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Banner 9 landing page

There are 9 areas of the landing page that you may use in your navigation of Banner 9

1.

Menu Icon: The Menu icon is located on the left corner of the Application Navigation Toolbar. Click on
this icon to open the Banner Menu. Find the page you are interested in opening. Select the desired entry
and click Enter.
Search Icon: The search Icon is located on the Application Navigation Toolbar, just to the right of the
Menu icon. Click this icon to open the search window. You can then enter with the descriptive name of
the page or the Banner acronym for the page.
Recently Opened Icon: The Recently Opened icon is located on the Application Navigation Toolbar, just
to the right of the Search icon. It is displayed with a count of pages after you have opened the first page
in an application. Open the list and select a page to access it.
Home Page: Displays the name of the University and by selecting you will always be returned to the
Application Navigator landing page.
Banner User Name: Displays the Banner Username of the person logged into this account.
Sign Out button: It is important to remember to use the Sign Out link in the Application Navigation
Toolbars right corner when closing the application instead of just closing your browser to make sure you
are logged out of Banner 9.
Help Icon: By selecting this icon help information will be displayed about the page you are currently
viewing.
Search Box: In this box, you enter either the descriptive name of the page or the Banner acronym for
the page. Find the desired entry and click Enter.
Key Board Shortcuts: Application Navigator page has a set of keyboard shortcuts, which you can review
by clicking on Keyboard Shortcuts in the bottom right corner of the page. — CTRL+M (Display the Menu),
CTRL+Y (Display the open Items), CTRL+SHIFT+Y (Search), CTRL+SHIFT+L (Help) and CTRL+SHIFT+F (Sign
Out)

Navigation Page
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Menu Icon: Select the Menu icon and two options will be displayed: Banner which will display all of the modules in Banner
and My Banner which is where you may create your personal list of pages and/or work flows.

| = ) [} % Eastern Kentucky University n Mrs. Stephanie Lyna King @ Sign Out

'1’

BANNER

Banner Menu: Displays a list of all the Modules —select the button and continue selecting until you see the page you want.
Then select the descriptive name or acronym.

u Q % Eastern Kentucky University ) Mrs. Stephanie Lynn King @ Sign Out

< Banner

Student ("STUDENT) 3y |

Advancement ("ALUMNI) >

Finance System Menu
(*FINANCE)

Human Resources (*HRS))
e N KENTUCKY UNN
e e e

=

General ("GENERAL) >

Document Management

(*BDM)

Banner Security

(*SECURITY) >

EKU Reports >

*EKU.REPORTS ]

( ) gBg Keyboard shortcuts
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My Banner Menu: This will display a list of all of the pages that you added to your personal list for quick access. Pages that
you use constantly and those that you use occasionally. This list may be updated at any time.

= Q % Eastern Kentucky University ) Mrs. Stephanie Lynn King @ Sign Out

-~

< My Banner

Advancement Identification
(APAIDEN)

Enterprize Access Controls
(GOAEACC)

2 et bl

Identification (PPAIDEN)

Test Score Information
(SOATEST)

2 L o SR s o S e S

o
- Keyboard Shortcuts

Search Icon: click on this icon to open the Search window. You may then enter the descriptive name of the page or the
acronym for the page.

'.'b Eastern Kentucky University ) Mrs. Stephanie LynnKing @ Sign Out

Start typing your search information, page acronym or description of page and a list of pages or subfolders will display in
the left panel.
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Open Folder icon: This icon will display once you have started accessing your pages in Banner. When selected it will list
your recently opened pages for this Banner session.

= Q a astern Kentucky University ) Mrs. Stephanie LynnKing @ Sign Out

Select the folder icon and it will display the list of pages — select the page name and it will re-open the page

Eastern Kentucky University

RECENTLY OPENED

My Banner Maintenance
(GUAPMNU)

Transcript Type Rules
(SHATPRT)

Transcript Request
(SHARQTC)

Transcript Request Status

e Favorites Tools Help
= Q  Eastern Kentucky University h ) Mrs. Stephanie Lynn King @ Sign Out

= Q  Eastern Kentucky University ﬁ ) Mrs. Stephanie Lynn King @ Sign Out

Sign Out Button: Always Sign Out of your Banner account by using the Sign Out button.

File Edit

= Q  Eastern Kentucky University Q Mrs. Stephanie LynnKing @ Sign Out
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On-line Help Icon — On-line help is available via the “?” icon or the shortcut key (CTRL+L) use this function on any of the
pages that you would like more information or help in using the page.

o

= Q Eastem Kentucky University ) Mrs. Stephanie Lynn King @ Sign Out ‘ ’
- o F .-
e |
L4 el

Search Box: In this box, you enter either the descriptive name of the page or the Banner acronym for the page. Find the
desired page in the list and select by clicking or Enter key when using acronym.

9% £ EKU Central Authenticatio... £ Bookmarks [l FootPrints Service Core Lo... () Home - Microsoft Lync Se... [ Pandora Internet Radio - L... [§7 Exchange Admin Center £ EKUDirect User Login Ey Banner at EKU Informatio...

Q  Eastern Kentucky University ) Mrs. Stephanie LynnKing @ Sign Out

e-mail

E-mail Address
(GOAEMAL)

E-mail Address Type Validation
(GTVEMAL)

E-Mail Letter Format Rules

Selected the page E-mail Address (GOAEMAL). This is the transformed page look.

5k £ EKU Central Authenticatio... &) Bookmarks [ FootPrints Service Core Lo... (5) Home - Microsoft Lync Se... [ Pandora Intenet Radio - L... [ Exchange Admin Center £ EKUDirect User Login Exu Banner at EKU Informatio...

= | (=] % Eastern Kentucky University O Mrs. Stephanie Lynn King @ Sign Out ?

X E-mail Address GOAEMAL 9.3.3 (TEST) a0 B mretREVE % nrewaten ¥§ TooLs

———

Get Started: Fill out the fields above and press Go.

Keyboard shortcuts for Navigation page: Selecting any of the buttons will display the legend. Letting you know what

function will be operated with the key combinations: CTRL+M (Display the Menu), CTRL+Y (Display the open Items), CTRL+SHIFT+Y
(Search) CTRL+SHIFT+L (Help) and CTRL+SHIFT+F (Slgn Out)

Keyboard Shortcuts

Version 4 on 08/03/2017
Page | 6
Banner 9 EKU Navigation_4.docx



Banner 9 Basic Transformed Page Layout
Basic navigation of each page includes the page header, notification center, key block, sections and buttons.

5% £ EKU Central Authenticatio... & Bookmarks [l FootPrints Service Core Lo... (5) Home - Microsaft.Lun P Pandora Intemet Radio - L... [ Exchange Admin Center & EKUDirect User Login EKW Banner a t EKU Informatio..

= Q % Eastern Kentucky University ) Mrs. Stephanie Lynn King @ Sign Out ?

D B RETRIEVE S RElA

Get Started: Fill out the fields above and press Go.

Record: 1/1 KEY_BLOCKID [1] ellucian

1. Basic Navigation header: includes the Menu Icon, Search Icon, Recently Opened Icon, Home Page Link, Banner
Username, Sign Out button and Online Help Icon.

2. Page header contains the following: Page close icon “X” always use this icon to close your page. Page title which
includes: description, acronym, version and database. Release and Submit buttons, which are used only with
workflows. Add and Retrieve icons which are used with Banner Document Management. Related Menu button,
which displays a list of pages that may be accessed from this page. Tools Menu which will include refresh,
export, print, clear record, item properties, display ID image and other options controlled by the page.
Notification Center: will be located to the right of the Tools menu and display the following types of information
as needed: Successful save of data, Warning messages, Error Messages, Informational messages, number of
messages to be corrected to continue in the page. You may click in the box with the number in the page header
to open or close the Notification Center.

3. Key Block: The first block on most pages and contains key information. The key block determines what data is
entered or displayed on the rest of the page. All the information on the page is related to the key block. The key
block stays on the page as subsequent sections are displayed.

When the cursor is in the key block, the fields that can be entered in the key block are enabled. When you leave
the key block, the fields are disabled. When the cursor is in the key block, the information is displayed in a
column format. When you leave the key block by clicking the Go button, the data is rearranged into a linear
format. To access the body of the page, populate the key block data and then click Go. You may return to the
key block if you are in the body of a page by clicking Start Over.
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Sections: Pages are divided into sections that contain additional details for the key information. A section may
represent one record or multiple records depending on the type of information you are working with. Each section
contains related information. Sections of data are accessed by scrolling up and down the page. They can be opened
or collapsed by clicking on the arrow on the far left side of the section header. Some sections are accessed by
using tabs that group information in a meaningful way.

If available, the section may have a header that includes icons for the following actions:

Insert — use this to insert records in the section.

Delete — Use this to delete records in the section.

Copy — Use this to copy records in the section.

Filter — Use this to filter records in the section.

More Information — Use this if supplemental data can be entered for a section. The More Information
icon is displayed with lines if supplemental data can be entered for the record. The icon is displayed with
a check mark if supplemental data already exists for the record. If supplemental data may not be entered
for a section, the icon is not displayed.

Sections Navigation functions: At the bottom of the section you may see some button icons and a display of
information about the page. These buttons may be used for navigation to additional information, informing you
about the data and actions you may take or must take for that page.

Another header will display additional information about section/page you are currently working with.

YV VYVYYVY

Page Header

The page header is part of the basic navigation.

[ FootPrints Service Core Lo... (5) Home - Microsoft Lync Se... [ Pandora Intemet Radio - L... [J4 Exchange Admin Center &£ EKUD

icky Universi

b 4 ‘Commeon Matching Entry GOAMTCH 9.3.3 (TEST)

Visws Cammante:

ok wnNE

1D: {900 +| Matching Source: | -] o "ERROR" A valid source code is required

Page Close icon: Closes your current page & returns you to the landing page.

Page Title: Description of Page, Acronym, page version and database

Release & Submit buttons: will appear when using workflows only

Add & Retrieve buttons: which are used with the Banner Document Management System

Related Menu: displays a list of pages that can be accessed from this page.

Tools Menu: which includes refresh, export, print, clear record, clear data, item properties, display ID image, and
other options controlled by the page.

Notification Center: is located to the right of the Tools Menu and displays the following types of information
messages:

Successful save of data message

Warning message

Error message

Informational message

e. Number of messages to be corrected to continue in the page

a0 oo

You may click in the box with the number in the page header to open or close the Notification Center.
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Key Block

First block on most pages contains key information. The key block determines what data is entered or displayed on the
rest of the page. All the information on the page is related to the key block. The key block stays on the page as subsequent
sections are displayed.

When the cursor is in the key block, the fields that may be entered in the key block are enabled. When you leave the key
block, the fields in the key block are disabled. When the cursor is in the key block, the information is displayed in a column
format. When you leave the key block by clicking the Go button, the data is arranged in a linear format. So to access the
body of the page, populate the key block data and then click Go. You may return the key block if you are in the body of a
page by clicking Start Over.

9% £ EKU Central Authenticatio.. & Bookmarks [l FootPrints Service Core Lo... (5} Home - Microsoft Lync Se... [ Pandora Internet Radio - L.. [ Exchange Admin Center & EKUDirect User Login EK Banner a t EKU Informatio...

= Q % Eastern Kentucky University o Mrs. Stephanie Lynn King & Sign Out 2

X identification PPAIDEN 8.0 (TEST) ap B remeve & peaten fF Toois

Go

L —
Get Started: Fill out the fields above and press Go.

1. Enter the ID in the box

2. The Lookup button next to a field indicates that the field has the lookup feature. Click the Lookup button, enter a
filter value and press Enter to display results that match the filter criteria. Select a value and click OK or double-
click a value to return the value to the calling page. This function allows you to quickly look up a value for a field.

3. Generate ID button — this will allow those individuals who may create records to generate a new record assigning
the next available UserID.

i & EKU Central Authenticatio... £ Bookmarks [l FootPrints Service Core Lo... (5) Home - Microsoft Lync Se... [ Pandora Internet Radio - L... [ Exchange Admin Center #£ EKUDirect User Login Exu Banner at EKU Informatio...

=0 Qy % Eastern Kentucky University ) Mrs. Stephanie LynnKing @ Sign Out ?

X Commen Matching Entry GOAMTCH 9.3.3 (TEST) a0 B rereve & meatep $F Tools

Go

ID: g00 +| Matching Source: ‘

View Comments:  [c#]|

Get Started: Fill out the fields above and press Go.

If you tab to the Go Button after entering the ID it will display as below with white box within green box with: Go or when
you select the Go button the button changes.
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Sections
Pages are divided into sections that contain additional details for the key information. A section may represent one record
or multiple records depending on the type of information that you are working with.

1 ? b 7
| :lmxm 4‘.1:% nfcemation | . Filles “

Each section contains related information. Sections of data are accessed by scrolling up and down the page using the scroll
bar on the right. Some sections are accessed by using tabs that group information in a meaningful way.
1. Caraticon — clicking this icon will open or collapse the section information.
Description of the information contained in this section of information.
Insert — use this to insert records in the section.
Delete — use this to delete records in the section.
Copy — use this to copy records in the section.
More Information — this will appear if supplemental data can be entered for the record. This icon is displayed
with a check mark if supplemental data already exists for the record.
7. Filter — use this to filter records in the section (search).

ok wnN

One record at a time: You may move from record to record using the pagination controls.

Current Identification Alternate Idenfification Address Telephone Biographical m Emergency Contact Additional Identification
~ E-MAIL INFORMATION E3insert [@Delete FgCopy ¥ Filter
E-mail Type | STDA \ Personal Email Address
E-mail Address || scheidi@twe.com
[] Pretemrea [] macuvate Dispiay on Web URL
Comment |
W« [of3p M I Per Page I Record 1 of 3
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Multiple records in a sections: To Change the number of records that will display in a section if multiple record exist select
the drop down arrow in the Per Page button the select the number of records that you want to review in a section.

e
~ E-MAIL INFORMATION E3insert [@@Delete FgCopy ¥ Filter
EmaiiType (SRR |- |Personal Emai Address
E-mail Address  (Lschaidi@twe.com |
[] Preferred [] nactivate [w] Display on Web URL
Comment |
i« ([Toi3p N

Record 1 of 3

Display of multiple records after selecting Per Page display.

ID: 901677174 Test ID, Banner

Current Identification Alternate Identification Address

Contact

~ E-MAIL INFORMATION (B Insert @@Delete FwCopy ¥ Filter

E-mail Type

[Home ... | Home E-mail

[bannertestid@yanoo com |

E-mail Address

[] Preferred [] inactivate Display on Web URL
Comment | |
E-mail Type .| Advancement Home E-mail
E-mail Address [ one.test1 @eku.edu ]
[] Preferred [] Inactivate Display on Web URL
Comment | ]
E-mail Type  [ABE .. | Advancement Business E-mail
Email Address  [test onet com |
[] Preferred [] inactivate Display on Web URL

Comment

Per Page

Record 2 of 3

Another example:
X

E-mail Address GOAEMAL 9.3.3 (TEST)

ADD

RELATED

1 L
B rEREVE %

£ Toois

ID: 901677174 Banner TestID

Start Over
~ EMAIL Inset @ Delete T Copy | 7 Filter
E-mail Type E-mail Type Description E-mail Address Preferred Inactivate Display on Web URL Comment
EE .| Advancement Business E-mail test.one1@workingtoohard com O O = O
< >
Mo« @Dof3p- W | Per Record 10f 3
10
20
30
40
50

X

E-mail Address GOAEMAL 9.3.3 (TEST)

10: 90677174 Banner Test ID

Start Over
Email
= E-MAIL Insert @@ Delete ¥ Copy | ¥, Filter
E-mail Type E-mail Type Description E-mail Address Preferred Inactivate Display on Web URL  |Comment
- | Advancement Business E-mail tast one1@workingtoohard com O O [A O
AHE Advancement Home E-mail one.testi@eku.edy O O vl [
HOME Home E-mail bannertestid@yahoa com O O [+ Il
\ < _ >
10 Par Page Record 1 of 3
20
30
40
50
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Bottom Section Navigation
The bottom of the section of the page will contain icons to be used for navigation and perform functions and display
additional information.

1 2 3 4 5

Activity Date 07/18/2017 03:10:18 PM |l Activity User TIFTONSUZANNE

SPRIDEN_CURRENT.SPRIDEN_ID [1] ellucian

Previous Section button: will take to backwards in the sections (Alt+PageUp)

Next Section button: will take you to the next section of the page (Alt+PageDown)

Activity Date: current system time — this would be the time stamped for the record if created or modified
Activity User: Name of account user creating or modifying the record

Save button: this is the button you will use to save your data

ukwnNE

Another Bottom section Navigation style: you will see this one when using the search function

READ Recoed: 11181 SPRIDEN SPRIDEN_ID [1] ellucian

Always check your section areas for the different navigation functions and buttons.

Error Message Types
There are four message notification component types that you may see when working in Banner 9:
1. Error Notification — will display a “!” in a circle when message displayed
2. Info Notification — will display an “i” in a circle when message displayed. May display an OK button that you must
select to continue.
3. Success Notification — will display a checkmark in a circle when message displayed
4. Warning Notification — will display an exclamation “!” in a yield sign when message displayed. Will also display
two buttons a Yes button and a No button select one to continue.
Examples of possible Notifications:

ADD a RETRIEVE ﬁ% RELATED # TOOLS Y a EEDHEVE % RIELNED # T ELE

o "ERROR" Undefined Function. l 0 Enter a query; press F8 to execute.

- a [y
a0 R reReve g% Rewaep ¥ Tools aoD B RETRIEVE 2% RELATED ¥ TooLs

Warning! Possible loss of changes.
Do you want to save changes?

o "ERROR" Must add prior college record before leaving

aop B RetREVE 4% rewaten P Tools

‘ ="
IOl B Retrieve & RelaTeD B Tools —
All Java pages will be closed in order to navigate to this

page.

| o "ERROR™ A valid source code is required. p __
) OK
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Required Fields
An asterisk (*) displayed next to a field name indicates that the field requires a value before you continue on the page. If

you try to leave a section or a page without entering information in a required field, the page notifies the user in the
Notification Center, requiring the user to perform some additional action.

M General Information PPAGEML 9.0 (TEST)

B w0 B retmeve

CT ]
Stwrt Over
B 501536834 Test
High School Examinations Publications. Driver's License Honars and Awards -
= INSTITUTION Insert [ Delete Mg Copy W Filer
Price Colege ® | Receipt Date L]
Crfficial Transeriph Revigwed Date [m
d DEGREE + =2 s ¥
Dugrea First Amended Date n
GPA List Azenaed Dot [m
cars Graduation Date IC]
Lewved

Termiral Degres

Filtering Data/Searching

You may filter data in a section if there is an active Filter icon in the section header.
1D: 901537233 Test, Test

Current

Address Telephone Biographical m Contact
* E-MAIL INFORMATION

~
E3insert (@ Delete FgCopy ¥, Filter

E-mail Type |[FEE --- | Advancement Business E-mail

E-mail Address | cocka doodie @daytime

[7] Pretemed ] nactrvate | Display on Web URL

Comment

1. Click the active Filter icon for the section. New page appears:

X General Person Identification SPAIDEN 9.3.3 (TEST) aop B ReTREVE J% melateD ¥ Toos [
ID: 901537233 Test, Test @  Ertecs quenpress Fato execute

Ccurrent Alternate Address  Telephone  Biographical m Emergency Contact  Additional Identification
= EMAIL INFORMATION

nsert (@ Delete i Copy | ¥ Filter
[Ada Anotner Fieid .|’

2. Choose the field you want to filter by clicking the down arrow in the ‘Add Another Field’ drop-down list.

X Genenal Person Identification SPAIDEN 0.3.3 (TEST)

awo B remeve b oreaten B Toous
W0 04537233 Test, Test

* EMAIL INFORMATION

-]
E-mail Type
| E-mail Address
Preferred
Inactivate
Display on Webs
Actrvity User

X General Person Identification SPAIDEN 9.3.3 (TEST)

a0 B reReve & retatep B Toos [
ID: 901537233 Test, Test @ ez preseFo o sxesute
Current Alternate Address  Telephone  Biographical m Emergency Contact  Additional Identification
~ EMAILINFORMATION

nsert @ Delete FwCopy | ¥, Filter
o
[E-mail Type [contains (-

Clear All ﬁ
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3. Choose an operator from the Contains drop-down list. The available operators depend on the type of field
(numeric, alphanumeric, date, check box, or other.) The Contains operator is available for alphanumeric and other
fields only. The Between operator includes the values entered. For example, for “between” 1 and 5, the values 1,
2, 3,4 and 5 are considered. Required fields do not use the Is Null and Is Not Null operators.

X General Person Identification SPAIDEN 8.8.3 (TEST) a0 B rerreve & retatep K Tools [

ID: 801537233 Test, Test 0 Enter a query; press F8 to execute.

Current Identificati Alternate Identificati Address  Telephone B i m gency Contact

~ E-MAIL INFORMATION E3insert E@Delete FigCopy | ¥, Fi

[E-mail Type [V] [contains ™ )
[Add Another Field ..]v]
e
4. Enter a Value for the field that you selected.
X General Person Identification SPAIDEN 9.3.3 (TEST) a0 B rereve & oreaten Ff Toos

ID: 901537233 Test, Test

Current Address  Telephone  Biographical m Emergency Contact  Additional Identification
~ EMAIL INFORMATION Eyinset [@Delete FmCopy | ¥, Filte
e
[E-mail Type: [™] [contains [™] [FasT ]

Add Another Field ...

5. Optional: if you want to add another field to the filter criteria, choose a field from the Add Another Field box,

select an operator from the contains field and enter a value for the field that you selected. Repeat this step until
all filter criteria are entered.

X General Person Identification SPAIDEN 9.3.3 (TEST) a0 B retReve S rewatep % Toois [

Start Over

ID: 901537233 Test, Test

Current Identification  Alternate Identification Bii i m Emergency Contact  Additional Identification

~ E-MAIL INFORMATION [+ ] O — | te FwCopy | T

(=]
[E-mail Type v| [Contains ~| [FasT / )

|Di5play on Web ﬂ IEqualsi El \
|Add Another Field ... v \ \
[ cearra | co ]
6. When all the criteria is entered, click Go to display the filter results. The number of records retrieved is displayed
at the bottom of the section. The results for a field can be sorted in ascending or descending order by clicking on
the field label in the column header. You can reverse the sort by clicking the field label again.
7. Optional: If you want to perform another filter, click Filter Again.
8. Optional: If you want to close the filter and display all unfiltered records, click the lowercase “x” in the upper right
corner of the filter window to close the filter.
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Related Button

Selecting the Related button will display a list of pages that may be accessed from this page.

X General Student SGASTON 9.3 (TEST) a0 B rerreve [EEMEEEUNE

Tools Menu

Tools Menu will include Actions and Options. Which includes actions Refresh, Export, Print, Clear Record, Clear Data,
Iltem Properties, Display Id Image, Exit Quickflows and other options controlled by the page.

X General Student SGASTON 9.3 (TEST) ao B sermeve & oreaten o3

Q Al
ACTIONS
Export

Help

Remember Application Navigator always provides online help for pages. Click the question mark “?” button in the
Application Navigator header to open the help for the page in context. You may perform various actions in the help
suite, for example, you may search for topics or print the information.

Q % Eastern Kentucky University ) Mrs. Stephanis Lynn King @ Sign Out E

General Person Identification SPAIDEN 9.3.3 (TEST) a0 B rerReve S meateD . B Tools

Sort Order

In a grid layout, values for a field may be sorted and if you have chosen to sort the data, an up or down arrow next to the
field name indicated the current sort order for the field. You may click the field label to reverse the sort order.

Search Function
You will be able search for many items in Banner 9 — names, ID’s, birthdate, field values, etc. You may perform exact
matches entering the exact ID, last name, first name or middle name when you are searching for a person or you may
perform a partial match entering part of the ID, last name, first name or middle name and replacing the unknown part
with a percentage sign (%).
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Searching using %:

Select the search Icon |:| Use this process for searches where you know part of the ID

Q % Eastern Kentucky University ) Mrs. Charlotte Lane Hisle @ Sign Out ?

General Person Identification SPAIDEN 9.5.3 (TEST) awo B remeve M reaen P ooos

Go

Get Started. Fill out the fields above and press Go. \

Now select the Person Search option from the selection box.

Option List x
Person Search \

Non-Person Search

Alternate ID Search

Now start the filter process: Select your first filter item: example — ID

Person Search SOAIDEN .3.5 (TEST) a0 B remeve & reaen B Toos RN

¥ PERSON SEARCH
| © Eocs o e nemes

{cnange indicator © Gase Sensitve Query
Name Type

Next select the operator: example — using for this search contains because | don’t know all of the numbers.

b — . — Lo
o -
G‘JLE hitps//banadmintestl eku.edu8444/applicationNavigator/seamless#Person Search (SOAIDEN) P-ac| i
[#] Application Navigator
File Edit View Favorites Tools Help
I = Q % Eastern Kentucky University ) Mrs. Charlotte Lane Hisle @ Sign Out ?

Person Search SOAIDEN 9.3.5 (TEST) a0 B reReve JR metaten $F Toos [

~ PERSON SEARCH

| o Enter a query; press F8 to execute.

— Tl coare | I :
l Like —_——
Starts With
[ada another Field ... ] Ends With

. |Equals
| Not Equal Clear All

(®) Case Insensitive Query () Case Sensitive Query

Now enter the ID information that you know with a “%” sign for those you do not know.
X Person Search SOAIDEN 9.3.5 (TEST) an B rereve & geaten $F Toos [

~ PERSON SEARCH nsert Delete Fg Copy | 7 Filter

(=]

[ip [contains 901%37%33 =
Add Another Field .||

[ clear Al ﬁ

@ Case Insensitive Query O Case Sensitive Query
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Add additional filters if you have more information about the subject

. Once all filters are entered. Select the GO button
and your results should display.

X Person Search SOAIDEN 8.3.5 (TEST)

a0 B rermeve & rewatep $§ Toows [
~ PERSON SEARCH

[10

(<

[contains  [v] [a01%37%33

[Last name [contains  [~] [rest

e
]
[Ada Another Field ...

Coeran | G0 ]

[<

Now highlight your selection and select the Select button on the lower right of the form or you may also cancel.

b @l Person Search SOAIDEN 9.3.5 (TEST) ap B rereve M reaen $$ Tools
~ PERSON SEARCH

nsert @@ Delete P Copy | . Filter
o
| D Last Name First Name Middle Name Birth Date Change Indicator  Prefix Suffix Name Type
Test Test 01128/12
Record 1 of 1
ID will be returned to the calling page.
‘ = Q % Eastern Kentucky University ) Mrs. Charlotte Lane Hisle @ Sign Out %

General Person Identification SPAIDEN 9.3.3 (TEST)

sop B RetREvE g% Reaten Ff Tools

- Go
ID: (901537233 [-]4) Test, Test

| Get Started: Fill out the fields above and press Go.

Searching by Name using “%”: Once again select your search Icon — the icon with the 3 dots then select Person Search

link from the Option List. Now select the first filter

Person Search SOAIDEN 9.3.5 (TEST)

a0 B rereve & peateo B toos A
¥ PERSON SEARCH

‘ o Enter a query; press F8 to execute.

Clear Al

Change Indicator

() Case Sensitive Query
Name Type

Enter you next filter —

I
l
1 Person Search SOAIDEN 9.3.5 (TEST) a0 B rermeve & reaten $ Toos [EEE
|- PERSON SEARCH
‘ Q Enter a query; press F8 to execute.
| [Last Name i Contains | P
Like S
[Ada Another Field ..[v 2:)"(::“’?:‘:.‘:‘"
Equals
Not Equal

" Clear All |

[ (@ Case Insensitive Query () Case Sensitive Query

Version 4 on 08/03/2017
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Now enter your search value:
% Person Search SOAIDEN 9.3.5 (TEST) a0 B remeve & reatep £ Toos [

" PERSON SEARCH nsert [ Delete

. Filter
o

[Last Name [contains Test -]
Add Another Field .| v

| Clear Al

(®) Case Insensitive Query () Case Sensiive Query

Enter more filters if you wish: I'm entering for first name now select the Go button

X Person Search SOAIDEN 9.3.5 (TEST) a0 B retreve & raatep $E Toois [
~ PERSON SEARCH nsert [ Delete Vi T, Filter
[
[Lasl Name ICDnlains Test (-]
[First Name [contains Te% L]

‘Add Another Field ... |

Clear All | ﬁ

(®) Caselnsensiiive Query () Case Sensilive Query

Now highlight the record and select the Select button:

b @l Person Search SOAIDEN 9.3.5 (TEST) a0 B REREVE & RelatED ¥ TooLs
~ PERSON SEARCH nsert (@ Delete ¥g Copy | ¥, Filter
D Last Name First Name Middle Name Birth Date Change Indicator Prefix Suffix Name Type

901 GradTest Testgrad Test 11/30/80

901 Test Test Test 08/23/89

901 Test Test Test 0s/01/82

X Test Test 0102912

901 Test Testing

Record 4 of 5

@ Case Insensitive Query O Case Sensitive Query

This will return the record to the SPAIDEN form that | started from.

Searching by Name: Enter the Last name followed by a comma and the first name in the name field. (Tab to get to the
name field)

= | (el % Eastern Kentucky University ) Mrs. Charlotte Lane Hisle @ Sign Out 2
General Person Identification SPAIDEN 9.3.3 (TEST) a0 B retreve B meaten ¥ Toors
Go
o | =D )
[
Get Started: Fill out the fields above and press Go.
= Q % Eastern Kentucky University ) Mrs. Charlotte Lane Hisle @ Sign Out ?

General Person Identification SPAIDEN 9.3.3 (TEST) a0 B reREve J% RetaeD $f Tools

ID: [ #) [Fest, T

Get Started: Fill out the fields above and press Go.

Click your Enter/Return key.
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ID will appear if it is a unique name. If not it will display an ID and Name Search Extended Search box: Select the Press To
See Results button or the Person Search Detail button — not the Person/Non-Person button, this search is showing us that
five records were returned for our search. Note: you may refine your search by using the options in the Reduce Search By

area of the form.

Q By Eastom Kentuoky Universily 0N Mes. Charlotie Lane Hisle 8 Sign Out ?

General Person Identfication SPAIDEN 9.3.3 (TEST)

ellucian

G5 EXTENDED_SEARCH_BLOCK IDNAME EXTSE...

Press to see Results button display: Will list the Name and ID results — highlight the one you want and select the OK button.
wo B remee & rearen g Toos

X General Person Identification SPAIDEN 8.3.3 (TEST)

1n: .—+

[UESSEEY 1D and Name Extended Searc  Extended Search x .
Saarch Detail Crteia [
= == = Name and 10

Test, Test Test ¢
Test, Test

Group Type () Person
cny
Stats or Provines
29 or Fasial Coda

Prass Enter Guary or select bulon|

Enter search criteria then press Ex| E

Gs_EXTENDED_SEARCH_BLOCK IDNAME_EXTSE ellucian

) Mrs. Charlotte Lane Hisle @ Sign Out ?

B wo B remee B raaes 3% roos [

Reduce Search By
GroupType Q) Pesson (D) Non-Persan @) Both Name Typa

ciy Bifn Date

State or Pravince

2P or Fostal Cooe

ellucian
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This opens the SOAIDEN page which list all of the individuals showing: ID, Last Name, First Name, Middle Name (could be
initial with or without a period), Birth Date, Change Indicator (Name or ID) and Type (used by HR). To select the person

from the list, you may either perform a double left click or select the select button. If the correct person not in the list
select the cancel button.

Person Search SOAIDEN 9.3.5 (TEST) a0 B RetReve &% mreaten ¥ Tools

performing Query On Name: TES%: TEST

~ PERSON SEARCH nsert Delete ¥m Copy | 7, Filter
1D Last Name First Name Middle Name Birth Date Change Indicator Prefix Suffix Name Type
I 901 Test Test Test 08/23/189
901 Test Test Test 08/01/82
901 Test Test 0172912
901 Test Testing
Record 1 of 4

(®) Case Insensitive Query () Case Sensitive Query

SOAIDEN Person Search Page

The Person Search page may be accessed from all pages that require an ID number in the Key block. This page may be
used to determine the correct ID number for a person using the query capabilities of the system.
From the Key Block area select the Lookup button:

Q % Eastern Kentucky University ) Mrs. Charlotte Lane Hisle @ Sign Out ?

General Person Identification SPAIDEN 9.3.3 (TEST) a0 B retreve B meaten ¥ Toors

o | L=l |

Get Started: Fill out the fields above and press Go.

Will display the Option List — Select the Person Search (SOAIDEN) link

Option List x

Person Search

Non-Person Search

Alternate ID Search

SOAIDEN page appears so you may enter your search criteria: Select Person Search for this example

X Person Search SOAIDEN 9.3.5 (TEST) a0 B rerreve B reaten FE Toors [

~ PERSON SEARCH

l o Enter a query; press F8 to execute.

[Add Another Field .|}
| | Clear an |

(®) Case Insensitive Query () Case Sensitive Query

Version 4 on 08/03/2017
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Person Search SOAIDEN 9.3.5 (TEST)

Select your first option: in the Add Another Field -- Example selected Last Name

|~ PERSON SEARCH

ADD

1
B remeve & rewaten ¥ Tools
‘ o Enter a query; press F8 to execute.

Change Indicator
Name Type

() Case Sensitive Query

Clear All |

~ PERSON SEARCH

o B pemeve & recateo
Contains

Like
| ILastName v | T

Ends With
IAUH Another Field ... v Equals

Not Equal

Person Search SOAIDEN 9.3.5 (TEST)

~ PERSON SEARCH

Returned information — now enter your Last Name search information in the blank field
X

ADD

B retreve % relaten $¥ Tools
nsert Delete ¥ Cop T, Filter
(]
[Last Name [starts with|v| e
@ Case Insensitive Query O Case Sensitive Query

Clear All | ﬁ

the “%” you will get the message: Query caused not records to be retrieved. Re-enter.

Example enters — tes% -- Now add additional search fields if needed. We will add an additional field. (If you do not enter

- — - . - - — [ESTIOEES
e@@ hitps ot ek pplicationNavigator/seamlessPerson Search (SOAIDEN] O - @c sk s
-
(= Application Navigator 1
File Edit View Favorites Tools Help
—1 | (el % Eastern Kentucky University ) Mis. Charlotte Lane Hisle @ Sign Out ?
Person Search SOAIDEN 0.3.5 (TEST) % RETRIEVE ﬁ% RELATED # TOOLS
|~ PERSON SEARCH [+] @0e L 4
o
[Last Name ] [starts with V] [tes ]
e
1D
| First Name PN
e,
Name Type (O case Sensitive Query
Second field will be First Name — Notice Last Name removed from list of choices
X Person Search SOAIDEN 9.3.5 (TEST)
™ PERSON SEARCH

a0 B mereve & reaten $E Toous
E3insert [@Delete ¥aCopy | ¥,Fil
(<]
[Last Name ~| [starts with ] [tes |
| L
|| =TT (contains V] | |
Middie N
Change
Hame Type

(®) Case Insensitive Query () Case Sensitive Query
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Second search set Contains Value — Starts with again

b8l Person Search SOAIDEN 9.3.5 (TEST) a0 B retREve & resatep XE Tools [
~ PERSON SEARCH E3insert @@ Delete ¥ Copy |, Filter
(]
| [Last Name [starts with V] [tes ©
[First Name [starts with | )
(-]

(® Case Insensitive Query () Case Sensitive Query

Enter the First name search value. If you do not need to add another field then select the Go button to perform the search.

b Qll Person Search SOAIDEN 9.3.5 (TEST) a0 B retREve & meaten B Tools [

~ PERSON SEARCH
l O Enter a query; press F8 to execute.

[Last Name [starts with[™] [tes
[First name [starts witn[v] [t
| o]

| Clear All | ﬁ

F2\ (oo Incnncitiun Auan £ Snon ancitin O

List of all the names that met your search will be returned — Review information — check your function buttons at the
bottom right to either Cancel search or Select record from your search. If you do see the correct person select the record
and double click or highlight and then select the Select button. Returns

ID information to the calling page.

b Qll Person Search SOAIDEN 9.3.5 (TEST) a0 B Rereve S reaten F§ Tools
|' PERSON SEARCH nsert Delete Fm Cop Y, Filter
" Filter Again |[)
D Last Name First Name Middle Name Birth Date Change Indicator | Prefix Suffix Name Type
900! Tesch Todd C. 06/08/68
901 Tessema Tsemre-Dengil 01/21/88
901 Test Test Test 08/23/39
901 Test Test Test 03/01/82
901 Test Test 0172912
901 Test Testing
| Record 1 of 6
(®) Case Insensitive Query () Case Sensitive Query

Using SOAIDNS to Help in Searching When Multiple Records

You may go to this page directly and if you do you will have to copy the ID information before you close the page so you
may enter in the next page. You may open it from the SOAIDENS page when you are searching for individuals and when
you have multiples with the same name you will request this page to get additional information such as addresses, majors,
terms of attendance, etc.

First start with SPAIDEN and select the search icon:

9 £ EKU Central Authenticatio.. & Bookmarks [l FootPrints Service Core Lo... (§) Home - Microsoft Lync Se... [ Pandora Internet Radio - L. 2 Exchange Admin Center J EKUDirect User Login EX Banner at EKU Informatio...

= Q % Eastern Kentucky University ) Mrs. Stephanie Lynn King @ Sign Out ?

X General Person Identification SPAIDEN 9.3.3 (TEST) oo B rerieve & peaten  $ Toois
[ Go 7

Get Started: Fill out the fields above and press Go.
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Then from the Option List form select Person Search:

Option List *

Person Search
Non-Person Search

Alternate ID Search

Then on the SOAIDEN page enter your person search information using all of the filters that you need.

0 Mrs. Stephanie Lynn King a Sign Out ?

= Q % Eastern Kentucky University

X Person Search SOAIDEN 9.3.5 (TEST) a0 B RETREVE g% RelaTED B Tools
nsert [ Delete P Copy | ¥, Fiter

~ PERSON SEARCH

|add Another Fieid .||

(®) Case Insensitive Query () Case Sensitive Query

Enter search info and then select the GO button

0N Mis. Stephanie Lynn King @ Sign Out ?

= q % Eastern Kentucky University

son Search SOAIDEN 0.3.5 (TEST)

(-]
fastrams  [<l[comens *Jfjung °
[Firstvame %] [Gommams ] [s1 °
[ Anctier Fieia .[v]
[ cewra [ o0 ]
(® Case insensitve Query () Case Sensitive Ouery
The page will return with all of the records that matched your search criteria
= 4 1} Enslosm Konbucky Linivensihy ) s, Stephanis Ly Kimg Bl SagnDua 7
Porson Soesrch SONDEN 4.5 (TTST)
* P AR o -] s LAl Py
Filesr Aguin |-
L B | sl Mo il N Mkl i Harnr Farik lam 1 Fearagm brule ad Prala bl N | ypm
= Brcung e EXIHID

Now since you have individuals with the same name and you are not sure of Middle name or birthdate select the first
one with the name and then select the Related button and then Select the Search and Display More Detail [SOAIDNS]

E O 1‘ Enslism Ksnbucky Urivandy Y s, Stegharie Lym Bing Bl San Diat 7
Prorson Saarch SOADE NS5 {FUST) = i matic P Toms
PR A a " il ]
™
L9 &
o [P i S Mot Harne P en [F N viata [ [
e e ey o EXMT 50D
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CANCEL  BELECT

SPRIDEM PRI [1] mhacian

The SOAIDNS page will load when selected from the Related button list or if you go directly go to page:

5% £ EKU Central Authenticatio.. & Bookmarks [l FootPrints Service Core Lo... (S} Home - Microsoft Lync Se.. [ Pandora Intemet Radio - L... [} Exchange Admin Center g EKUDirect User Login EXJ Banner at EKU Informatio...

= Q % Eastern Kentucky University o Mrs. Stephanie Lynn King & Sign Out 7

OAIDNS 9.3.3 (TES a0 B RETRIEVE RELATED 1

~ PERSON SEARCH DETAIL

—‘ 0 Enter a query; press F8 to execute.

|Add Another Fiel

Coon | o

~ SOUNDEX SEARCH T, Filter
Name
[ seaen | [ cancal |
~ ADDRESS DETAILS et @ L] T, Filter
Type  Type Description Street City State or Province  ZIP or Postal Codef ~ Nation  Nation Description  Area Code  Phone Number FromDate  To Date Inactive Indicator
Record 1 of 1
¥ ACTIVE EMAIL ADDRESSES nsert [ L T, Filter
Email Address Email Type Email Type Description Preferred Display

Record 1 of 1

~ REGISTRATION TERMS

¥, Filter |y

GCANCEL SELECT

Record: 1/1 SPRIDEN.SPRIDEN_ID [1] ellucian
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Enter your filter information: Make sure to enter the values — It is in a CASE SENSITIVE format
Now select the Go button

% B) EXU Cenral Authenticstie.. &) Bookmarks [ FeotPrints Service Core Lo () Home - Microsoft Lync Se... [ Pandors Intemet Radic - L. [ Exchange Admin Center g EKUDirect User Login etm Banner st EKL Informatio.

Q

By Fastem Kentucky University

) Mrs. Stephanie Lynn King @ Sign Out

Persan Search Detail SOAIDNS 0.3.3 (TEST)

= PERSON SEARCH DETAIL

Enter a query; pres FB o exscute.
[Last Hame | [Contains [v] [King
First Name ] [contains |~] [chnstina
- SOUNDEX SEARCH 2 u v
Sounds ke, Last Frst ame
Name
Search Cancel
= ADORESS OETAILS 2 n v
Type  Type Description Streat City State orProvince | ZIP or Postal Codef  Nation  Nation Description  AreaCods  Phone Number FromDate | ToDate | Inactive Indicator
Record 10l 1
= ACTIVE EMAIL ADDRESSES = ™ v
Email Addross Email Type Email Typa Description Proferred Display
v
O ]
a | X GANGEL | SELEGT
SEARCH Record: 11

SPRIDEN.SPRIDEN_ID [1]

ellucian

Page will appear showing those records that met your filter information. Person Search Detail sections will display all of
the records meeting your search criteria. As you select your record in the first section the information displayed in the

other sections will pertain to that record. So as you’re selecting records in the list you will be able to view other information
about the person whose record you have activated.

% &) BRU Central Authenticatio.. &) Bookmarks (3 FaotPrints Sevice Core Lo... (5) Home - Microsoft Lync Se... B Pandars nternet Radia - L. [ Eschange Adrmin Center £~ EXUDirect User Login €49 Banner at U Informaio..

Q rb Eastemn Kentucky University

) Mrs. Stephanie Lynn King @ Sign Out

Person Search Detail SOAIDNS 9.3.3 (TEST)

ao B remee A eesen 25 Toms

= PERSON SEARCH DETAIL

= " T Fiter | o,
" Filter Again -]

[ Last Name First Name Middle Name Preferred First Name Profix Suffix BirthDate  Gender  Change Indicator

oo | xing Elizabeth 070411990 F

900 King M F Name Change

9011 King Marie F

4 4 Moz W 3 | PerPage Record 10/ 7
= SOUNDEX SEARCH = . v
Sounds v Last First Name
Hame
Searcn Gancel

= ADDRESS DETAILS = s =

Type | Type Description Street City State or Province  ZIP or Postal Codef  Nation  Nation Description  AreaCode  Phone Number FromDate  To Date Inactive Indicator

os Outside Source (DO 622 Ray Sirest Apart. Hartan KY 40831 606 2731594 03292016

P Permanent Address € reet, Apart.. Harlan Ky 408 606 2731584 03062017

AL DO NOT CHANGE (I Harlan KY 05

Record 10 4

= ACTIVE EMAIL ADDRESSES = [ -

Email Address ‘Email Typa Email Typs Description Preferrad Display v
a | X CANGEL  SELEGT

SPRIDEN SPRIDEN_ID/ [1]

ellucian
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Another record selected information in other sections has changed. )

Person Search Detsl SOAIDNS 9.3.3 (TEST) B wo B rmew B osoame £
™ PERSON SEARCH DETAL 1+ a2 s ¥, Filter |,
Filter Agesn -}
0 Last Name First Hame Wddle Name Prelesred First Name  Frefix Setfix Birth Date Gender  Chasge Indicator
g Tt F
900 K u e F Harra Charsga
4 A T2 W Riscond 2 o §
+ souNoEx SEARCH o =
* ADGRESS OETAS o = "
Type Type Description Suest City Statn or Provi... P or Postal C... Nation Watkon Descrips... Area Co... Phone Mumber  FromD... TolDate  Insctive Indic.
M AdarcememH.. PO B2} Buian wY w2 a2
S OutuideSewce . Py Box 46
Fiecoed 1ol 9
* ACTIVE EMAR ADORESSES o -] L]
Emall Address Email Type Ernail Type Descripion Prafermed  Dinplay
CHRAISTIHARSEADL COM AGE Actvarcarret Ceneral E-mad (=] (=]
Fiscoed 10f 4
~ REGESTRATION TERMES o =
Term Teem Description Emolimest Satus Encolment Status Description  Enroliment Dase  Time States. Time Stats Description Credit Hours
20100 Spring 2018 EL Ligpble i Hogsler et HT Hall Time ] =
- | Z CANGEL | SELEGT

SPIEN SDEN_I0 (7} ellucian

Once you find the record use the Select button (no key function) or a double left click — it will close the page and take
the ID and Name back to the calling page.
Returns to SPAIDEN since that is the page were we started the process.

X General Person Identification SPAIDEN 9.3.3 (TEST) a0 B remieve & reaten ¥§ Tools

1D: @ +| Herald, Christina M

Get Started: Fill out the fields above and press Go.

Single Record or Multiple Record Display Option

Some pages will allow for the display of a single record per section or will display a list of records for that information. You
will be able to select an icon to change the display for those pages as needed. (There are not a number of these pages.)

H=
You will be looking for this icon button always to the left of the Insert button.
= m B
When the icon looks like this the multiple record view is active — when the icon look like this the
single record view is active (you will only see that records information in the section and it will be in a different layout).
To change views just select the icon.
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Multiple record view for that section for the selected person.

Student Course Maintenance SHATCKN 0.3.3 (TEST) ADD a RETRIEVE

1Dz 90( Term: 200410 Validation Check: Schedule

~ COURSE DETAIL H= Insert @ Delete ¥mCopy . Filter

[ cooperative Education || Components

CRN Subject Subject Description Course Course Title Section Campus. Campus Description Repeat
10641 ACS ACS Admin Communication 101 Intraduction To Business 002 100 Richmond None
10658 ACS ACS Admin Communication 280 Office Procedures And Administ 001 100 Richmond None
< >
Per Page Record 1 of 2
~ GRADES sert [ Delete W Copy | . Filter
Sequence Number Grade Grade Mode Grade Mode Description Credit Hours  Attempted Hours Change Reason Change Reason Description | Extension Date
1 Courses over 8 year old 0.000 OE Onginal Entry
L4 >
Record 1 of 1
* LEVEL isert [ Delete  Wig Cop ¥, Filter
Code Code Description Primary Level Indicator *
uG Undergraduate E
Record 1 of 1

Single record view for that section for the selected person.

X Student Course Maintenance SHATCKN 0.3.3 (TEST) B remeve
Start Over
1D: 90( Name: Term: 200410 Validation Check: Schedule
¥ COURSE DETAIL () = Insert (@ Delete WigCopy Y, Filter |,
CRN 10641 Partof Tem ¢ we | Full Term College |BT = College of Business & Tec
Subject  ACS « | ACS Admin Communication Comment | Division
Course 101 7 Introduction To Business Start Date Department W7 Mgmnt, Marketing, & Admi
Section 002 End Date Session |D A# Day Class
Campus 100 Richmond Extension ContactHouws [
Repeat |None - | Long Course Title :L': Part of Term Start Wi
' Date
System Continuing Education Units Partof Term End | 12/09/2003 B
Date -
Schedule Type ¢ WEB Online 100% Study Path
< >
Cooperative Education Components
M 4 [{)of2p N Record 1 of 2
¥ GRADES F3insent [ Delete My T Filt
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Exporting Data from Banner

Banner makes it very easy to export data from the sections of the pages. Once you have accessed the page go to the
section that you wish to export the data. Select the Tools button.

Q % Eastern Kentucky University ) Mis. Charlotte Lane Hisle @ Sign Out

Person Search SOAIDEN 9.3.5 (TEST) B ADD l RETRIEVE ﬁ RELATED * TOOLS

%01 Test Gilbert A i
Ll Test Jon Claude

80 Test Josh

%0 ast Naw

0 Test el C

201 Test Tast Test

01 Test Test mranz

%01 Test Testing

S0 Test Vickia B 110VES

a1 Test ID Banner 0101750

01 Tasta Arialia Sandra ooes

01 Testa Isabella 127ams2

i) Testa John Williarms 101182

01 Testa Mx:hael A4 e

01 Testaguzza Stacie Micole

501 Tester Brandon L

801 Tester Cody R

01 Taster Dastiny Ciarra

S0 Tester Gene &

S0 Tester Jamie Lee

%00 Tester Jason Cory 1
. GANCEL | SELEGT

SPRIDEN SPRIDEN_ID [1] ellucian

— 1  —
[ Azpheton Mivgated x "
Eie [dt Vew Faeoite Toch Help
= astern Kentucl niversi ra. Charlotte Lane Hisle Sign Out
= q Eastern Kentucky L ity Mra. Charlotte Lane H & Sign O ?
a0 B rewee B onooren JE SR
a
. o |
| (B} -
v
Pregssel
o
Exn
Abcet Bannor
OPTIONS
2 Us i
BANNER [OCUMENT MARAGEMENT )
triave Documans . i
™
GANGEL SELEGT
SPRIDEN SPRIDEN_ID [1] ellucian A
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30
Depending on the Browser you are using —you should see a download message
This example is from |E 11:

Unable to export. No message at the bottom of the screen. Tried the old hacks of alt/ctrl and other combination of
screens.

Select the download button and your spreadsheet will appear. Save it or do whatever you need to do with the information
making sure to follow all IT security policies.

31
FireFox example: This box will appear.
Unable to export. No new window appears to save or open.

Chrome example:
Unable to export. No file at the bottom of the screen.
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Shortcut for Entering Current Calendar Date
When you see the box for entering a date, if you are wanting to enter the current date you may do this process to load

the date in the field instead of typing or doing the calendar lookup.
Enter any alpha character in the box — then press the Enter/Return key and your date will be loaded.

From Date | [: l From Date [H | l From Date [08/03/2017 |MA |

ToDate | i ToDate | ® To Date =
|, = | |, L3 [ L1

My Banner Personal Menu (GUAPMNU)

Use this page to create a personal menu tied to your Banner user ID. A personal menu contains the pages, jobs, menus,
and Quickflows that are most important in your daily work. Once the personal menu is created, you may access it from

the main menu.

Either enter the page name (GUAPMNU) or description in the Search Box field or select the Search Icon:

Search Box example:

) Mrs. Charlotte Lane Hisle @ Sign Out

y —

= Rer % Eastern Kentucky University

GUAPMNU

My Banner Maintenance
(GUAPMNU)

-
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Search Icon example:

Q % Eastern Kentucky University

guapmnu
1 result

My Banner Maintenance

(GUAPMNU)

= Q % Eastern Kentucky University ) Mrs. Charlotte Lane Hisle @ Sign Out

GUAPMNU

My Banner Maintenance
(GUAPMNU)

, ’ , ; . i - » | LG -
Use this page to create a personal menu tied to your Banner user ID. A personal menu contains the pages, jobs, menus,
and QuickFlows that are most important in your daily work.
When the personal menu is created, you can access it from the main menu.
This page contains three parts:
> The left pane lists the available pages, jobs, menus, or QuickFlows that may be added to a personal menu. When
you select an object type from the pull-down list above this pane, a list of associated objects appears in the left
pane.
» The middle of the page contains buttons used to insert your selections, remove selections, insert all items listed
from the left pane, and remove all items from the right pane.
> The right pane lists the contents of the personal menu. The field above the right pane shows the Banner user ID
associated with the person logged on to the system.

To add objects to a personal menu, select names in the left pane by double-clicking them, and then use the Insert or Insert
All button. To remove objects from a personal menu, select names in the right pane by double-clicking them, and then
use the Delete or Delete All button.

¥ My Banner Maintenance GUAPMNU 9.0 (TEST) AD B RETREBVE

~ MENU MAINTENANCE [insert @ Delete ¥aCopy | ¥, Filter

Type* |Oracle Forms module S |_°]

Object Type Object Selection
Object * Description * Object Description
TSA1098 1098-T Tax Information Web Display List Customization
FTMITYP 1099 Income Type Code Maintenance FGRACTG Posting Process
FAA1033 1099 Reporting FORAPPL Approval Process
FOA1099 1099 Transmitter Data Form SIAASCN Faculty Workioad Information
PXA1099 1099R SIAINST Faculty/Advisor Information
PTVI033 1099-R Distribution Code Validation SLARDEF Room definition
RNAOV12 2011-2012 Applicant Override SHARQTC Transcript Request Form--Check to see when and where it was sent
REAOR12 2011-2012 Grant Origination/Acknowledgement [ insenseleion | SLABLOG Buiding Definition Form
RNIMS12 2011-2012 Miscellaneous Results Inquiry e SFJDWAC Dropped/Mithdrawn From All Courses that Crystal runs
RNANA12 2011-2012 Need Analysis ‘7 SPACMNT Verify a Transfer transcript in Registrar's
Insert All
RNAVR12 2011-2012 Need Analysis Document Verification (= SFIACTC List of Prefixes offered for a specific term
RNRGL12 2011-2012 Need Analysis Global Policy Options Rules [ memovear | SEAASGN Orientation code form
RNAPR12 2011-2012 Need Analysis Processing SHATCKN Student Course Maintenance
RNARS12 2011-2012 Need Analysis Result SIAASGQ Faculty Schedule Query Form
RNASL12 2011-2012 Student Loan Data GUASWPT Sleep Wake Maintenance
RNASU12 2011-2012 Supplemental Need Analysis SFARQST Enrollment Verfication Request
RNAOV13 2012-2013 Applicant Override SFJEMAL Faculty E-mail
READIT2 2012-2013 Grant Disbursement/Acknowiedgement GUAINST Installation Conirals
REAOR13 2012-2013 Grant Origination/Acknowledgement GUFSYST Pidm Search
RNIMS13 2012-2013 Miscellaneous Results Inquiry GUAOBJS Object Maintenance
Record 1 of 2517 [{of2 20 V| PerPage Record 1 of 21
K« Dor2b M| g
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Select the Object field in the left panel. You may search the page by name, description, or object name by clicking “F7”
on your keyboard to clear the page. Select your filter information and do the filter process.

My Banner Maintenance GUAPMNU 9.0 (TEST)

~ MENU MAINTENANCE

ADD BB RETRIEVE 2% RELATED

¥, Filter

[object [Equals

SPAIDEN

Add Another

Select Go

x My Banner Maintenance GUAPMNU 9.0 (TEST)

a0 B retREve & Related

~ MENU MAINTENANCE

.

Filter | o

Type* |Oracle Forms module ‘ - HE'

Object Type

Object * Description *

SPAIDEN General Person Identification

Insert Selec!

Insert All

Finds the SPAIDEN page now double click the Object Type

Object Type

Object *

Remove Selection

Remave All

|sPAIDEN

Then select the Insert Selection button:

Object Type

Object * Description *

SPAIDEN General Person |dentification

Object Selection

Object Description

SOAWDSP ‘Web Display List Customization
FGRACTG Paosting Process

FORAPPL Approval Process

SIAASGN Faculty Workload Information
SIAINST Faculty/Advisor Information
SLARDEF Room definition

SHARQTC Transcript Request Form—Check to see when and where it was
SLABLDG Building Definition Form

SFJDWAC Dropped/Withdrawn From All Courses that Crystal runs
SPACMNT  Verify a Transfer transcript in Registrar's

SFJACTC List of Prefixes offered for a specific term

SEAASGN Orientation code form

Description *

General Person |dentification

Object Selection

Object Description
EOINIGR: | Web Display List Custemization o
SPAIDEN General Person Identification

FGRACTG Posting Process.

Page name inserted in the Object Selection panel — continue the process. Remember to select the Save button before

leaving the page.

Object Type
Object * Description *
SPAIDEN General Person |dentification
[ insert Selestion
[ Remove Selest
( Insert All
( Remove Al
7= || 24

Object Selection

Object Description
EOIIGE: | Web Display List Customization
SPAIDEN General Person ldentification

FGRACTG Posting Process

FORAPPL Approval Process

SIAASGN Faculty Workload Information

SIAINST Faculty/Advisor Information

SLARDEF Room definition

SHARQTC Transcript Request Form--Check to see when and where it was
SLABLDG Building Definition Form

SFJDWAC Dropped/Withdrawn From All Courses that Crystal runs
SPACMNT  Verify a Transfer transcript in Registrar's

SFJACTC List of Prefixes offered for a specific term

SEAASGN Orientation code form

SHATCKN Student Course Maintenance

v

SAVE
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Shortcut to creating your Personal Menu list: Start with Object Selection Panel — Select first open record and type in you
seven character page name or select the last record and arrow down to create next record -- type next page name —

continue entering your page names. This is a living document so may modify it when needed. If you are ready to close
page make sure to select the Save Icon before closing the page.
Unsaved page with error because name incorrectly typed:

& Sign Out 2

% Toos [N

o Mrs. Charlotte Lane Hisle

EEé RELATED

B 3

RETRIEVE

- o “ERROR" Invalid object entered

Object Selection

Object Description
-, SOAWDSP Web Display List Customization
AT ** Invalid object **
SPAIDEN General Person Identification
FGRACTG Posting Process
FORAPPL Approval Process
SIAASGN Faculty Workload Infermation
SIAINST Faculty/Advisor Information
( ez GEEET ] SLARDEF Room definition
R SHARQTC Transeript Request Form—Check to see when and where it was sent
[ Remove Selection |
_— SLABLDG Building Definition Form
( Insert All |
/ SFJDWAC Dropped/Withdrawn From All Courses that Crystal runs
‘ FEmEe A | SPACMNT Verify a Transfer transcript in Registrar’s
SFJACTC List of Prefixes offered for a specific term

Error message you will see if you do not save the page before you try to exit:

B oo B

RETRIEVE 4w retaten  $€ Tools [

; ] o Commit or Rellback before exiting.

Object Selection

Object Description
SOAWDSP Web Display List Customization A
SPAIDEN General Person Identification
MLLK] ** Invalid object **
FGRACTG Posting Process
FORAPPL Approval Process
SIAASGN Faculty Workload Information
SIAINST Faculty/Advisor Information
|. Insert Selection ‘ SLARDEF Room definition
O — SHARQTC Transcript Request Form--Check to see when and where it was
| Remove Selection |
—_———— SLABLDG Building Definiion Form
| Insert Al |
e SFJDWAC Drooped/Withdrawn From All Courses that Crvstal runs

Saved page:

x My Banner Maintenance GUAPMNU 9.0 (TEST)

ADD

E% RELATED

=1
mm RETRIEVE

L% TtooLs [

~ MENU MAINTENANCE
| o Saved successfully (22 rows saved)

Type* |Oracle Forms module | - ||E|

Object Type Object Selection

Object *

Description * Object Description
SPAIDEN General Person Identification Web Display List Customization

SPAIDEN General Person Identification
FGRACTG Posting Process
FORAPPL Approval Process
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Keyboard Shortcuts for PC

Function Key Stroke Old Function Old Key Stroke
Application Navigator Display

Open Items CTRL+Y

Application Navigator Search CRTL + Shift+Y

Application Navigator Help CTRL + Shift + L Help Ctrl+H
Application Navigator Sign Out CTRL + Shift + F

Display the Menu CTRL+M

Open Main Menu CTRL+Alt+ M

Open Related Menu Alt + Shift + R

Open Tools Menu Alt + Shift + T

Choose/Submit/Action Return/Enter Direct Access Box Return/Enter

Next Section

ALT + Page Down

Next Block

Ctrl + Page Down

Previous Section

ALT + Page Up

Previous Block

Ctrl + Page Up

Cancel form, Exit, Close Current

Exit, Cancel Query,

Page, Cancel Search or Query Ctrl+Q Close Form Ctrl+Q
Cancel Action Esc

Next Field/ltem Tab Next Field Tab

Page Tab 1, Page Tab 2, Page CTRL + Shift + 1, CTRL + Shift

Tab 3, ... + 2, CTRL + Shift + 3, et...

Previous Field/Item Shift + Tab Previous Field Shift + Tab
Export SHIFT + F1

Duplicate Item F3 Duplicate Item F3
Duplicate Selected Record F4 Duplicate Record F4

Clear One Record Shift + F4 Clear Record Shift + F4
Clear Page/Start

Over/Refresh/Rollback F5 Rollback F7

Clear All in Section Shift + F5

Insert/Create Record F6 Insert Record F6

Delete Record Shift + F6 Delete Record Shift + F6
Search/Open Filter Query F7 Enter Query F7
Execute Filter Query F8 Execute Query F8

List of Values F9 List of Values F9

Save F10 Save F10

Print CTRL+P Print Shift + F8
Up Up Arrow Previous line/row Up Arrow
Down Down Arrow Next line/row Down Arrow
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Keyboard Shortcuts for PC

Function Key Stroke Old Function Old Key Stroke
Next Page Down Page Down Scroll Down Page-down
First Page CTRL + Home

Last Page CTRL + End

Edit CTRL+E Edit Ctrl+E
Copy CTRL+C Copy Ctrl+ C
Cut CTRL+ X Cut Ctrl + X
Paste CTRL+V Paste Ctrl +V
Undo CTRL+7Z

Redo CTRL + Shift + Z

Select on a Called Page ALT+S

More Information CTRL + Shift + U

Retrieve BDM Documents ALT +R

Add BDM Documents ALT+A

Submit Work Flow ALT +W

Release Work Flow ALT+Q

Checkbox Autofill Space bar Checkbox auto fill Space Bar

Today’s Date Autofill

Any letter key, Enter

Today’s Date autofill

Any letter key, Enter
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E K U Eastern Kentucky University

Central Authentication Service (CAS)

ng services that require authentication!

or security reasons, please Log Out and Exit your web browser when you are done 2

Enter your Username and

Password

Languages:
Username: English | Spanish | French | Russian | Nederlands | Svenskt | Italiano | Urdu | Chinese (Simplified) | Dewtsch | Japanese | Croatian | Czech | Slovenian | Catzslan | Macedonian | Polish
Password:

—
O

sites.

LOGIN | clear

Marn me before logging me into other

e @ https//casauth.eku.edu/cas/logouturl= https://banadmintestl.eku.edu:E444/

= EKU Central Authentication...

£E K I Eastern Kentucky University

Central Authentication Service (CAS)

Logout successful
You have successfully logged out of the Central Authentication Service.

For security reasons, exit your web browser.
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