb | [osmov-1382 | |
[nooo11267 [#busaleh [Ruby | [osmov-1esz . [ |
[mooo12346 [cadia [Bruce [ [t7ocT1sse [ |
[zzoz02 [Acadia Bruce | [t7-0cT-1986 . |1 | S
® Case Insensitive Query ' Case Sensitive Query
Mumber; press COUNT QUERY HITS to access additional information | J
Record: 87 | | - I | <osC>

Record: 817
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Viewing records

Some forms have a scroll bar to view existing records.

AIDEN 2.0 (U
Change
D Last Name First Name Middle Name Birth Date Indicator Type
(7]

[#baza lashraf | [oz-ppr-to72 | 4
[kFannonon [abaza [Faysal [ [o5-MmaR-1369 |— [
10009508 [abbe lanthany | [26-mar-1a77 . [ |
[aoo12ess |abbe [Ezekial | | [ ]
[s087ez356 [abbot \abigale [ 28-SEP-1978
|uprTTO003 |abbot labigale | [es-sgp-197s 1 |
[s10009711 [abbet James [Emary [17-nov-1979 |— |
[e1o00s711 [abbot im [ [t7-wou-1979 [n |
[z00607710 [abbul Baki elly | [os-suG-1988 [w |
00807710 [abdul Baki elly | [os-auc-1388 | |
[nesess4ze [abilmana alisar [ [o5-mav-195 [ |
[sTU333444 [ables Dames | [eaan-1oee [ | |
[sTU444555 [abrahams susan | 013 [ ]
|NDDDllE?5 |nhrams ‘Tanya |Mar|e m
[cmoononos [abru [kareem | | [ ]
[cmoooooes [abru [karen | | [ ]
[croooooos [abru [Kenneth [ [er-mav-1980 [ |
[wooo11416 [abusaleh ladeeh | [osmov-1es2 [ |
[MoDo11267 [Abusaleh [ruby | 05-NoY-1982 |— |
[woon1z3de [acadia Bruce [ [t7-ocT1es . [ |
[zzog0z [acadia Bruce | [17-0cT-198s |1 | S
® Case Insensitive Query ' Case Sensitive Query

Identification Mumhber; press COUNT QUERY HITS to access additional information | J
Record: 817 | o | | =08C=
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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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Wildcards

Searching for items in a database

A wildcard is a special character that represents one or more other characters. Use wildcard
symbols % and _ in the search criteria.

= 9 (percent sign) represents any number of characters
=  (underscore) represents one occurrence of a character

Note: ma is used as an example. The wildcard symbols can be used with any combination
of latter in any order.

To get these results... Enter these criteria...
All entries that contain ma %ma%o

All entries that begin with ma ma%o

All entries that end with ma %ma

All entries that have m as a second _m%

character
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Dialog and Alert Boxes
[

Pop-up boxes

Pop-up boxes are windows that appear on your screen for a specific purpose. All popup
boxes require that you take action before continuing on the form.

Types of pop-up boxes
There are two types of Pop-up boxes.
= Dialog Box

= Alert Box

Dialog box

A dialog box appears when you must chose from two or more responses.

The following is an example of a dialog box.

Banner

® Do you want to save the changes you have made?

( Yes Mo )I( Cancel JI

] .
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Alert box

An alert box notifies you of a condition that may impact data.

The following is an example of an alert box.

f YWarning: Information about this person is confidential,
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Form Relationships

[ |
A relationship between types of forms is referred to as the parent-child relationship.
If information on a parent form has been assigned to a child form, the parent information
cannot be deleted without deleting the child first.
Relationship Forms
Parent Rule and Validation
Child Application and Query
Example

If a rule form has been assigned to an application form, the information on the rule form
cannot be deleted without deleting the information on the application form first.

Rule Form
Ex: Course number
123

Application Form
Ex: Assign Megan to
Course Number 123

Note: A control form is considered neither a parent nor child form because it is used as
more of a reference for processing than a rule. If you wanted to change a processing rule
on a control form, it would affect only how the forms are processed after the control form is
changed.
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Self Check
|

Directions

Answer the following questions. Try to do this without using your workbook notes.

Question 1

Content in the Information Block determines what is entered or displayed on the rest of the
form.

True or False

Question 2

A form is a document in which you enter and look up information stored in your database.

True or False

Question 3
Which of the following options allow you to enter data?
A. Field
B. Pull-down list
C. Radio button

D. Checkbox

Question 4

A validation form allows you to define processing rules.

True or False

© SunGard 2004-2008 Navigation and Fundamentals
Page 65



Question 5

Few forms have a specific seven-character code.

True or False

Question 6

Position two in the seven-character code identifies the application module owning the form,
report, process or table.

True or False

Question 7

If a parent form has been assigned to a child form, the child form cannot be deleted without
deleting the parent first.

True or False

Question 8

Most forms have a Key block.

True or False

Question 9

Using an underscore in the search criteria represents which of the following?
A. Any number of characters.
B. One occurrence of a character.
C. Two occurrences of a character.

D. All characters.
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Question 10

This box will notify you of a condition that may impact data.
A. Direct Access
B. Alert
C. Element

D. Dialog
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Answer Key
[

Question 1

Content in the Information Block determines what is entered or displayed on the rest of the
form.

False. Content in the Key Block determines what is entered or displayed on the
rest of the form.

Question 2

A form is a document in which you enter and look up information stored in your database.

True.

Question 3
Which of the following options allow you to enter data?
A. Field
B. Pull-down list
C. Radio button

D. Check box

Question 4

A validation form allows you to define processing rules.

False. Control forms allow you to define processing rules.
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Question 5

Few forms have a specific seven-character code.

False. All forms have a seven-character code.

Question 6

Position two in the seven-character code identifies the application module owning the form,
report, process or table.

False. Position 1 identifies the application module owning the form, report,
process or table.

Question 7

If a parent form has been assigned to a child form, the child form cannot be deleted without
deleting the parent first.

False. The child form must be deleted first, then the parent form.

Question 8

Most forms have a Key block.

False. All forms have a Key block.

Question 9

Using an underscore in the search criteria represents which of the following?

A.

B.

Any number of characters.
One occurrence of a character.
Two occurrences of a character.

All characters.
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Question 10

This box will notify you of a condition that may impact data.
A. Direct Access
B. Alert
C. Element

D. Dialog

© SunGard 2004-2008 Navigation and Fundamentals
Page 70



Menu Bars

mEEm

Introduction

The purpose of this section is to familiarize users with the various Menu Bars that exist
within Banner.

Objectives
After completing this section, you will be able to
e describe the Banner menu bar

e utilize the functions in the Banner menu bar.

© SunGard 2004-2008 Navigation and Fundamentals
Page 71



Menu Bar Overview
. .

Introduction

The menu bar is located at the top of the main menu on all forms. It offers a variety of
options for navigating within Banner. The menu bar is accessible anytime except when a
dialog box, alert box, or list of values (LOV) is displayed on the screen.

Banner form

Eile Edit Options Block Item Record Query Tools Help poweredby :%mbmnon
(BYE REAEE PP Z0E Q& BE S B 4 1L1@ _IX
"W General Person Identification SPAIDEN 8.0 (UD )
10: |[EEEEE [7][caldwell, Regina Generate ID: [&]
Current Identification  |EEREIEREIR =S =1 R| =[S LOlGrEss Telephone | Biographical E-niail Emergency Cantact | Addibomal Identification
1D: Name Type: B
Person ID and Name Source
Last Name: [ [~ Last Update
First Name: | E
Middle Name: | User: |
Prefix: Activity Date:
Suffix: Origin: [
Preferred First Name: |
Full Legal Name: |
Original Creation
Mon-Person
User: |
Create Date:
Mame: | EI
ID numhber, LIST for person; COURNT HITS for non-persaon; DUP ITEM to generate ID; DUPLICATE RECORD for Alternate |D look-up. |
Record: 11 | o | | =08C=

Menu bar components
The menu bar consists of several pull-down menus.

File Edit Qptions Block Item Record Query Tools Help
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Pull Down Menus
[ ] .

Introduction

There are nine pull-down menus on the menu bar, each with a variety of selections. A
dimmed option on a pull down menu means that is disabled.

Banner menu

mgdit Options Block Item Record Query Tool
Direct Access

Ohject Search

Cick Flow

Select
Rollback

Save

Refresh

Print

Exit

Exit QuickFlow
Exit Banner
Feturn to Menu
Preferences

1. SPAIDEM General Person Identification

2, SOAIDEM Person Search

3. STWACTR Activity Type “alidation

4, GUALUPREF General User Preferences Maintenance
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The File menu

The File menu contains standard Banner and Oracle functions.

Banner menu

mgdit Options Block Item Record Query Tool
Direct Access
Ohject Search
uick Flow
Select
Eollback
Save
Fefresh
Print
Exit
Exit QuickFlow
Exit Banner
Feturn to Menu
Freferences
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Menu options

The following chart details each menu option and its purpose.

Option Toolbar Keyboard Purpose

Icon Shortcut
Direct F5 Accesses the Direct Access Form
Access (GUAPARM).
Object Accesses the Object Search Form
Search (GUIOBJS) to locate a form, job, or

QuickFlow if you know part of its name,
description, or type.

QuickFlow Displays the QuickFlow Form (GUAQFLW),
which is used to access a QuickFlow.

Select Returns you to the calling form and enters
the selected value into the field that called
the form.

Rollback T Shift-F7 Action depends on what type of form is

currently used.

Form Action

Application Clears all information

and (except Key information)

Inquiry and returns you to the first
enterable field in the Key
Block.

Validation Returns you to the first

enterable field on the form.

Query Returns you to the first
enterable field on the
calling form.

Save =] F10 Saves all changes entered since the last time you
saved.
Refresh Clears the message line; redraws the screen.
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Option Toolbar Keyboard Purpose
Icon Shortcut
Print L Prints the current window; inputs the date
and time in the title bar.
Exit X Actions vary.
If selected Then you...
from...
a form exit that form.
the main menu exit from Banner.
guery mode cancel the query.
Exit Exits you from QuickFlow.
QuickFlow
Exit Banner Closes the Banner window.
Return to Returns you to the Main Menu.
Menu
Preferences Displays the Personal Preferences Maintenance
Form (GUAUPRF), which is used to customize
Banner for individual users.
Banner Allows you to open Document Management Suite
Document based on the context of the current form and
Manageme shifts to the Document Management Suite
nt Suite Application.
(BDMS)
Note: You must be a valid Banner Document
Management Suite user and have the Legato®
product installed.
Banner Retrieves desired information from Banner
Document Document Management Suite (BDMS) and returns
Manageme it to Banner in “silent” mode without leaving.
nt Suite
(BDMS)- Note: You must be a valid Banner Document
Info Management Suite user and have the Legato®
product installed.
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RRAAREQ Displays the last 10 forms a user has accessed
Applicant during the current Banner Session.

Requireme
nts

The Edit menu

The Edit menu contains functions used to edit text items.

Banner menu

File Options Block Item Eecord Query Tools Help
Bct |[[BEEE 97 EEKE &
Copy erson Identification SPAIDEN 2.0 (UDCSysT) o

Paste
Edit

r [wllcaldwell. Renina

Menu options

The following table details each menu option and its purpose.

Option Toolbar Keyboard Purpose
Icon Shortcut

Cut Ctrl-X Cuts selected text and places it on the
clipboard.

Copy Ctrl-C Copies selected text and places it on the
clipboard.

Paste Ctrl-v Pastes text from the clipboard to the cursor
location.

Edit Displays the editor window, which is used
to enter and update text.
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The Options menu

The Options menu varies from form to form. Some take you to other blocks and windows
within the current form, other options take you outside the current form. The Options
menu as well as valid File menu options may also be accessed at any time by right clicking
on a blank section of any form.

"/ General Person Identification SPAIDEM 2.0 (UDC!

FE01 [EHCaMweH,Remna

Follback
W Save
Exzit
Frint

BN

&dd to Personal Menu

Person Current Identification

Alternate Identification
Last Mame: address iR

. Telephone -

First Mame: . .

Biographical .
Middle Mame: E-rnail |
Prefix: Emergency Contact s
Suffix: Additional Identification
preferred First h Appointments and Contacts | |
Full Legal Namg: Systern Data Summary B

Cormrmon Matchings
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Banner menu

File Edit
% Current Identification

Block [tem Record Query Tools Help

" Gener: alternate Identification ‘N 8.0 (UDCSysT)
Sddress
Telephone
: [ .
Biographical
E-mail

Ermergency Contact
Additional Identification Eifizatiem Ladres
Sppointments and Contacts

ID: |— System Data summary EI
Cormrmon Matchings
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The Block menu

The Block menu enables you to move from one block area to another within a form.

Banner menu

File Edit QDtiDﬂSMItEITI Record Query Tools Help

(& B [ 8 dext TEEIEY
78 General Person Erevious | (LDCSysT) rorie
Clear

Wiew Supplemental DataJ
B | bl E R i

Menu options

The following chart details each menu option and its purpose.

Option Toolbar Keyboard Purpose
Icon Shortcut
Previous ‘%} Ctrl-Page Moves cursor to the previous block that has
Up at least one enterable field.
Next VE;J Ctrl-Page Moves cursor to the next block that has at
Down least one enterable field.
Clear @ F7 Clears all information in the current block.

Also known as Enter Query. Puts the form
in Query Mode.

View View supplemental data for the current
Supplemental field, when available.
Data
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The Item menu

The Item menu enables you to move from one field to another and clear and duplicate
data within a form.

Note: “ltem” is the Banner term that is used to refer to a field.

Banner menu

File Edit Qptions ElDEkMBECDFd Query Tools Help

(& B 18 B B erevious | | B I B | @ |
Mext [DEN 2.0 (UDCSysT) i
Clear

[E”E Duplicate -

[

w General Person Identifi

Menu options

The following chart details each menu option and its purpose.

Option Toolbar Keyboard Purpose
Icon Shortcut
Previous Shift-Tab Moves the cursor to the previous enterable
field.
Next Tab Moves the cursor to the next enterable
field.
Clear Clears all information from the current field

on your display. Does not remove
information from any records or tables.

Duplicate Duplicates the contents of the same field in
the previous record and copies it into the
new record. Used in blank row of a
repeating record.
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The Record menu

The Record menu allows you to work with records within a form.

Banner menu

File Edit Qptions Block Itemmguery Tools Help

(@ » | 32 <= &) & Erevious

"% General Person Identification hlext
Scroll Up
Scroll Down

ID: 7501 E|Ca|dwe|l Clear
Remove
Insert
Current [dentification |EEISSIERt= R «]l1==1 =3 s LEGrEES

Lock
. | |
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Menu options

The following chart details each menu option and its purpose.

Option Toolbar Keyboard Purpose
Icon Shortcut
Previous @ Up Arrow Moves cursor to the first enterable field in

the previous record.

Next Down Moves cursor to the first enterable field in
Arrow the next record of the current block. If the
cursor is in the last record, a new record is
created.
Scroll Up Page Up Scrolls up the list of repeating records,

putting the first displayed record at the
bottom of the list.

Scroll Page Scrolls down the list of repeating records,

Down Down putting the last displayed record at the top
of the list.

Clear Clears all information from the display of

the current record.

Remove 4= Removes all information for the current
record. When you Save, the record is
permanently deleted.

Insert W=l Inserts a new blank record in the existing
records.
Duplicate Duplicates the content of all fields in a

record and copies them into a new record.

Lock Temporarily locks the contents of the
record so no other Banner user can update
it.

Tip: Save, Rollback, then Exit release the
lock.
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The Query menu

The Query menu contains the functions used to search for information in the database
based on specific criteria.

Banner menu

File Edit Options Block Item BecurdMIDDIS Help
(B E BEEEB 4 et e |
i Execute m

Last Criteria
Cancel —
Count Hits

Fetch Mext SEtJ

5:_5 General Person Identification SPAIDE

7501 [E”Ca||:|I.-'-.u3||J Regina

cCurrent Identification |EEIEEERER=RIEI=iRi === LEdress
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Menu options

The following charts details each menu option and its purpose.

Option Toolbar Keyboard Purpose
Icon Shortcut

Enter F7 Puts the form into Query mode so you can
enter search criteria to see information
already in the database.

Execute i F8 Searches the database and displays records
that match your search criteria.

Last F7 twice Enters the criteria from your last search

Criteria (enabled only when you are in Query
mode).

Cancel @ Ctrl-Q Cancels the Query and takes the form out
of Query mode.

Count Hits Counts the number of records that match
the search criteria and displays that
number on the Auto Hint line.

Fetch Next If more records meet the search criteria

Set that fit in the window, clicking this option
replaces the current set of displayed
records with the next set.
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The Tools menu

The Tools menu allows you access to Banner Document Management Suite (BDMS) and
Workflows, if these products are installed.

Banner menu

File Edit Options Block Item Record Querﬁ;mwalp

( ) EERE B W Banner Document Management Suite ¥ |

W ol o

¥

:{_H General Person Identification SPAIDEM 8.0

1D: |EIEEEE || caldwell, Regina
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The Help menu

The Help menu contains various help tools, the image displayer, a calculator and a
calendar.

Banner menu

File Edit Options Block Item Record Query IDD|SM

(@O0 EAEE % P B @ 6 Onine Hek

Dynamic Help Query
Dynamic Help Edit
Help (Item Properties)

7 General Person Identification SPAIDEM 8.0 {UDCSy

ey | ¥ ||(Caldwell, Reqgina
[:” ? Show Keys

List
Display Errar

current Identification |EEIEEEREIR=NIsI=IniRli (==l e | (o]
Display ID Image —

Calendar

ID: Mame Type: E| Calculator

Extract Data with Key i
Person Extract Data Mo Key

Technical Support ]

Last Name: |
| About Banner —

First Name:

haiddla Riamn- |
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Menu options

The following chart details each menu option and its purpose.

Option Toolbar Keyboard Purpose
Icon Shortcut
Online Help & Ctrl-H Displays online information for Banner

forms, windows, blocks and fields. This
option may be disabled if Online Help is not
available for the form.

Dynamic Displays the Dynamic Help Form

Help Query (GUAHELP) in Query mode, which is used
to display traditional help for a field, block,
or form.

Dynamic Displays the Dynamic Help Query Form

Help Edit (GUAHELP) in Edit mode, which is used to
edit traditional help for a field, block, or
form.

Help (Item Displays the Oracle item properties window

Properties) for the current field. The window lists

properties such as internal database name,
type of data, maximum length, etc.

Show Keys Ctrl+F1 Displays the list of functions and their
equivalent keystrokes available in your
environment for the current form, window,
or field.

List F9 Displays the List of Values (LOV) for the
current field if List of Values appears in the
Status line.
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Option Toolbar | Keyboard | Purpose
Icon Shortcut

Display Shft+F1 Displays the code that is in error, if an Oracle error

Error occurs.

Display ID Displays the image associated with the ID, if available,

Image when the cursor is in an ID field.

Calendar Displays the calendar.

Calculator Displays the calculator.

Extract Extracts Banner data (for the current block), along with

Data Key Key data, for use in a spreadsheet. This is available only
from certain forms.

Extract No Extracts Banner data (for the current block), without Key

Data Key data, for use in a spreadsheet. This is available only
from certain forms.

Technical Three options are accessible from this selection.

Support Turn SQL trace on: If you are having problems with
Banner, you will contact your IT department. They will
tell you to access the Help menu and select the Turn
SQL trace on option. You will walk through the steps
where you are having difficulty. Banner automatically
records your steps in a log file. 1T can then access that
file and help solve your problem.
Turn SQL trace off: When you are finished recording
your steps, you turn the SQL trace off with this option.
Reconnect to database: Utilized when you make
changes in Banner like changing your password.
Instead of going through the process of logging out of
Banner for the password change to take effect and
logging back in, you can simply select this option to
make your re-connect process go quicker.

About Displays the About Banner Form (GUAABOT), which

Banner identifies the current form, release number, date and

time.
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Self Check
|

Directions

Answer the following questions. Try to do this without using your workbook notes.

Question 1

Toolbars contain menus that list the various options you can perform in Banner.

True or False

Question 2

Dimmed items in the menu bar mean that they are not accessible in that part of Banner.

True or False

Question 3

Text items such as descriptions can be edited when using the options found in the Edit
menu.

True or False

Question 4
If you want to clear a record, which menu bar choice would you select?
A. File
B. Edit
C. Record

D. Help
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Question 5

While viewing an LOV, access the menu bar to escape.

True or False
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Answer Key
[

Question 1

Toolbars contain menus that list the various options you can perform in Banner.

False. The menu bar contains the lists with options.

Question 2

Dimmed items in the menu bar mean that they are not accessible in that part of Banner.

True.

Question 3

Text items such as descriptions can be edited when using the options found in the Edit
menu.

True.

Question 4

If you want to clear a record, which menu bar choice would you select?
A. File
B. Edit
C. Record

D. Help

Question 5

While viewing an LOV, access the menu bar to escape.

False. You cannot access the menu bar while viewing an LOV or when a dialog
box is displayed.
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Toolbar

mEEm

Introduction

The purpose of this section is to familiarize users with the Banner toolbar.

Objectives
After completing this section, you will be able to
e describe the Banner toolbar

e utilize the icons in the toolbar.
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Toolbar Overview
. .

Introduction

A toolbar is a set of icons that represent shortcuts for performing common functions.
Toolbars may be customized to appear based on your preferences. To make changes to the
toolbar, select File and Preferences. Display Options, Alert Options, Data Extract and User
Interface Color Settings may be altered using this screen.

Screen image

g._?.g Oracle Developer Forms Runtime - Web: Open = SPAIDEN = | Dlll
1L = L oy = 4= |y ) L =40 powered by
(BVE AEBE 97 R2EX

%5 QRMEId] FETSUN LUBMUNILAUUTNT SFAIUEN 5.0 (UL

SUNGARD'
HIGHER EDUCATION

[ () B a0 <

ID:  [210008506 [~ [abbe, Anthony Generate ID: [&

-G EnibEWRGl  Alternate Identification Address Telephone  Biographical E-mail Emergency Contact Additional Identification

ID: [z10009506 Name Type: ]

Person ID and Mame Source
Last Name: [abbe =] Last Update

First Name: |nnthnny EI

Middle Name: User: [sarsusk
Prefix: Activity Date: [11-DEC-1995

Preferred First Name:

|
Mr.
Suffix: Origin: |SPAIDEN
|
|

Full Legal Name:

Original Creation

User:

Create Date:

MNon-Person |

Name: | F

Current last name; overtype to modify. |
Recard: 111 (. | | <08C*
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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:

Note: To turn the description box for the icons on, access the General User Preferences
Maintenance Form (GUAUPRF). Under Toolbar Display Options, make sure that the Display
Bubble Help option is checked.
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Default Icons
[ ]

Toolbar customization
The set-up of icons in your toolbar can vary.
Individual users may customize toolbars.

Your institution can make toolbar changes that apply to all users.

(BYE AEERE 4% REBHE @ & BB S ¢ & LI@ 01X

Commonly used icons

Icon Function
= Save

T Rollback
Select

Insert Record

Previous Record

Next Record

Previous Block

Next Block

Print

X b o |2 | W &5

Exit
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Self Check
|

Directions

Answer the following questions. Try to do this without using your workbook notes.

Question 1
The toolbar is a set of icons that represent shortcuts for performing common functions.

True or False

Question 2

Your institution can make toolbar changes that apply to all users.

True or False

Question 3

=
What does the icon do?

A. It saves the data that you entered into Banner.
B. It bookmarks your location so you can return to the same form at a later time.
C. It bookmarks a Web page.

D. It saves the current form into your personal files.
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Answer Key
[

Question 1

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

True.

Question 2

Your institution can make toolbar changes that apply to all users.

True.

Question 3

h=
What does the icon do?

A. It saves the data that you entered into Banner.
B. It bookmarks your location so you can return to the same form at a later time.
C. It bookmarks a Web page.

D. It saves the current form into your personal files.
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Help Features

mEEm

Introduction

The purpose of this section is to familiarize the users with the different help features
available in Banner.

Objectives

After completing this section, you will be able to describe and access the following types of
Help in Banner.

e Online Help

e Dynamic Help

e Banner Bookshelf
o Show Keys

e Help (Item Properties)
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Online Help

Introduction

The Online Help system contains information about forms and fields, as well as tasks you
can perform with Banner. This help system runs in a web browser.

Accessing Online Help

There are three ways to access Online Help, by choosing the Online Help button on the
toolbar or the Online Help option from the Help pull-down menu. Additionally, you can
access online help by selecting the Help Center link on the main menu.

Area in Banner Graphic

Toolbar @

Menubar
- Online Help

| Dynamic Help Query
Dynamic Help Edit

- Help (Item Properties)
Show Keys
List
Display Errar

- Display ID Image
Calendar
Calculatar

! Extract Data with Eey
Extract Data Mo Key

| Technical Support ]

s Abhout Banner

Help Center Menu | Site Map || Help Center
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Help Center main screen

- [ SUNGARD HIGHER EDUCATION

Banner Help Center
Last Updatad April 2008

Accounts Receivable
General
Advancement
Human Resources
Student

Finance

Financial Aid

Browsing for topics

The Contents tab and the bread crumb trail both enable you to browse for topics
categorically. Form and field information is organized by Banner module. Task information
is contained under the Procedures heading.
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Screen image

@ Parameter Definition Form {(GIAPDEF)

@ Default Parameter Value Validation Form (G,
@ Parameter Value Validation Form {G1APYAL)
@ Process Results Form (GIARSLT)

@ Sleep Wake Maintenance Form (GIASWERT)
@ Saved Qutput Review Form (GIIREVO)

@ Job Parameter Set Rule Form {GIRIPRM)

@ Population Selection Extract Data Form {GLAE
@ Application Inguiry Form {GLIAPPL)

@ Population Selection Extract Inguiry Form {GL
|Z] object Inquiry Form (GLIOBIT)

@ Population Selection Result Inguiry Form (GLI
@ Population Selection Inquiry Form (GLISLCT)
@ Wariable Inguiry Form (GLIVREL)

@ pplication Definition Rules Farm (GLRAPPLY
@ CObject Definition Rules Form {GLROBIT)

@ Population Selection Definition Rules Form (G
@ Wariable Rules Definition Form {GLRWVREL)

@ Address Review and Verification Form (GOAA
@ Address Role Privileges Form (GOAADRL)

@ Desktop Tools - Add-In Application Form (GO
@ Directory Options Rule Form (GOADIRO)

@ Supplemental Data Discriminators {GOADISC
@ Wieb User Directory Profile Form {GOADPRF)
@ Desktop Tools - Wizard Steps Setup Applicati
@ Enterprise Access Control Form {GOAEACT)
[Z] E-mail address Farm (GOAEMAL)

@ Event Queue Record Maintenance Form {GOA
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General Forms © Application Definition Bules Form (GLEAPPL)

Application Definiion Rules Form (GLRAPPL)

Use this form to define and maintain an application, An application is a functional area with similar
characteristics that can be applied to population selections, populations, and variables,

“fou must provide a freeform Descrption and a System indicator, The System indicator identifies the
Banner systern associated with the application. This indicator updates information displayed on the
Mail Query Form [GUIMAIL) when letters are printed,

An application can optionally include general, high-level rules used to select IDs, Any rules in an
application are automatically included in all population selections contralled by the application.
Population selections within an application have additional, more detailed rules that select specific
populations, For example, an application can select undergraduate students, Within the application,
various population selections might select seniars, resident students, and international students,

MNote: If you change application rules, you rmust run the Parameter Selection Compile
Process [GLEPARM) and the Autornatic Letter Compilation Process [GLOLETT) to compile
the changed application rules into each population selection contralled by the application.

The application selection rules reference fields within the Banner database, The rules are defined by
entering values into the following fields:

+ Data Element. Enter the name of the databasze colurmn used in the selection rule. The name
must be a valid database colurnn in the Cracle data dictionary, Select the Search button to
access the Object Inquiry Form (GLICBIT) to search for an object, The column name, operator,
and value autornatically appear when you select an object,

+ Operator. Enter an SQL operator (such as =, <=, >, or <), The operator is used to compare the
Data Element and ¥alue fizlds,

Mote: For date comparizons, aveid using an equal sign (=) because dates are often stored
with hours, minutes, and seconds, A better approach is to use less than (<), greater than
(=), less than ar equal (<=), or greater than or equal (>=), You might need an extra
condition, For exarple, ACTIVITY_DATE is stared with hours, minutes, and seconds, Use

Browse by clicking on the Contents tab and by using the bread crumb trail.
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Searching for topics

The Search tab allows you to search for topics within the help system. You can also use
your browser’s “search on page” feature to find specific text on a help page.

Screen image

Contents

Send us your documentation comments . . .
Release 8.1

Rank Title =1l General Forms : Application Definition Rules Form (GLRAPPL)
100, Corrmon Matching Rules Form
(GORCMRL)
62, Credit Card Rules Form (GORCMDD)
57. Application Definition Rules Farm Application Definition Rules Form (GLRAPPL)
(GLRAPPL)

Use this form to define and maintain an application, An application is a functional area with similar

57. Population Selection Definition Rules characteristics that can be applied to population selections, populations, and variables,

Farm {GLRESLCT)

51. Data Display Mask Rules (GORDMEK) “fou must provide a freeform Descrption and a System indicator, The System indicator identifies the

50. Cormmon Matching Source Rules Form Banner systern associated with the application. This indicator updates information displayed on the
(GORCMSC) Mail Query Form (GUIMAIL) when letters are printed.
50, FGAC Group Rules Form {GOAFGAC)
50, Object Definition Rules Form An application can optionally include general, high-level rules used to select IDs, Any rules in an
{GLROBIT) application are autarmatically included in all population zelections contralled by the application,
50. Variable Rules Definition Farm Population selections within an application have additional, moaore detailed rules that select specific
! (GLRVREL) populations, For example, an application can select undergraduate students, Within the application,

N various population selections might select seniars, resident students, and international students,
50, Voice Response Control Rules Form

(GO.RUCTL) MNote: If you change application rules, you rmust run the Parameter Selection Compile
48, Business Rules Form (GORRSQL) Process [GLEPARM) and the Autornatic Letter Compilation Process [GLOLETT) to compile
48, Credit Card Rules Form (GORCCRD) the changed application rules into each population selection controlled by the application,
48, FGAC PII Table Rules Form {GORFDPI)
48, SEVIS Business Rules Form The application selection rules reference fields within the Banner database, The rules are defined by
(GORSYSQ) entering values into the following fields:

42, Banner Message Aware Entity Rules
Farm (GURMESE) + Data Element. Enter the name of the databasze colurmn used in the selection rule. The name

. must be a valid database colurnn in the Cracle data dictionary, Select the Search button to

42. Integration Partner System Rules Form access the Object Inquiry Form (GLICBIT) to search for an object, The column name, operator,
[GORINTG) and value autornatically appear when you select an object,

42. (Nggn}:N;r;E?atlon Rules Form + Operator. Enter an SQL operator (such as =, <=, >, or <), The operator is used to compare the
. Data Element and ¥alue fizlds,
42, Mon-Person Marme Translation Rules

Farm (GORNPHM) Mote: For date comparizons, aveid using an equal sign (=) because dates are often stored

40, EDI Transaction ID Rules Form with hours, rninutes, and seconds, A better approach is to use less than (<), greater than
(GHRETID) (=1, less than or equal (<=), or greater than or equal (==). vou might need an extra
AN Rare Boles Farm (GORRACFY vI condition. For exarmole. ACTIVITY DATE iz stored with hours. minutes, and zeconds, Use
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Using the index

The Index tab provides an alphabetical listing of topics within the help system. When you
enter the letters of a term, the index will scroll through the topics to the closest alphabetical
match.

Screen image

A
5

_ind

]
T

GEAATTD Attendance Form
GEAFCOM Function Cornment Form
GEAFUMC Event Function Form

GEAPART Function Participant Form
GEATASK Function Task Form

GEIATTD Function Attendance Inguiry Form

.

C DEF HIJTLMNDODPOQR
Uy z

GEIFUMC Event Function Inguiry Form
GEIIDFM Individual Function Inquiry Form
GEISUB] Function Subject Index Query Form
General International Management forms

Certificate of Eligibility Walidation Form (GTW
Race Rules Form (GORRACE)

SEVIS Batch Header Inguiry Form (GOISVEI
SEVIS Business Rules Form {GORSWED)
SEVIS Consular Post Code Validation Form §
SEVIS Creation Reason Code Validation Forr
SEVIS Dependent Termination Code Yalidati
SEVIS Drop Below Full Time Reason Code W
SEVIS Education Level Code Validation Form
SEWVIS EV End Program Reason Code Yalida
SEVIS Governmental Organization Code Val
SEVIS Information Form (GOASEVE)

SEVIS Infraction Type Code Validation Form
SEVIS International Organization Code Yalic
SEVIS Request for Form Reprint Validation F
SEVIS Termination Reason Code Validation
SEVIS Transmittal History Form (GOASEVR)
SEVIS Transmittal Status Code Walidation Fo
SEVIS Transmittal Status Query Form (GOIS
Visa Document Code Validation Form {GTVC
Visa International Information Form {GOAIN
Visa Issuing Authority Validation Form {GTW!

General Menu Form (GUAGMNLY
General VR Managerment forms

Wnire Resnnnse Contral Rules Farm fGORiFILI
4| I 3
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General Forms © Application Definition Rules Form (GLRAPPL)

Application Definiion Rules Form (GLRAPPL)

Use this form to define and maintain an application, An application is a functional area with similar
characteristics that can be applied to population selections, populations, and variables,

“fou must provide a freeform Descrption and a System indicator, The System indicator identifies the
Banner systern associated with the application. This indicator updates information displayed on the
Mail Query Form [GUIMAIL) when letters are printed,

An application can optionally include general, high-level rules used to select IDs, Any rules in an
application are automatically included in all population selections contralled by the application.
Population selections within an application have additional, more detailed rules that select specific
populations, For example, an application can select undergraduate students, Within the application,
various population selections might select seniars, resident students, and international students,

MNote: If you change application rules, you rmust run the Parameter Selection Compile
Process [GLEPARM) and the Autornatic Letter Compilation Process [GLOLETT) to compile
the changed application rules into each population selection contralled by the application.

The application selection rules reference fields within the Banner database, The rules are defined by
entering values into the following fields:

+ Data Element. Enter the name of the databasze colurmn used in the selection rule. The name
must be a valid database colurnn in the Cracle data dictionary, Select the Search button to
access the Object Inquiry Form (GLICBIT) to search for an object, The column name, operator,
and value autornatically appear when you select an object,

+ Operator. Enter an SQL operator (such as =, <=, >, or <), The operator is used to compare the
Data Element and ¥alue fizlds,

Mote: For date comparizons, aveid using an equal sign (=) because dates are often stored
with hours, minutes, and seconds, A better approach is to use less than (<), greater than
(=), less than ar equal (<=), or greater than or equal (>=), You might need an extra
condition, For exarple, ACTIVITY_DATE is stared with hours, minutes, and seconds, Use
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Dynamic Help
]

Introduction

Dynamic Help is the traditional help for forms, blocks and fields. Institution specific help will
be contained in the Local Dynamic Help.

Accessing Dynamic Help

Dynamic Help is displayed on the Help Form (GUAHELP). It allows you to identify the help
text you want to access.

Note: You can access GUAHELP in Query mode or in Edit mode.

Screen image

"2‘_E| Help Form GUAHELP 2.0 (UDCSysT) o, X
' Form |SPAIDEN
T Block |SPRIDEN_CURRENT I
® Field IPERS_LAST_NAME K
' Banner ® Local CIHelp Exists?

{ Display }( Clear Ju( Cancel }
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Dynamic Help types

The following chart details the different types of dynamic help.

Type Description

Banner Dynamic Help Provided by SunGard Higher Education.
Updated with each system.

Can change help text, but each upgrade overwrites your
changes.

Local Dynamic help Written and maintained by your institution.

Not affected by system upgrades
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Banner Bookshelf

Introduction

Banner Bookshelf is a tool for reading, searching and printing Banner documentation. It
accesses the following system documentation in PDF format:

User Manuals

Release Guides

Upgrade Guides

Implementation Guides

Technical Reference Manual (TFM)

Object: Access Reporting Data Models

Note: PDF means portable document format. These files can be printed but not altered.

Accessing Banner Bookshelf

Banner Bookshelf must be downloaded from the Customer Support Center by your site
administrator and installed locally.

It can be accessed from a user’s desktop by creating a shortcut. Further instructions can be
found in the Banner General Release Guide and the Banner Documentation Bookshelf
Getting Started Guide.
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Show Keys
[ ]

Introduction

Show Keys provides a list of functions and associated keystrokes for the current field or
form.

Screen image

Functian ey el
Clear Block Shift+Fa

Clear Field Ctrl+1 =
Clear Form Shift+F7

Clear Record Shift+F4

Count Query Hits Shift+F 2

Display Errar Shift+F1

Display Mavigation window Fa -
A e, | b

© SunGard 2004-2008 Navigation and Fundamentals
Page 108



Accessing Show Keys

Access Show Keys from one of the following areas.

Area in Banner Graphic / Keystroke
Keyboard Ctrl+F1
Menubar m

online Help

Dynarmic Help Query
Dynamic Help Edit

Heole (I m] i
Helptem-Rrone |ES:|

Showe Keys
List
Display Errar

Display ID Image
Calendar
Calculatar

Extract Data with Key
Extract Data Mo Key

Technical Support b

About Banner
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Help (Item Properties)
[ ] .

Introduction

Help (Item Properties) provides a list of all properties in the current field.

Banner form

Aftributes Yalues el
Marme D

Hcoordinate 42.000

Y coordinate 17.000

Width 57.000

Height 17.000

Displayed TRLUE

Autormatic Hint TRUE

Base Table FALSE

Primary Key FALSE N
Updateable TRUE

Clleryable TRLIE

Renguired FALSE

Update if NULL FALSE

Enahled TRUE

Inzert Allowed TRUE —

© SunGard 2004-2008 Navigation and Fundamentals
Page 110



Accessing Item Properties

Access Help (Item Properties) from the following area.

Area in Banner Graphic
Menubar M
online Help

Dynarmic Help Query

Oy Harmic Help eait
Help (Item Properties)
Show Keys

List

Display Errar

Display [D Image
Calendar
Calculatar

Eutract Data with Key
Extract Data Mo Key

Technical Support L

About Banner
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Auto Hint/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.

Screen image

File Edit Options Block Item Record Query Toals Help powered by g%mbuno”
(-ﬂliﬁea@@v@‘@m @%I%Illlﬁ:@ww—i—@@uix
ID: [z10003506 [~ [abbe, Anthony Generate ID: [&
Current [dentification (=l ER=RE )= ala] Address Telephone  Biographical E-mail Emergency Contact Additional Identification
ID: |z10009506 Name Type: =]
Person ID and Name Source
Last Name: ] Last Update
First Name: |Anthuny EI
Middle Name: | User: |SAISUSR
Prefix: Mr. Activity Date: |11-DEC-1995
Suffix: Origin: |SPAIDEN
Preferred First Name: |
Full Legal Name: |
Original Creation
Mon-Person
User: |
Create Date:
Name: | [7
Current last name; overtype to modify. |
Record: 111 | ] L | <0gC=
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Self Check
|

Directions

Answer the following questions. Try to do this without using your workbook notes.

Question 1

Online Help is available for all forms.

True or False

Question 2

Selecting Online Help Query will display the Dynamic Help Form (GUAHELP) in Query mode,
which is used to display help for a field, block or form.

True or False

Question 3

Which of these documents can NOT be accessed directly from your computer using Banner
Bookshelf?

A. User Manuals
B. Training Materials
C. Release Guides

D. Implementation Guides
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Question 4

Under the Help pull-down menu, which menu bar item would you select to view a list of
actions that can be accessed through keystrokes?

A. Show Keys
B. Help (Item Properties)
C. Banner Bookshelf

D. Dynamic Help

Question 5

To view a list of all of the properties in the current field that you are in, you would view
which type of help?

A. Show Keys
B. Help (Item Properties)
C. Banner Bookshelf

D. Dynamic Help

Question 6

If you wanted to view the error or processing messages at the bottom of a form, you would
look at the Auto Hint/Status Line.

True or False
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Answer Key
[

Question 1

Online Help is available for all forms.

True. With the exception of a few security forms, Online Help is available for all
forms.

Question 2

Selecting Online Help Query will display the Dynamic Help Form (GUAHELP) in Query mode,
which is used to display help for a field, block or form.

False. Selecting Dynamic Help Query will display GUAHELP.

Question 3

Which of these documents can NOT be accessed directly from your computer using Banner
Bookshelf?

A. User Manuals
B. Training Materials
C. Release Guides

D. Implementation Guides

Question 4

Under the Help pull-down menu, which menu bar item would you select to view a list of
actions that can be accessed through keystrokes?

A. Show Keys
B. Help (Item Properties)
C. Banner Bookshelf

D. Dynamic Help
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Question 5

To view a list of all of the properties in the current field that you are in, you would view
which type of help?

A. Show Keys
B. Help (Item Properties)
C. Banner Bookshelf

D. Dynamic Help

Question 6

If you wanted to view the error or processing messages at the bottom of a form, you would
look at the Auto Hint/Status Line.

True.
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