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SECTION

Introduction

Getting to know Banner 9 and what to expect with changes to the Banner Adpuinistrative
and Self-Service platforms.

to Ellucian, “Banner 9 by Ellucian is no ordinary upgrade. It delivers a fresh user experience, all
new tools, and significantly improved capabilities across Banner, driving new efficiencies so you
can focus on student success.”

B anner 9 (sometimes called Admin Pages) is a major upgrade to the Banner System. According

Banner 9 will provide a fresh look and updated functionality, including new functionality for faculty
grading, student advising, and registration. Banner 9 replaces underlying Banner 8 technology that is
being phased out, including Oracle forms, and eliminates the need to run Java (JRE) in the browser.
Banner 9 continues to provide single sign-on functionality and will make new modules and Admin
pages accessible through a single product known as Application Navigator (or App Nav).

Advantages

e Eliminating users’ browser compatibility problems

e Ending dependency on Internet Explorer and allows for full browser support (Chrome, Firefox,
Safari, MS Edge)

e Greatly simplifying the upgrade process for administrators

What's new with Banner Admin Pages

e Application Navigator welcome screen offers a “google like” experience for
navigating throughout Banner Admin pages, offering multiple ways to search.

e Reorganization of the Banner Administrative menu.

e Banner Admin Pages are transformed, web page-like version of INB forms.




SECTION

Application Navigator

pplication Navigator uses single sign-on to provide access to transformed
pages during transition from Oracle forms (INB) to a Java-based web
application (Admin Pages). Application Navigator is used to access Banner
administrative applications. See #figure 2.1 for a screen shot of the landing page for
Application Navigator.

NEIEe

llucian Company L.P. and its

!=ﬂ Keyboard Shortcuts

Figure 1.1, Application Navigator landing page




APPLICATION NAVIGATOR SECTION 2

Navigating the Navigator

Access through the MyMU Portal on the Employee QuickLinks menu or
at www.marshall.edu/banner and click on the Banner 9 link. You'll need to sign in to myMU or the

Banner 9 page with your MUNet credentials to access Application Navigator. You can then use any of
the following to navigate within Application Navigator:
see “figure 2.2.

Dashboard

Applications

Search

Benjamin B Dean

Marshall University

Figure 2.2, Application Navigator with menu extended

¢ Menuicon (CTRL+M) - The Menu icon is located in the upper left corner of the application.
Click on this icon to open the Banner Menu. Find the page you are interested in opening.
Select the desired entry and click Enter. The Menu icon will also allow you to open the My



http://www.marshall.edu/banner

APPLICATION NAVIGATOR SECTION 2

Banner menu which will allow you to create a personal list of pages that you use regularly.
See the appendix for directions regarding how to set up My Banner.

e Search icon (CTRL+Shift+Y) — The Search icon is located in the upper left corner, just to the
right of the Menu icon. Click on this icon to open the Search window. You can then enter
either the descriptive name of the page or the Banner acronym for the page.

e Recently Opened icon (CTRL+Y) - The Recently Opened icon is located in the upper left
corner, 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.

e Search box in the center of the page (CTRL+Home) - In this box, you can enter either the
descriptive name of the page or the Banner acronym for the page. Find the desired entry and
click Enter.

You can return to the Application Navigator landing page by clicking on the “House” icon home link.
On-line help is available via the “?” icon or shortcut key (CTRL+Shift+L). This icon is found in the left
menu on the page. This function allows you more information regarding a selected page or help in
using that page.

Application Navigator has a set of keyboard shortcuts, which you can review by clicking on Keyboard
Shortcuts in the bottom right corner of the page. Please see the appendix for a full list of Keyboard
Shortcuts.

It is important to remember to use the Sign Out link in the lower left menu when closing the
application (instead of just closing your browser) to make sure you are logged out of the application.




SECTION

Basic Navigation

he basic navigation of each page (previously Forms) includes the page header,
key block, sections, notification center, and buttons.

X General Person Identification SPAIDEN 9.3.10 (BanProd) ADD = B ReTREVE A RELATED | % TOOLS

ID: 901345070 Marshall, John M. S ov
Current Identification Alternate ldentification Add Blographical E-mall Emergency Contact Additional Identification
|™ IDENTIFICATICN 3 Insert (@ Delete "hC(?py . Y. Filter
ID | 901345070 MName Type
|™ PERSON £ insert [ Deletz " Copy | Y. Fier
Prefix
LastName  Marshall . Suffix
FirstName John - Freferred First Name  John
Middle Name  Marco Full Legal Name
'* NON-PERSON Edinsert @ Delete ¥ Copy | V. Filter
Name
:' D N_ID NM_AE S_DI.IHCE 3 insent G Delets iy Copy | Y. Fiiter
Last Update

Origin  NEW_ID

Original Creation
User ORACLES Create Date  03/132004

Figure 3.1, Basic Admin Page Layout

Page Header

X General Person Identification SPAIDEN 9.3.10 (BanProd) ADD | BB ReTRIEVE A RELATED | % TOOLS
 StartOver

ID: 901345070 Marshall, John M.
Figure 3.2, Page Header

The page header is part of the basic navigation and contains the following items:
e Pagecloseicon K- Always use this icon to close your page.
e Page title - Includes description, acronym, version, and database information.

e Add and Retrieve icons - These icons are used with Banner Document
Management (ApplicationXtender).




BASIC NAVIGATION SECTION 3

¢ Release and Submit buttons [snippit] — Displayed only with a workflow.
¢ Related Menu button - Displays a list of pages that can be accessed from this page.

e Tools Menu - Will include refresh, export, print, clear record, clear data, 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 will display the
following 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 can
click in the box with the number in the page header to open or close the Notification Center.

Key Block

x @ellucian  General Person Identification SPAIDEN 9.3 10 (BanStage) ADD | BB RETREVE | J% RELATED | % TOOLS

D: | e

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER.

The 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 can 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 (previously Next Block) button, the data is rearranged into a linear
format and not enterable.

To access the body of the page, populate the key block data and then click Go.

You can return to the key block if you are in the body of a page by clicking Start Over (previously
Rollback).

Sections

Current Standing Term GPA and Course Detail information
* CURRENT STANDING [ insert @ Delete WgCopy Y, Filter

Pages are divided into sections (previously blocks) that contain additional details for the key
information. A section can represent one record or multiple records depending on the type of
information that you are working on. Each section contains related information.
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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 sections can 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.

More Information - This icon will only appear if supplemental data can be entered for the record.
Theicon is displayed with a check mark if supplemental data already exists for the record.

Filter — Use this to filter records in the section.

Bottom Section Navigation

GPA_BLOCK KEYBLCK_TERM_CODE_FIRST [1] ellucian

The bottom of the section of the page will contain icons to be used for navigation, perform functions,
and display additional information.

Previous Section button - Will take you backwards in the sections (Alt+ Page Up).
Next Section button — Will take you to the next section of the page (Alt+ Page Down).

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 the button you will use to save your data. Error Message Types
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Notification Center Messages

You may see four message notification component types when working in Banner 9.

e Success Notification - Will display a checkmark in a circle when a message is displayed.

& Green: Successful save of data

e Warning Notification — Will display a “I in a triangle when message is displayed. Will also
display two buttons, Yes and No, one of which must be selected to continue.

Yellow: Warning messages

e Error Notification — Will display a “!” in a circle when message is displayed

0 Red: Error messages

¢ Info Notification — Will display an “i" in a circle when message is displayed. May display an OK
button that you must select to continue.

€) Blue: Informational messages
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SECTION

Data Display Options

Required Fields

An asterisk (*) displayed next to a field name indicates that the field requires a value before you
continue on the page. The system uses the definition of the field as it is used in the application to
determine if it is required. For fields that have conditional logic that determines whether they are
required, the asterisk (¥) is not displayed. If you leave a section or a page without entering information
in a required field, the page noatifies the individual in the Notification Center, requiring the user to
perform some additional action.

Sort Order

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

Dates

You can either enter the date directly or use the calendar icon for date selection. The date format is
mmddyyyy. To enter the current date, type any letter and [TAB].

Lookup

The Lookup feature allows you to quickly find a value for a field. The Lookup button next to a field
indicates that the field has the Lookup feature.
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Click the Lookup button (...), enter afilter 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.

In addition, when you are in the key block and all you see is the id field, you can press the tab key and
this will allow you to enter a name search.

Filtering Data

You can filter data in a section if there is an active Filter icon in the section header. Use the following
steps to filter data in a section.

1. Click the active Filter (F7) icon for the section
+JUE 3 Delete Py y Y Filter

2. Enter avalue(s) for the fields.

x Parson Search SOAIDEN 9 3 11 (BanProd) Bsoo RBremee  JLroateo #Tools

¥ PERSON SEARCH

Basic Pler  Advanced File

[ — e ——
H

Add Ancther Field ... *

3. Optional: Users have the ability to use additional fields to filter further down into the data by
selecting Add Another Field dropdown. Repeat this step until all filter criteria are entered.

4. When all filter criteria are entered, click Go (F8) 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 order by clicking the field label.

5. Optional: If you want to perform another filter, click Filter Again.

6. Optional: If you want to close the filter and display all unfiltered records, click the lowercase x
in the upper corner of the filter window to close the filter.

10
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Wild Card Lookup

When utilizing the Lookup option, you may perform either exact match lookups or partial match
lookups when some of the information is unknown. To perform a partial match lookup, you will use a
“%" to replace the unknown information. For example, when searching for a student with an
incomplete ID number you may enter the known information as L0055%47%.

1.

2.

Select the lookup icon (...).
Choose the type of search to be completed from the option list.

e Person Search
e Non-Person Search
e Alternate ID Search

Begin the filter process by selecting the appropriate filter. (i.e. ID, Last Name, etc.)
Choose the appropriate operator for the list.
Add any additional filters if any additional information is known. Select Go button.

You will be provided a list of compatible information and may either highlight the information
and use the Select button from the lower right of the form or select Cancel.

11
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Multiple Records

Data can exist in multiple records of the same type in the database, for example, addresses, and
are displayed in multiple ways. Records can be viewed on record at a time or in a grid.

One record at a time. In this instance, the details of the data are not displayed in a table grid,
but rather in a more easily readable manner. You can move from record to record using
pagination controls (the arrows located in the bottom left hand corner).

x Genaral Parson identification SPAIDEN 93 10 (BanProd) Broo B rereve  SArEATED | % ToOLs
Start Over

ID: 801345070 Ma Al '’

Current Iger m Telephone Biographical E-mail Emergency Contact Addiicnal identification
* ADDRESS INFORMATION Einsenn @ Deiete Wy Copy [ Moreinformanon ¥, Fiter

From Date 1/12/200: | | County 54011 - Cabell
To Date 1213172018 [ ] Mation 157 - LUnited States Of Amenca
Address Type PR w  Permanent Telephone Type PR - Permanent

Sequence Number

Area Code 304

Street Line 1 One Fhone Mumber  GBGI160
Street Line 2 John Marshall Drive Extension
Street Line 3 Inactvate Address
Source
City Huntinglon Delivery Point
State of Province W\ -~ West Virginia Correction Digit
2IF or Postal Code 25755 Carrier Route
Record 1 of 1
- P-4 Activity Date 017242018 1254 18 PM  Activity User HUBBARD28 SAVE

Record. 11 SPRADDR SPRADDR_FROM_DATE [1] ellucian

In a grid. In this instance, the data is presented in a column and row format. You may need to
scroll to view all the data. You can page through the records using the pagination controls,
decide how many records you want to review in the grid, and sort the data in ascending or
descending order by clicking on the arrows next to the column heading.

12
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hedule Section Query SSASECQ 9.3 (BanProd) Bao B remea

* SCHEDULE SECTION QUERY insen [ Delele Mg Copy ¥, Filter
Term Fart of Tarm Regi ion From | To CRN Block Scheduls Subject Course Section Section §
201901] 1 2881 MKT 231 101 A
201901 1 2882 MKT 23 102 A
201901 1 2883 MKT 340 101 A
20190 1 2884 MKT 340 102 A
201901 1 2885 MKT 340 103 A
201801 1 2686 MKT M0 104 A
201901 1 2887 MKT 340 105 A
201901 1 2888 MKT 340 106 A
201901 1 2888 MET 1 101 A
201801 1 2690 MKT 344 101 A
‘ K »

M4 1030 M 10 *  Per Page Record 1 of 28
Maximum Actual Remaining
Enroliment 35 gy} 4
Wathst 1] 0 0

Record 1029 L ECT TERM CODE [1] ellucian

13
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Advanced Features

Item Properties

Item Properties lists all properties for the field where the cursor is currently located.

Item properties included the field’s internal database name, whether the field is required, type
of data (character or numeric), maximum length, and other characteristics of the field. The
specific properties that are displayed depend of the type of field. To display Item Properties for a
field, place the cursor in the field and selected Tools > Item Properties.

14



Appendix

Buttons

Banner Admin Pages include several buttons see the table below.

Use the Add and Retrieve buttons to interact with Banner
Add and Retrieve Document Management (ApplicationXtender) to properly store
and review documents.

Use the Go button to advance to the body of the page after

Go populating the key block.

Use the Save button to save changes on the page. The Save button

= is located on the bottom right side of the page.

Use the Next Section button to navigate to the next section of
data. Use the Previous Section button to navigate to the previous
section of data. The Next Section and Previous Section buttons are
located at the bottom left of each page.

Section Navigation

Use the Select button to select and retrieve data from a called
page to the current page. Use the Cancel button to return to the

Select and Cancel called page without retrieving any data. When you need to go to
a secondary or called page to retrieve data, the Select and Cancel
are presented at the bottom of the page.

Start Over Use the Start Over button to return to the key block of the page.

15



Banner Keyboard Shortcuts

Banner 9
Keystroke

Banner 8 Keystroke

Cancel Page, Close Current Page, or
Cancel Search/Query

Change MEP Context
Choose/Submit

Clear Allin Section

Clear One Record

Clear Page or Start Over F5
Count Query

Delete Record

Down / Next Record
Duplicate Item

Duplicate Selected Record
Edit

Execute Filter Query

Exit

Expand / Collapse Drop Down Field

Export

First page
Insert / Create Record

Last Page

Ctrl+Q

Alt + Shift + C
Enter

Shift + F5
Shift + F4

F5

Shift + F2
Shift + F6
Down Arrow
F3

F4

Ctrl +E

F8

Ctrl +Q

Alt + Down Arrow

Shift + F1

Ctrl + Home
F6

Ctrl + End

Ctrl+Q

Enter
Shift + F5
Shift + F4
Shift + F7
Shift + F2
Shift + F6
Down Arrow
F3

F4

Ctrl +E

F8
Ctrl+Q
Click Field

Extract Data with Key or
Extract Data no key

F6

16



List of Values

More information

Next Field or Item

Next Page Down

Next Section

Open Menu Directly
Open Related Menu
Open Tools Menu
PageTab 1

Page Tab 2, etc
Previous Field or Item
Previous Page Up
Previous Section

Print

Refresh or Rollback
Save

Search or Open Filter Query
Select on a Called Page
Toggle Multi / Single Records View
Up / Previous Record
Workflow

Release Workflow

Submit Workflow

F9

Ctrl + Shift+ U

Tab

Page Down

Alt + Page Down

Ctrl+ M

Alt + Shift +R
Alt + Shift+ T
Ctrl + Shift + 1
Ctrl + Shift + 2
Shift + Tab
Page Up

Alt + Page Up
Ctrl +P

F5

F10

F7

Alt+S
Ctrl+G

Up Arrow

Alt+Q

Alt+W

Fo9
Alt+H
Tab

Page Down

Ctrl + Page Down

F5

Shift + Tab
Page Up

Ctrl + Page Up
Shift + F8
Shift + F7

F10

F7

Shift + F3

Up Arrow

Icon or Menu

Icon or Menu

17



Banner 9 Keystroke | Banner 8 Keystroke

Banner Document

Management

Add BDM Documents Alt+A Icon or Menu
Retrieve BDM Documents Alt+R Icon or Menu

Application

Navigator

App Nav — Access Help Ctrl+ M
App Nav - Access Menu Ctrl+Y

App Nav - Display Recently Ctrl + Shift+ L
Opened Items

App Nav - Search Ctrl + Shift+Y

All Nav - Sign Out Ctrl + Shift + F

18



My Banner Personal Menu

You may create a personal menu tied to your Banner user ID. Your personal menu will contain
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 under Applications.

my banner

My Banner Maintenance
B (GUAPMINU)

My Banner Maintenance and Copy
(GUTPMNU)

1. From the Application Navigator page, use either the search box in the middle of the
screen or the search icon to enter either “My Banner” or “"GUAPMNU".

2. The My Banner maintenance page contains:

e Type: A drop down menu located the top of the screen to allow you to choose
from Oracle Forms, Job Submissions, Menus, Menu Messages, and Workflows to
access all forms needed to customize your My Banner.

e Object Type: All available pages, jobs, menus, or Quickflows associated with the
chosen type selected from the drop-down menu.

e Buttons: Buttons are used to insert or remove selections from the available list to
your My Banner list.

o Object Selection: Will display the contents of your personal menu.

3. To add objects to your personal menu, select the name from the left pane by double
clicking it and then use the Insert buttons in the middle of screen to add to the right
pane.

19



X My Banner Mainlenance GUAPMNU 9.0 (BanProd)
™ MENU MAINTENANCE =2 - =t ] Y. Filter

ype * | Oracle Forms module

Object Type Object Selection

Object * Descriptior Object Description

FFIDTAG DTAGI* GOAINT nternational Informaton
FFIFALYV Fixed £ FCGIBDST Drganization Budget Status
FFIMAS Fxed # SFAREGS Student Course Registration

Foced £ SFAREGQ Regrstration Query
Fixed / SHATERM Term Sequence Course History
Fixed £ SHACRSE Course Summary
Fixed £ SPAPERS General Person
Fced £ SDNSTDN update_advisor_degrees,_college,_r
Fixed £ Insert Selection SSASECT Schedule
Aulom: Remove S( Insert SFASLST ~lass Roster
Direct { nsert All SSAMATX Building/Room Schedule
Gener: Remave Al PEITOT
GASB SIAASGO
Jourmna FOIAPPH
Journa FOAAINP Approva
Jouma MU AMS Saervices Request Form
FGARCLE Recles MU Third Party Access Form
FGAYRLM Year E
FGIAUTO Listofs
» ‘ b
M 4 13 of59p H 50 »  Per Page
Record 601 of 2820 Record 1 of 17
GUBDRIS GUBOEIS NAME [1] ellucian

4. After each page selection to the right pane, select Save in the bottom right hand corner
to retain selections.

5. Shortcut to creating your My Banner list: Beginning with the Object Selection panel (the
right panel), select the first open record. This is displayed as a box with a cursor available.
Enter the seven-character page and arrow down to create the next record. You may enter
as many pages as you wish. Remember to select Save before exiting the page.

6. You will have to sign out and sign back in to see changes on your My Banner.

20
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