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FERPA

What is FERPA? FERPA is the Family Education Rights and Privacy Act of 1974. It's a federal law
that protects the privacy of student education records. It basically tells us what we can and cannot do
with student information. For more information about FERPA, you can visit their home page at:
http://www.ed.gov/policy/gen/guid/fpco/ferpal/index.html

FERPA states that institutions can give out directory information without the consent of the student.
FERPA defines directory information as name, address, phone number, birth date, etc. However, the
NOCCCD Board of Trustees have further defined what we, NOCCCD, can give out as directory
information in Board Policy 5040, section 5.0. This policy states that the only information we can give
out without student consent is:

1 Student participation in officially recognized activities and sports including weight, height and
high school of graduation of athletic team members.

Degrees and awards received by students, including honors, scholarship awards, athletic
awards and Dean’s List recognition.

See http://www.nocccd.edu/Policies/PDFEs/5040.BP_062005.pdf

What does this all mean to me?

By having a Banner login, you have access to information that is covered by FERPA. ltis very
important that you understand the seriousness of keeping student information confidential.

Do you currently use someone else’s username to access Banner?
Do you allow others to use your Banner username and password?

*NEVER loan out your username and password! If someone else uses your username and
password and violates FERPA, you can be held accountable.

*NEVER use anybody else’s username or password! This is against NOCCCD policy.
Under the law, individual’s can be held responsible for FERPA violations, not just the institution.
If your supervisor will be out of the office for an extended period of time, and you need more access

rights to Banner, call the Help Desk at 84849. With the proper approvals, changes can be made to your
Banner security on a temporary basis. DO NOT use your supervisor’s username and password.
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Basic Navigation Training

Purpose

The purpose of this training is to “familiarize” you with the Banner interface and demonstrate how to
navigate through the modules. It is not meant to teach you any specific task, but is designed to make
you comfortable with:

- naming conventions

- accessing forms

- navigating from record to record and from block to block

- finding individual records via searches

The functional training, which you will get from the people you work with , will give detailed information
on the forms you will use and how to use them.

There are 5 possible modules to which you may have access to:
- Student

- Finance

- Human Resources

- Financial Aid

- Alumni

What you learn today can be applied to all of the modules and is not specific to any one module.

How to Logon to Banner

Logon

1. Click on Banner icon on
your desktop. This will open -
an Internet Explorer window. Lsername: trandl

2. It will pause and then open a Password: ******l
second window in which the

Logon displays. Datahase:

3. Enter in your Banner user id
and password. There is no (CDI‘IHEEtl | Cancel _)I
need to enter in the —
database. The database is
actually part of the URL on
the first window, so there is no need to enter it in the logon screen.

4, Press the <ENTER> key or click on Connect (even if pointer continues as an hourglass).
5. When Banner comes up you will be in the main menu, GUAPMNU.
*NOTE: Even though the first window looks blank, it is needed in order to run Banner. If you need to

use the internet, DO NOT USE THIS WINDOW! You will need to open a new Internet Explorer session
by clicking on the IE icon (the big blue “e”).
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Introduction to the Banner Interface

The first thing you'll see after you log on is the Banner Main Menu (GUAPMNU). It lets you select
modules, menus and forms. Banner has the familiar Windows GUI interface and includes the standard

items.
Title Bar: Lists the name of the program (Banner Internet Native).
Menu Bar:  Allows you to access pull-down menus (greyed out items unavailable at this time)
Tool Bar: Access to commonly-used features. Pointing at an icon on the toolbar causes a pop up
term to display telling you what the icon is for.
Main Menu: GUAGMNU
" & Oracle Dewelaper Forms Runiime - Web NEET
” .
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'EREEEEFEIEN 1D WE Dl g BX
Tool Bar . e ~ - _ A =
%4 SFRe=| MEaI CLACMKL 1.0 [FPET - T a2 e 1 700K b
} ua 1a.. [:| Ve SRR Mrodiml=: E ter. | nite Mza | lep Teaar
ZImy canner Wy Links
“Zbonnar
[ZIskudent [+STUDCNT] 121879 L anEr Fazsueor:
D.“-d'n'ﬂl'll:-ﬂl'l'lﬂm [""."I.U.lrl"‘.".] . 1azh banrar “esszgs
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CINOECED Miranes Menu [ <TINUI U] Peraanzl nk 4
2 Uracla Pessword Chenga (U0 ARY @ 0] M-l ok 2
Fezanzl _ak o
Ey Lzztatan
Barincr Bruduuasl Mossages g,
AT-1LIk=-2T0r Qe Tl bowpraren e s Cw e, 2TOF W el R T 0w rs e Ty, A = O
Banner g
Broadcast H i
Messages -

=0l ke manee; =0 LR el =1ng

o Iy | ] | | | -amr

o start gy " -Ql':'lr-.'.".' . rj-.‘ e [Tt U e rlf;_l'l- I r|E-.'."r. “li"_l e 1°W
The “Go To” Box
. Shortcut: Click inside the “Go To” field and use the up and down arrows on your keyboard to

cycle through the forms that you have used during the current session of Banner. Once you log

out, the list will reset.
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. If you click on the down arrow next to the “Go To” field you are taken to GUIOBJS, where you can
search for a object (a.k.a. “form”) by either its name or description.

You will see 2 main folders: My Banner and Banner. My Banner is a folder you can customize with
the forms that you use all the time. Depending on what security you are given you may, or may not, see
the folders listed under the main Banner folder.

Banner Broadcast Messages is at the bottom of the screen. This is where we can easily get
messages to all Banner users.

My Links is located to the right side of the screen. My Links has several preprogrammed links, such as
“Change Banner Password” and “Banner Bookshelf’. There are also several links that you can
customize yourself. These links can be programmed to go to another website or a favorite form in
Banner.

The Banner folder is the main folder and holds all the systems and forms that you have access to.
Everyone has access to GENERAL forms. You will most likely have access to either the STUDENT
and/or FINANCE folders.

. NOCCCD Finance Menu is a folders that was created with the most common finance
forms. These forms are also located in the main FINANCE folder.
. NOCCCD Counselors is a folder with the most common forms that counselors use.

These forms are also located in the STUDENT folder.

As you double click on the folder icons, the folder will open showing the contents of the folder. Double
click on an “open” folder and it will close.

Forms

A form is an online document where you can enter and look up information in your database. Banner
uses many types of forms to enter and access information. A form can be accessed through a series
of menus or, if you know the name, by DIRECT ACCESS.

Accessing through Menus
You can find the form you want to open by clicking on the various folders in the main menu.

. Double click on the STUDENT folder. This opens the folder and shows you more folders within
the student system.

. Double click on the GENERAL PERSON folder. This opens the folder and shows you the
contents in that folder are forms. Note the form icon is different from the folder icon.

. Double click on the form: General Person Identification [SPAIDEN]

. This opens the form SPAIDEN.

Direct Access
If you know the 7-character name, you can type it in the “Go To” box and press enter. This will take you
to the form immediately.

SHORTCUT: Click on FILE on the menu bar. The forms you have been to in THIS banner session will
show. (Up to 10 forms). Once you shutdown for the day, this clears out.

SHORTCUT: Click in the Go To box. Using your up or down arrow on your key board, you can cycle
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through the last forms you have been in. When you find the one you want, press enter.

Navigating through a Form
You can perform tasks in Banner many ways:

. Keystrokes
. Pull-Down Menus
. Toolbar
. Mouse Click
For example: To exit a form you can do any of the following:
Menus: File, Exit
Toolbar: (Left) Click on the “X” (exit)
Mouse: Click File, Exit
Keystroke: Control+Q
Right Click: to show you options, left click on “exit”

Limit on Open Forms
You can open more than one form at a time... even several of the same forms with different information.
However, you usually don't want to do this - it slows down your system appreciably. However, if you do

not exit a form and open another, it will stay open. BE AWARE!

Banner Naming Conventions

All Banner form names have a naming convention to them. Once you understand the basic idea behind
how forms are named, this can help you.

All Banner form names are seven characters long.

. Position 1: Identifies the Primary System owning the form, report, job or table
. Position 2: Identifies the Module owning the form, report, job or table
. Position 3: Identifies the type of form, report, job or table.
. Positions 4-7: They try to summarize what the form is.
See below for some samples:
Position 1 Position 2 Position 3 Position 4-7
Identifies the Primary System Identifies the Module owning Identifies the type of form, 4-7 uniquely identify the
owning the form, report, job the form, report, job or table report, job or table. form, report, job or table
or table
S P A IDEN
Student Person Application Form Identification
S P A PERS
Student Person Applications Form Personal Info
S P R ADDR
Student Person Report Address
F T M VEND
Finance Table Maintenance Vendors
F G A JVCD
Finance General Ledger Application Form Journal Voucher
Entry Form
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Types of Forms

(3rd letter of name indicates)
Application forms (SPAIDEN)
Validation forms (STVSTAT)
Maintenance forms (FTMVEND)
Rule forms (GXRBANK)
Control forms (AACDUES)

Inaert Becord ST Banner Xtender solusions
Hemove Record rn By |:||_|p|'\r BxS-A II'I Crocument

Previcus Record Execute Query |“-"-n| kflow Submit

"*-IDxt H.E'l:\:lrj ‘ ’—C'."-":E-l Qu{-r.r F‘!"ﬁl" h.rlfl'!."l Ri"‘ll"‘ﬂﬁl-"
Com . ; i e B e I = _.- I &% T
(@9 | ﬂﬂl%u $7 000 @ E BE D@ ¢ @X

g JWJ WiewSend \W&*:EE'_[- Eroadcast *.ieseagesJ
Rollback Uity

Previous Block Print FOAL Security
Selag et Block Oinline Help
Exit

Inquiry Form (FPIREQN)

Parts of a Form: SPAIDEN

Banner Toolbar

Banner’s toolbar is loaded with icons for the most common functions in Banner. See below:

. When you point to an icon on the tool bar a little pop up bubble will appear showing you what the
icon is used for.
. If you are a key board person, click on Help, Show Keys. This will bring up a list of most of the

short cut key strokes.

Parts of a Form

Access SPAIDEN. Notice the cursor is in the ID Field.

Title Bar

On the title bar you will find various information:

Descriptive Form Name: General Person Identification
7-Character Form Name: SPAIDEN

Release Number: 7.3

Database Name: PROD

The very top part of the form is called a KEY BLOCK. This is where you will enter the Banner number
of the person you wish to see. All forms have a key block.
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Then notice the rest of the form is divided into what looks like BLOCKS.

Key Block: The first block on most forms contains key information. All information on form refers to the
key block. When you choose File, Rollback, you go back to Key Block. You can also click Rollback
Icon (backwards arrow) on Toolbar. The key block usually stays on the form as subsequent blocks
appear.

Blocks

A block is a section of a form or window that contains related information. If a form contains more than
one block each block (except the key block) may be enclosed in a beveled box. Some forms will have
tabs directly under the key block showing the various blocks of data that you can access while using
that form.

Moving from Block to Block

Toolbar Next Block, Previous Block

Menu: Block, Next or Previous

Keystrokes:  Control+Page Down or Control+Page Up
Tabs: Click on the tab you want.

How Many Blocks:
The number of blocks vary from form to form. Press Next Block until you return to the starting block.
To return to Key Block: Click File, Rollback or click on the Rollback icon.

Auto Hint Line: The Auto Hint line is the grey line at the bottom of the screen. Banner will try to help
you along. This is where it will display error messages, etc. If Banner doesn’'t do something that you
thought it would, make sure to check the Auto Hint line for any details.

Clearing a Form:
From the Menu: Record, Clear

B el fvsbagier Fomms Runis - Wak: Ojoen = SRARFH

1> St Cpker: Blaz to— Frinw Jar Taoas 43
2 z 5 A
7] HABE ST EE
. T e T I O T I R R R =
Title Bar
o I.'-l'l'/“i' A" % FeDenels, e m Cancrete 1D0: |2
Key Block
R TR TN P RTARETES T4+ 4 - lio4 1- 4l FLELEY el
n: m Fame | yjin: | |T|
I*rram 11 and Marne: Sanees
Lagt hame: eead [ Lest, Update
BIOCk Limd Banns: =h- _ll
Flililln foame: = li.m Hunr: CTTARTRES
Frulix: | Actwlty Dakp: 5o sl ook
Suttie: Hrinin: LB
Fralerrail Lirsl Rame: |
Ll § el S |
rginal ¢ireatan
Poan-lrraon
Ilunr:
_ CrealH I H:
qamc: -
Auto : i
. . L LI TR N N L N R TN TR U T BT R TN N TER I E L I BT B Y I N P L I B I |
Hlnt Ilne Lu:ul "1l | DD
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Options

Under “Options” on the menu you will find a list of various options available to you. Some options take
you to a block within the form and others take you outside the form to a related form. The options display
depending on the current location of the cursor. Reminder: Use the mouse or Alt + underlined letter to
access these pull-down menus.

Searching in Banner

Finding a Person when you know their ID
. Enter the person’s banner ID (always begins with the “@” sign).
. The Name associated with the banner number appears.

Finding a Person when you DO NOT know their ID

When you don’t know someone’s banner ID number or their social security number, you will have to
look them up by their name. Please note that everyone MUST have a Banner ID number, however,
SSN’s are not a required number. So, someone can be in the system without their SSN.

. Click on the search button (down arrow) on the key block in SPAIDEN.
. Click on Person Search
. Notice the search form SOAIDEN displays. (SOAIDEN = Student, Overall, Application, IDEN)

You can always tell when you are in “search mode” as the Auto Hint line will always display:
Enter a query; press F8 to execute; Ctrl+Q to cancel.

Wildcards

There are two wild cards in banner: the % sign and the underscore __.
% is the wildcard for many characters

__is the wildcard for one character

S% in last name field this gives us names starting with “S”
S%son in last name field this gives us names beginning with the letter “S” and ending “son”.
S a% in last name field this gives us names with “S” in first position and “a” in 3rd position.

W_ _gand gives us names starting with “W”, then any two characters, followed by “gand”.

Press F8 and the results will display. You can also click on the “execute query” button on the toolbar.
To select an entry, double click on it. If the results are not what you want, click in “Enter query” on the
toolbar, or press F7 to start another query.

Query Results

When you get your query results there are several things you may notice:

. There are what appear to be many duplicates (same name and birthday).

. Anyone that was part of the college system prior to going to Banner will have an old perm ID (6
digits). To differentiate these numbers, a “C” was put in front for all Cypress perm IDs, “F” for
Fullerton and “S” for School of Continuing Ed.
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. Some people have SSN’s and others do not. The SSN is not a required number, so even though
most people have them in the system, some will not. You just need to be aware that if you don’t
find someone by their SSN, it does not mean they are not in the system.

. “N” in Change Field indicates there was a name change.

. “I"in Change Field indicates there was an ID number changed.

. Regardless of other possible ID’s, the Banner number is the most current.

. The Banner ID number always begins with the “@” sign and is a total of 9 characters. For

example, @00123456.

B Uracke Dovekper Lorms Hunlime  Web: 0pen = SPALLN  SUALILH

So What’s Your Real Name?
Frequently in the student system, a student

will come in and say they have no perm
number or they have never been here cnange
before. Itis really critical for data integrity to " o P irlRame o blinfome it ol
always do a thorough search before NEEE [+ o ik T N I
entering someone in the system. trw [ BT A —
ECI1T [l [E—— [ |
. Go to SPAIDEN, click on search T e i I (] I_
button. This takes you to the search R s e o 2 |-
screen SOAIDEN. e [ i I
. Notice that the case sensitivity is e M o
turned off. sz [t Goe
* Inthe last name field key in e — |
m%donald. FA M et |- [t |
. Press F8 to execute the search.
Notice the birthdays. S
N indicates Name Change e B
| indicates ldentifier Change T B
LEeryniIinit | | | DIC
Extended Search
An extended search is a way of doing a
search directly from the screen (without o ———
going into the search screen). - :
. From SPAIDEN, tab to Name field g L
and enter current last name, i.e., " . A
mo%donald T
. Press <ENTER> B ; o I [T
. The ID and Name Extended Search BRI, e S,
box comes up. It shows you how e e P mm': : '_:
many people met that criteria. e T
. Click on the drop down arrow to see Lt hamnz e et e .
A e e £ty th by Henpesss Earr me Coen, o+ <plod FOHIE I e wanck )
the results. P - D |
. Notice that this search will also show | i e st _F o Ir
previous names. s e "
. The name that is left justified is i eEs Lt ar el st o HERE s A
current name
. The names that are indented are the | "*™"*" e
previous names. o ° B
. You can reduce the search results .
by giving it additional information, ie: ';:.r»_-i EERL m._ri.'-'.!:'.'I;__;_'_,I“;.'J.'-"rl;m'-ié;'-'.'.".'nw...“ I

city, state, etc.

Banner Navigation Training - October 16, 2006 Page 9



Creating a New Record

It is important when creating a new record to make sure the person does not already exist in Banner.
We do not want to create duplicate entries for the same person! This procedure only applies to the

people that create new Banner IDs. Not many people can create and/or update this information. The

following areas are primarily responsible for creating new IDs: A&R offices and Human Resources.

Entry into Banner

Usually people are entered into Banner in SPAIDEN, however they can also get there from other “IDEN”

forms, such as FOAIDEN and PPAIDEN.

° Go to SPA'DEN CI|Ck .:!e Oracle Desclepzr Fooms Rantin:  Wek: Ouen = SPADEH  GOAWTCH
Ev bdb utime zok Lo Aol e ol HoL
on GENERATE ID. O D HERB D9 EHE B o WSR3 8 X

";4 U Sar— 08 FHro. etien) B (UBS0 o oty offy oo ™8 oo o0 oy # 6 BT o oFE oty 8 T o TE o0 of o g TE oot ot oy g TR ot

. You will be taken to a

A it L AR
WleH Connents |

R [ (H A e p eichig Source: |24 70 ATHTER Toixccl Folzshocot rouIe
common matching T
screen Ca”ed | :'\.I il M mra - L] ||lrlln-\.|;|| LT
L= anme: [l RERSSIMG 1N
GOAMTCH Hiddle vare: Blrth Date: Dy Wonth: Yaar
add-usy Twpe: (] E| wale, ol 1l "
. . Ulrep, Line 2

* NOtlce the ID fleld Says 4hars Unc 2: Tolephan: Tepr VA E|'-'c| i
“Generated”. shaes Une % Telaphana: —

tEy E- gl Tvae: [EX R T TR
Qlale u- i n |l| 1 mai:
L4 SE|eCt HEwr P ol |T|
ONLINE GENERAL in T || e Clead: | G Tatuily |5 Winn i mas
— . Hatian: . e 10 |4 Tl e 10l ew il s
the Matching Source [ it
field. m & Wi T RRMMTUITEL LIREDete Gandar Mrirhid 0| lararhiral Bidrass Telaphnna r il
Frooezions Feczmeczt sa-en [Tl LFAS I FPocly Jeeczdor wrghnboch €A ftad Protld CTOD LD rkems =
|§I’|‘|PMI.'|.‘| Fromna -, o L |' eI |>'-r.w P‘l FEIne=" 'l"n'-: Cangm= S Taneand e 09T F% L Ela ) e 1OST Heston '

. Next BIOCk to the Last [zraz=e=s [ pemenne zomer | [==a1 B R veRergac weerhes eemee s rd b Kabeme b= Capeens

Name f|e|d Entel‘ the | uer e Fuoan, o Wa | |a2 wem IL L BT i R [P e | e bt va L T
) [ [ [ [
last name. You may Elear ol letues Bt tiey B All AddiTEses R Te cphanes  AlEAuBI:
use the % Sign |f At Ly nli spie, . - - -
kare Fabis SSHAILTE Yeorg SandecH L o=y Fies ew 0 Facd A= wer sl Fancdk Shaoe il Haedd Cemw BT Vel
needed. . '
PR {1 T IR TR PR TR | R T R I | T ]
. oian X | - 1 | zaz-

. Tab to the First Name !
field. Enter in the first
name. You may use the % sign if needed.

. The more information you can enter (street, phone number, birthday, etc) the better. It gives
Banner more information to match against.

. Click the Duplicate Check box (located in the middle of the screen). This will cause Banner to
start searching.

. If only one match is found, the information will appear in the Match tab. If more than one match
is made, the information will appear in the Potential Matches tab. Make sure to view all potential
matches.

. SELECT ID: Select this button if you found an existing record that is a match for the one you are

entering and the information is the same as what you had entered (name, address, phone, etc).

This will populate the form with the person’s information.
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UPDATE ID: Select this button if common matching found a match but there was information

that needed to be updated, such as phone, address, etc. This will cause Banner to open the
existing record and update it with the information that you had entered.

. CREATE NEW: If none of these students match the student you are searching for and you

want to create a new Banner ID, click on the box CREATE NEW.

o IMPORTANT: If you used a % in your searching, it is important that you DO NOT
create a new Banner ID, as Banner will save the student name WITH the % sign!!
You should click on CLEAR AND RETURN TO DATA ENTRY. Remove the %
signs and fill in the appropriate information. Once that is done, you can click on

CREATE NEW.

Miscellaneous Information

List of Values (LOV)

Many fields only accept codes from a defined List of Values (LOV).
You can tell that a field has predefined values if the field name
appears in DARK BLUE.

. Click on the down arrow beside the field to see the list of
values.

. Double click in field (or press F9) and a list of acceptable
values appear.

. Double click on correct value and it will be inserted into the
field.

Searchable FIELDS

Ayl L FOA, Brutons
AR mHEgE 12”-‘5 _
e

Figure 9 - CaTToon by Carl Schoner

When a field has a down arrow next to it, you can click on the icon and display another form or window
where you can search for a value or information related to the field. You can often select and return a

value to the associated field.

Function Keys vs. Mouse

Below is a list of function keys if you prefer these to using the mouse. Clicking on the Show Keys icon
on toolbar will give this to you. The most common key strokes in Banner are:

Save (Commit) . ...... ..o F10 Display Efror .. ... Shift+F1
NextBlock ........... ... ... ... .. ... Control + Page Down Clear QUery .. ... F7
PreviousBlock ............ ... ... .. .. ... Control + Page Up Execute QUENY . ...t F8
EXit/QUIit ..o Control +q InsertRecord .. ... F6
Delete Backward . .......... ... ... i, Backspace NextRecord ..........coo i Down arrow
Nextltem ... Tab Previous Record ... Up Arrow
Previous ltem . .......... .. Shift+Tab Rollback .. ... Shift + F7
Cancel ... .. Esc key GOtOOX ..o F5
Help ... F1 Print ... Shift + F8
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Customizing Banner

My Links
A brand new section called “My Links” is available from the main
menu in Banner. You can customize many things in this section.

1 The first link under the “My Links” section is a link so you
can easily change your Banner password (GUAPSWD).
This will be a nice link to have since we need to change our
passwords every 90 days.

The second link is “Check Banner Message” which takes
you to GUAMESG. This is the form that is used for rejection
notifications for RQ’'s. NEW FEATURE: A green check

b ﬂ renu | Site Map | 4zlp Certsr

Wy link<

Chanze Ba-ner Passwod

Cliess Ba er Meszayz

tahas, oo

mark appears next to the link when you initially log in and have pending messages, or when ever
a new message arrives. The pop up alert for new messages is no longer displayed!

Customizing Personal Links

Display options, screen colors, personal links and “my institution” can be customized to your liking. To
edit these preferences, either click on “Personal Link (1-6)” or go to form GUAUPRF (user

preferences).
Display Options Tab

Display Options:
1 Under the Display Options tab you have the option to
customize what displays on the menu and title bars.

Alert Options:
New alert options enable you to customize how you are prompted
by Banner for the following:

1 Prompt Before Exiting Banner - Check this box if you
want Banner to verify that you want to quit your Banner
session.

Display Additional Confidential Alert - Check this box if
you want Banner to display an extra Confidential message
for records that contain confidential information.

Display Additional Deceased Alert - Check this box if you
want Banner to display an extra Deceased message for
records associated with a deceased person.

User Interface Color Settings:

You can customize Banner’s appearance! You can change the
color of buttons, canvas (background space) of all forms, record
highlighting, scroll and separator bars, and the canvases
(backgrounds) within the main menu. To change a color:

m Jicestore Opbans [ Links

Display Options

o Lhisplay | orm hatie on Bide Uar

¥ Dsplay Formharc on Monu

¥ Dlsplay Aclease hurnber on Thie Bar

# Display Dababace Insbance on Tide Bar

Alert dptons

¥ Prompl Belwre Eniling Bamier
¥ Display hduditivnal Conlidenlial Warniny
 Display hdditional Dieceased Waming

v Iilsplay noplirate S50 &I STTH Wiaenlng
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For each item you see

three things: a

o lisar Interface Dalor Settings
description, the default

value and the user value. Licenri piven : S ke TiZB color zedz ber war oz oukers
! Fmd the item you Want tO Datault ¥alue: r20:g20-1bl5a
change by looking at the ser Value: r204p2040153 [*]
description, such as the g
first item, the non iconic st as 1122 D
buttons (such as “cancel” [=|

and “ok”). H
Click on the down arrow
for user value. A “select

E- oen prc RS,

[
=

color” box appears.

P A

Select the color that you

like for that option and

click on OK.

1 Click the Save icon, or press F10. Once you have saved the change, it immediately takes
affect.

1 To remove a color, or go back to the default color, click in the Filk BElil 0 Blinz T ki
User Value field and click on the Remove Record icon (the 5" = [ H=a) =)

icon from the left). Click on Save, or F10.

NOTE: Please be cautious about changing canvas or text colors. The text color and canvas color
NOT be the same. If they are, you will no longer be able to read the text!

can

We recommend that you work with the default color settings for a little while to get used to the new

displays before you begin to make any changes.

My Links Tab

You can edit the “My Institution” link as well as the personal links. The personal links can either be web

pages or links to banner forms. To edit these, click on the “My Links” tab.

My Institution: N Lisg v Jphors D cechors Oxtons [Manu sathng s
1 The first item listed is the “ My

InStItIUt.Ion llnk' The defaU|t Va:lue I riplinm: =reccthisl T tarhe TR ettt ont ek

for this is the SungardSCT website. DETQUR Walues 7 et et e T

Click in the User Value and put in
the District or College website. In

User Wulue:

thlS example’ | put in the District Descrlptlpn: _ro - the descripdcs <o the v Sapsoral Lirs 10 14k,
website. Make sure you remember Liafsubt ¢ fedr st persona lir ¢ deserpion
the “http://" before the www! User ¥alue: e s am

Lezcription: Srer U L2 Bamnar cooacl i Jia "Fly Pervnal ikl i -

Personal Links

. Doslamll Maloez o aesl poreona oo J3L
There are two steps for editing the s Vale: oo orram
personal links. First you putin a
description then you put in the link. Duesripli Eric the descripdcn %o the v versoral Lir< 27 1k,
L Enter a description in the User Default walues  vrorzseend persenal ok cssertion
Value under Enter the II User ¥alue: seveel bersen z2hlaLY
description for the “My Personal
L| n k 1.. ||n k Descrlption: o the L2 Lannsr cxosctfardhe "My Pacsenal 2ok & lir s
Example: Yahoo.com 1efank Walia: vear secend personal b UKL
Hear Walna: EERA ]

I Enter in the URL or form name 1|

Banner Navigation Training - October 16, 2006

Page 13




under Enter the URL or Banner object for the “My Personal Link 1" link.

Example: http://www.yahoo.com

When done editing your links, click on Save or press F10.
The actual links will work as soon as you save the changes you made. However, the link

descriptions will not appear until you have exited and re-entered Banner.

New Help Center Link

You can have up to 6 personal links.

The Online Help system contains information about forms and fields in Banner. The help system runs
in a separate browser. There are three ways to access Online Help in Banner.
1 Click on Help on the menu bar. Then click on Online Help.

Features of Online Help

Banner 7 features a new Online Help
system that contains information about
forms and fields, as well as tasks you

can perform with Banner. This system
runs in a web browser and is available by
clicking on the Online Help toolbar icon
or by selecting the Online Help option
from the Help pull-down menu.

Accessing Online Help from a Form
The Online Help button and Help menu
option will initially display information
about the form you are working in. For
example, if you are working in the
SPAIDEN form and you click on the
Online Help, the Help Center will open
with information about SPAIDEN already
in the help window.

Accessing the Help Center

If you want information about forms and tasks for another
Banner system, use the Help Center link, which is available
from the main menu of Banner, or from anywhere within the Help
System. A separate internet explorer window will open to the
main Banner Help Center. You will see the main systems listed.
Click on the Banner System that you want help with.

Features of Online Help

You can browse, search and use the index to located topics in

online help.

Browsing for Topics

The Contents tab enables you to browse for topics. Form and
field information is organized by Banner module. Task
information is contained under the Procedures heading.

Click on the Online Help icon on the toolbar.
Click on the Help Center link located above the “My Links” section of the main menu.

) 50T Berrer &lp Center #izimali [niz-rel Eaplorr
AL m faaa T, o SRR DL WY Y R RTT UL R et Ml |fl
-8 &6 @2 P ol ;| L E o Eee e e B Hme -
W3 woaklr sk A R Bewrge r Tloacw B - v v B o Semts ¢ fan
[T A ae 5 Ermocader Gimb - e . DT
. i UNIFIEDDIGITALCAMPUS
LT Sarrer |I=lp C2roe-
LT ST FLAE )
A= -
“akin am Al
[ e
Faem
-rare -
Srone.
L 3= T°H
T B

Index Search

L Sludenl
9| Procedures
| Yalidation Carms
Bu| ©Aaralng Forms
B3| Schedule Forms
| General Person Furne
] Faculky Load Farms
| Location Managemenk Forms
19| Hecruiting Forms
| Adrnissions Forms
| '3eneral Student Farms
| Peegistration Forms
| Academic Hislory Furie
1) student systemn Managerent Forms
| Information Access Corms
Eu| CAPF Forms
| Moico Mesponss Farms
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Searching for Topics

Type in the word{s) bo search For:

System. You can also use your browser’s “search on page”
feature to find specific text on a help page (from the Edit menu,
select “Find on this page”).

Contents Index E SCT The Search tab allows you to search for topics within the Help
b

. | = hevncrrd Eo Frd:
Using the Index I'pen — rinance
The Index tab provides an alphabetical listing I avlgane, Zearch, ane read Intorn
of topics within the help system. When you SR Y T B -
enter the letters of what you are looking for, el I tle saatan
the index will scroll through the topics to the e, ,
| H 1044 vatheo cing sl e Hodig sarn
closest alphabetical match. 8,7l Ifir o ChS P ocaduas
Aol Lose Fanlendios Fur o (F e Laners _edger Fosms
n'_'-"""__r_'-“-'_ﬁ Ac—mti-n Transscbio)
e et codes Autarmstad Clearing H
. . . Lervi g Chwersalovnes b oarrr e
USIng the Field Link azcourt Inde: defauts : i b et
Many form descriptions are quite long, so i b R Pl
sometimes you will find a link that goes to the azcourkrA daka Bic ~raceszing Foms
" Lo . B i [ = ITH A
field descriptions on a separate page. Anhadr b ranss dions rohazs Crder Tabls
G- Az e s Foagiabile Foar
queryng 2rchived trersaction: = — .
o-rnnirks
yoervi g | igrar Cliios Aczounts | 'ayvable Tab
S-rnlrks r_n:,-'-uhIrE . SHoras rwartory Cnnma g
Dsrouiets Pawabls fome Budgst Developmant P
1058 Dionee Ty Cude Mo Langnee P_” ilinn ["”“Irﬂl Elih e i
1LY Reparting | orm {1 o dud-dh LCixec Sssats —orms
Fimt b T m Brnn o lialinnn F oo (FAASI [ TN g"\|_-|_-|_||_|-|,|r||=-| Fuorir
Uatzh ibeck, =nk 12 .'IlAALI.D. l':'; ) P . S
Cluo St Funo PAGCHES:, E [sesmert fdsragerre
Other Helpful Tools
Calendar and Calculator
. Calendar: Any field that requires a date will have a Calendar Icon next to it. Click on the icon to
bring up the calendar. You can also click on “Help” on the Menu Bar - select Calendar
. Click “Help” on the Menu Bar - select Calculator. You can also double click in a numerical field.
. When finished click OK to return Date or Numeric Calculation to field you were in.
HE Lalculsdar EUALCALL 4.0 [IEML) EE| S Coknla BIACAIN 4 N [TRHE)
e | APRIL 2000 e ]
— e | e | CUH MIH -_C [wCC THU il GAT
I
iz W e E2l Beanl g r F 7 =
1 = il 1 e -4 "3 h
N k= G ) 0 =0 0 ] ]
. 23 R x| [BEl | 20 20
N — =
K BN B —
I 2day I [ LE. |7 wamcer |
ok | Caved |
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Training Handouts

If you need extra copies of any of our training material, or would like additional training material, please
visit our website! Click on the link for the training material you want. We update this list as needed, so

check back every once in a while!

http://www.nocccd.edu

. Click on DEPARTMENTS
. Click on INFORMATION SERVICES
. Click on TRAINING MANUALS

Or type in the following: http://www.nocccd.edu/Departments/InfoServices.htm#BannerTrainingManuals

Navigation:

. Basic Navigation Training Manual
. Banner Navigation Q-card

. Data Standards Q-card

. Data Standards

Finance:

. Budget Transfers Manual

. Requisition Training Manual

. Searching for RQs

. Finance Budget Forms and Reports
Banner 7:

. Customizing Basic 7
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