GENERAL NAVIGATION
REFERENCE GUIDE
FOR BANNER 7.X
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Section I: Banner Basics

A. Launching Banner

e Start Internet Explorer (IE) browser by clicking on this icon on your computer:
e Type ebanner in the address line
e Press Enter

<N Eastern Connecticut State University: Connecticut’s Public Liberal Arts University - Microsoft Internet Explorer,

Fil=  Edit J§W¥iew Favorites Tools Help

» — n : )
< > | » ,‘,: ___l\.' Pa ! Search 5.1 Favarites 6:‘? v =T L B | Iii “i‘i

Address | ebanner

Eastern Connecticut State University

Connecticut’s Public Liberal Arts University

The following logon box will be displayed:

Username: ||

Password: |

Database: |

(o)

e Type your Banner Username, which is the same as your Windows Login username.
(If unable to type, please see NOTE below.)

e Tab to, or click in the Password field and type your Banner password. (Do not
advance to the password field by pressing the enter key - this causes an error.)

« Database field should be left blank.

e Press the enter key or click on the Connect button to complete your logon.

NOTE: If you are unable to type your username or if you logon and cannot type into a form
or clicking on dropdown arrows within a form results in no list, press the Alt+Tab keys
simultaneously until the JInitiator Security Warning window is displayed. Release the
Alt+Tab keys. Click on Grant always. This is a one-time process, necessary once per
given computer. You will then be returned to the logon window and can proceed.

JInitiator Security Warning il

s Do you want to install and run sighed applet distributed by

[\ /rv.:
\-.ﬁ-f_@ "ebanner.easternct.edu"?
=2

Fuhblisher authenticity verified ky
"Eastern Connecticut State University”.

The security certificate was issued by a company that is not trusted.

=]

The security certificate has not expired and is still valid.

=12

Caution: "ebanner.easternct.edu” assers that this content is
safe. You should only installiview this content if you trust

"ebanner.easternctedu” to make that assertion.

Grant this session || Demy || Grant always (lﬁewtert'rﬁcate |
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You will notice that there are actually two browser windows associated with this software.
The Oracle - Web window remains maximized and is the active window. The other remains
minimized. Do not close it or your Banner session will end.

& Cracle Developer Forms Runkime - Web

a IME - Future Production Bo:x - Microsoft Inkernet Explarer

B. Main or General Menu

& Oracle Developer. Forms Runtime - Web |Z||E|
File Edit Options Block Item Record Query Tools wWindow Help DRACLE

& 2 BB E 2@ X

Products: E Menu | Site Map | Help Center

My Links

Change Banner Password 4

LUMNI] Check Banner Messa
JFinance System Menu [*FINANCE]

Personal Link 1
_JHuman Resources [*HRS] E—
JFinancial Aid [*RESOURCE] Personal Link 2

[ General [*GENERAL] Personal Link 3

Banner Broadcast Messages System messages
05-0CT-2005  Welcome to Banner 7! Maessages regarding Banner availability will be posted here, 4"1/ are displayed here.

e Go To...(direct access to a form) 1 - If you know the name of the form that you wish

to access, type the seven character form name in the Go To... field and press the enter
key. The desired object will open, assuming the proper authorization has been granted.

e My Banner 2 Initially this folder is empty. To ease navigation, ‘My Banner’ can be
customized to include forms that are accessed on a regular basis.

Adding forms to My Banner:

o Go To... a form routinely accessed

o While form is displayed, Right click anywhere outside of a field. Options menu is
displayed.

Click on Add to Personal Menu.

Press X on horizontal tool bar or Cntrl +q to Exit the form.

Type Refresh in the Go To... field and Press enter.

Double click on *‘My Banner’ and the new form should display in the My Banner menu.

o O O O

o: | 4| Generate ID: [§]
Current Identification |EEESIEst=IR=RIs=1gs [ =|s s} Ladress Telephone Biograptical =
D: ,7 Name Type: I—El Rollback \ / OPtIOﬂS B_OX' nght
Save N click outside any
Exit — i
Person - / 1D and Narm: geldlon a form to
= isplay.
Add to Personal Menu
Last Name: | Last Update
First Name: E‘ Current Identification
Middle Name: Alternate Identification User: |'
Prefix: &ddress Activity Date: [
. Telephone L
Ui Binaram hiral Origin: |—
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e SCT Banner 3 - double click on SCT Banner to view the sub-folders available for a
specific module i.e., Student, Alumni, Finance, HRS, etc. Double click on the folders to
view various forms that pertain to each module.

C. Setting Personal Preferences
If you prefer to have ‘My Banner’ expanded (showing list of customized forms)

e Click File on the Main menu bar
e Click Preferences

Direct Access
Object Search
Quick Flow
Select

Rollback

Save

Refresh

Print

Euit

Euit QuickFlow
Exit SCT Banner
Return to Menu

IS ET Ry Directory Options My Links Menu Settings [LaE

Display Options User Interface Color Settings

Description: |Enter the RGB color code for non iconic buttans, ‘T

¥ Display Form Name on Title Bar ‘

Default value: |r211g211b211

e Click on Menu Settings tab
e Type *PERSONAL in the User Default field
e Press enter
e Click on SAVE
-
(D E I ACAERE 4% 2E@N & S BRI ¢4 1@X

T s L T S A R

M General User Preferences Maintenance GUAURPRE 7.1 (PPRON [rlririrrir i e le e e elele e

Display Options Directory Options My Links Menu Settings (L&

Starting Menu Option

Description: |Enter the name of your preferred start-up menu.
Institution Default: |*MENU / F|Products Menu
User Default: [*PERSONAL )

For this option to take effect, you must log off and log back into Banner.
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D. My Links 4 - Customization of the Personal Links

e Click on the My Links tab on the General User Preferences Maintenance form to create a

personalized group of links. (File = Preferences)

4 neral User Prefere
Display Options Directory Options ﬁ Menu Settings [LEEE.

Description: |Enter the URL for the "My Institution” link,

Default Yalue: |http:,-",-"www.easternct.edu

User Yalue: [

The link descriptions
—=— followed by the URL or

Description: Enter the description for the "My Personal LinkM/ /
Default val :Y — e Bt Banner Object (form) of
efau alue: our first personal link descriptio . .
e esCriptiopam— - each description are listed

User Value: |so0GLE sEARCH « / in pairs.

Description: Enter the URL or Banner cbjsct for the Personal Link 1" link. .

| / Up to 6 personal links can
Default Yalue: |Your first personal link Ly be Customized,
User Yalue: |http:,.-",."www.google.com

Type a User Value description

Type a User Value form name or URL
Click Save

Exit Form

E. Online Help

e Click on Help and then Online Help to access the SCT Banner Help Center

& Oracle Developer, Forms Runtime - Web

Log off and log back into Banner. Paired links will display as My Personal Links.

File Edit Options Block Item Becord Query Tools Window QsElE
i - 3 ]
@O0 RAAEE $ % @ D69 @ Oninete

Dyrnaric Help Query
Dynamic Help Edit
Help (Item Properties)

e EVElanlalgt-00 Cirectory Options My Links Me Show Keys
List
Display Options Use pisplay Errar

F. Exiting Banner
Click the “X"” icon on the end of the horizontal toolbar
or click “File” on the menu bar = click on “Exit” in the drop down list
e Click yes to confirm that you do want to exit the Banner session.

4
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II. Navigation Review

This document is intended to serve as a review and reference guide to reinforce what was
covered during Banner navigation training and as a handy on-the-job reference tool.

A. Parts of a Form

Menu Bar_’ Eile Edit Options Block Item Record Query Tools Window Help ORACLE’
Horizontal Toolbar = [ E HEAEE %7 QE@E @& BE &4 @)X )
%8 Identification Form SPAIDEW 7.0.0.1 (ePPRO) 2| < Title Bar

Key B|0Ck — ID: H B‘ GenerateID:@

Current Identification |ESIEEIEgEIRERs IR ile=ialalg] Adlliess Ielephone Eiographics] E-mall

1D: Name Type: E

Tabbed Navigation=—> |

Person ID and Name Source
Last Name: E Last Update

First Name: E

Middle Name: User: |

Prefix: Activity Date:

Suffix: Origin: |

Preferred First Name:

Full Legal Name: |

Original Creation

Non-Person
User: |

Create Date:

Name: EI L
-
L] OO, | D
A ID number; LIST for person; COUNT HITS for non-persan; DUP ITEM to generate |D; DUPLICATE RECORD for Alternate 1D look-up |
_’
Auto Hint Record. 1/1 || | I | sosc>

Menu Bar The menu bar, located at the top of every form, contains pull-down menus
that offer an array of functions, most of which can also be done with an
equivalent keystroke or a click of the mouse.

Horizontal Toolbar The horizontal toolbar provides another way to access commonly used
functions, i.e., previous block, next block, etc., with the click of the mouse.
Placing the mouse arrow on each icon will cause a description label to be
displayed. Standard Icons on the Horizontal Toolbar are shown below.
Keyboard equivalents for toolbar functions are listed on the next page.

(BYE RAARR %% DEE @ & BB &4 1@ X
v X T T T O X > > > ) N U7 B . a =
5 8 & &5 5 &6 5 o8 8 & © &8 ¥ £ 85§ & T X
N 9 O © © o o = 3 > 3 3 0 o 5 g = T
© 0 &)3 nqég ©c o o b 5 35 + 0]
2 kv - — @ ;6 Q a =
o T o v ¥ 3 3 o ¥ o = S ®© £
= S =} X o v s} 5 O s_(f)o o =
Qv o o S =z c O C o (] o
w 2 2 Z > bw ¢ © c c s © O
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B. Keyboard Shortcuts

Function Keystroke

Accept / Commit / Save...cocoviiiiiiiiiiiciieeas F10

Banner Menu (Application Menu).......c.ccvvvvivinnns Alt + 1% letter of desired menu
CaNCEl o Esc

Clear BlOCK....covviiiiii e Shift+ F5

Clear Form / Rollback ......cciiiiiiiiiiiiiiinen Shift+ F7

Clear TEemM v Ctrl+ u

Clear RECOrd .oiviiiiiiiiiei e Shift+ F4

Commit / Accept / Save....covviiiiiiiiiiiiiieea F10

Count Query Hits (CQH)..ovvvvviiiiiiiiiii e Shift+ F2

Delete RECOMd.....vuviviiiiiiiiiiiiiii i eaaeeaas Shift+ F6

Display (Direct access to forms, menus, etc.) .... F5

Display Error ..o.ouieiiiieie i Shift+ F1
Duplicate Item....cocviiii e F3

Duplicate Record........cccoveieieiniiiiiiiiiiieieeneeeeens F4

Edit . Ctri+ e

Enter QUENY v e F7

Execute QUENY .....covviiiiiiiirn e F8

Xt et e Ctrl+ q

Exit with Value ... Shift+ F3

Help crii i e F1

Insert / Create Record......ccovviiiiiiiiiiiiiiinenne, F6

List of Values......vviiviiiiiii e Fo

NeXt BIOCK .viieiiriiiii i e s Ctrl+ PageDown
NeXt Ttem .o e Tab

Next Primary Key ..ooooviiiiiiiiiici i Shift+ F3

NeXt RECOId .oviriiieiiiiii e ee e Shift+ Down Arrow
Next Set of Records.......ocvvviiiiiiiiiiiiiiiiineenes Ctrl+ Shift+ >
Previous BIOCK .......cooviiiiiiii e Ctrl + PageUp
Previous Item . ..o Shift+ Tab or Shift+ Ctrl+ Tab
Previous Record........cocviiiiiiiiiiiiiiie i Shift+ Up Arrow
Print Active Window .......coviiiiiiiiiiiieeene Shift+ F8

Save / Accept / Commit....ccvvviiiiiiiiiiiciiee F10

SCroll DOWN .. e e PageDown

SCrOll Up i e PageUp

SeleCt. . SpaceBar or Enter
Select Button (Exit with Value) ..............cooeniei. Shift+ F3

ShOW KEBYS .ottt e Ctrl+ F1

Note: (*) Not all functions available at all times.
New with Version 7

Title Bar The form name, version of Banner and the database instance:
(ePROD) is listed.
Key Block A block is a section of a form or window that contains related data.

The key block is the first block on most forms (validation forms and
other list forms usually do not have a key block). It will contain the
key information and will dictate what is displayed on the rest of the
form. To navigate between blocks you would use the “next block”
and “previous block” functions.

Tabbed Navigation  Selected forms have improved internal window navigation. Clicking
on a Tab is equivalent to selecting next block or previous block.

Auto Hint The Auto Hint provides information regarding the field where the
cursor is located. It may indicate the use of the field, what can be
done next, or how to move to the next logical location. In addition,
the Auto Hint is also used to display any error or processing
messages.



C. Options Box

¢ Right click anywhere outside of a field to display the options box. This options list
contains form-specific navigation as well as common functions such as Rollback,
Save, and Print.

' Identification Form SPAIDEM 7.0.0.1 (ePPRD)

1D: ] Generate ID:

Rollback -\
o T - . Save )
Current Identification |ESiEEEaEIR=mEe = RiniRe= sl _ BioEram

ExIt —
Print

ID: Mame Type: E]
Add to Personal Menu

Person Current Identlflfz..atm.n
Alternate Identification
Address !

Last Mame: | Telephone El

First Name: | E Biographical

Middle Name: | E-mail

Prefix: | Ermergency Contact

Suffix: | gppointments and Contacts [SOAAPPT]

Preferred First Name: | Systemn Data Summary [GU&S‘D
Cormrmon Matching [GOAMTCH E—

Full Legal Name: | — gl ] J

¢ Options Dropdown list is an alternate navigation tool. Click Options on the menu
bar to display a list containing form-specific navigation options.

% Oracle Developer Forms Runtime - Web

File Edit §efaualgtl Elock [tem Record Query Tools Window Help

Current Identification B &y &

Alternate Identification m

Address
Telephone
"— Biographical
E-mail
Ermergency Contact
Appointments and Contacts [SOAAPPT] Ledress
Systerm Data Summary [GUASYST]
ID: |— Cormron Matching [GOAMTCH]

C [ T




D. Validation Fields

e Click on the down arrow next to the field window and a predefined list or table of
valid values will be displayed

e Scroll or search through the list to find the correct highlighted value

e Click OK or

e Double click on the value and it is returned to the form

Sltermate Identficatizmn &

Mame Type: ’—@

Red Field Description indicates that Double clicking within the field will display the
list of possible valid values or
Type in a value that is known to be valid

 Alternate Identification Address Telephone Biographic.

Mame Type: l b

Find|%&
Code | Desc Activity Date =
&lias/Mickname 25-0CT-1998
AUDT  Auditar 30-5EP-2002
AlxL  Auxiliary Employes 30-5EP-2002 ,
COMNT  Outside Contractor 27-1JM-2002 _
& | cSRT  corporate Sort 26-0CT-1998
ECLE E-Club 05-ALUG-2002
FRMD  Friend of Eastern 26-1JM-2003
GEMBE  Generic Departmental Account 23-0CT-2002
; GRAD Gradiatinn PAR-OCT-199R T

@ ( (0] [Qar‘u::el)l




III. Search Procedures

A. ID and Name Search
Use any form with ID and Name in the Key Block.

Examples: APAIDEN
FOAIDEN
PPAIDEN
SPAIDEN

‘ga Identification Form SPAIDEM 7.0.0.1 (EPPRD) [l

: | i
/

ID field T Name field

Current Identification EEiEEEREE=RIElERIEl==ta] Lodress Telephomne

Search by Full ID:
e EnterID
e Press enter
e If the person exists in the system, the name will be displayed

Search by Full Name:
e With the ID field blank, tab to the name field, enter the full name [last name, first
name] and press enter.
e If one match is found, the name and ID are returned to the form.
e If more than one match is found, the “"ID and Name Extended Search” window
appears. Details are on the next page.

Search by Partial Name:

e With the ID field blank, tab to the name field, enter a partial name with the wildcard
%. The format is last, first, middle with a comma between each part of the name.
Spaces are optional

e Press enter

e Examples:

o smith,J% returns all ID’s with last names “smith”, first names starting with
g

o mag%, p% returns all ID’s with last name starting with "*mag”, first name
starting with “P”

o %, Barbara returns all ID’s with first name “Barbara”



B. ID and Name Extended Search

e If more than one match is found, the “"ID and Name Extended Search” window is
displayed.

Click on the down arrow to display the list

Scroll to find the name

Click on the name

Name and ID are returned to the form

............................... |

Number of
. C——
Search Results: | | & results
Person Search Detail: @ Mon-Person Search Detail: @
Reduce Search By
' Person “'Non-Person ® Both
Enter search criteria then press Execute Query or select button to reduce search. @
City: | SSN/SIN/TIN:
State or Province: B Birth Date:
ZIP or Postal Code: B Gender: |_
Mame Type: B
Press Enter Query or select button to clear search. El

If you need to further reduce your search in the Extended Search window:

e Select the radio button for “Person”, *“Non-person” or “Both”

e Enter your search criteria in the fields of the "Reduce Search By” window (one or all fields
may be used)

e Click the Search Button (magnifying glass icon). Use the drop down list to view reduced
search results.

Once the correct ID is in the Key Block:
e Click the Next Block button on the toolbar or
e Click in a field in the detail block or
e Ctrl-Page Down to view information

To cancel the Extended Search:
e Click on the cancel button.

C. Alternate Option List

Click on the down arrow to display the Option List:

10



If there is more than one search option
for the form being accessed, the Option
List window will be displayed. Click the

Person Search

Mon-Person Search desired selection. Person Search allows
search by ID, Last Name, First Name,
diteins ey IS eaneh and Middle Name. Alternate ID Search

gives an additional search field for the
Social Security Number (SSN). Please

note: SSN may not be on file for every
individual. Non-Person Search is used
for companies/vendors/etc.

[ Cancel

When the search form displays:
e Enter search criteria, % is a wildcard
e Click the “Execute Query” button on the toolbar
e Double click the desired ID and the name and ID will be returned to the calling form

Once the correct ID is in the Key Block:
e Click the Next Block button on the toolbar or
e Click in a field in the detail block or
e Ctrl-Page Down to view information

Change
1D Last Name First Name Middle Name Birth Date Indicator T

2
=
m

ST e

Case Sensitive Query?

® Mo Cves
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IV. Changing Your Banner Password

From the General Menu Form, click on Change Banner Password

& Oracle Developer Forms Runtime - Web

File Edit Options Block Item Record Query Tools Window Help DRACL|

FEEIEEEEIE I FIEYEE T @1 X

‘z_s General Menu GUAGMMNU 7.1 (ePPRD) - Wednesday November 02, 2005 et

Go To...|| [*] welcome, GILLETTEE
My Banner My Links
SCT Banner /
L1 student [*STUDENT] Change Banner Password
1 advancement [*ALUMNI] check Banner Massage
Mt menmm Cusr b men B menes TRETRIARIATT

The Oracle Password Change Form (GUAPSWD) will be displayed:

’E_H Cracle Pa ‘d Change Form GLA

Oracle User 1D: |GILLE'I_I'EE

Oracle Password: |

Database: |

MNew Oracle Password: |

Yerify Password: |

Save

X]

e Tab to the Oracle Password field, enter your current Banner password.

e Tab to the New Oracle Password field, enter your new password.

e Tab to the Verify Password field, re-enter your new password.

e Click Save
e Message displays: Password has been changed, reconnecting.

e Click OK to return to the Banner Main Menu

T 0Oracle Password Change Form GUAPSWD 7.0 (ePPRD)

Forms

Orac

orac .
\'j Password has been changed, reconnecting.
Data

Mews

Veril
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