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BANNER 9 Browser Inpageation

The Banner 9 client is browser based, whether you are using a PC or a Mac workstation.
Supported browsers for PC and Mac are as follows:

e PC - Google Chrome or Mozilla FireFox
e Macintosh — Safari, Google Chrome or Mozilla FireFox

A minimum screen size of 15 is recommended. If you do not have a 15 monitor you
may not be able to see the contents of one page on one screen and scrolling may be
required.

You will also want to disable any popup blocker that you have enabled. If you do not do
this, you will not be able to use valuable tools like the Banner Bookshelf and On Line
help. Appendix A contains sample instructions for disabling your popup blocker for
selected sites. Please contact the Help Desk at extension 4544 or helpdesk@truman.edu
if you need assistance in disabling your popup blocker(s).



mailto:helpdesk@truman.edu

Accessing the BANNER 9 Page

=

Launch your browser

2. Enter http://banner9.truman.edu/ in the Address box, or click on the link.
Before clicking “Go” you should add the URL to your Favorites list so that you
do not need to enter the URL each time you need to launch BANNER 9.

3. This will launch the BANNER 9 login screen.

The login screen will appear as follows:

Enter your Username and Password

For security reasons, please Log Out and Exit your web browser
n you are dona accessing services that require authentication!



http://banner9.truman.edu/

Your BANNER 9 Username and Password

Your BANNER 9 username and password is the same as the one you use to login to your
computer.

Logging In To BANNER 9

=

Enter your Username
Enter your Password.
3. Click the “Login” button.

no

Enter your Usemame and Password

56 Log Out and Exit your web browser
cessing services that require authentication!

When logging out of BANNER 9 make sure you log out by clicking the ‘Sign
Out’ button (highlighted in yellow) in the left side menu. Do not close the window as
this will not actually log you out




Truman-Specific Inpageation

ID Number System generated 1Ds will be used for all faculty, staff and
students, as well as vendors. The social security number
will be recorded in Banner to be used for payroll and
required federal and state reporting. However, the system
generated IDs will be used to assign faculty to course
sections, enroll students, etc.

Term Terms will be designated by the complete year followed
by the semester codes:
YYYY10 = Spring Semester
YYYY20 = May/Spring Interim
YYYY40 = Summer Semester
YYYY50 = August/Summer Interim
YYYYG60 = Fall Semester
YYYY70 = December/Winter Interim
College Truman will use “college” fields in Banner to indicate
Academic Divisions.

CRN The Course Reference Number will be used as schedule
numbers for course lookup and registration. CRNSs
change each semester and are unique for each section of
each course offered for a given term.



BANNER 9 Navigation

Hom epage

The first page you will see is the Homepage. You can use this page to search for other
pages. In the middle of the page you will see a search bar with two radio buttons
(highlighted in yellow). The first option is ‘Search’, this will allow you to search through
the Banner 9 pages using the 7 digit banner page codes or by entering a description. The
second option you will see is ‘Direct Navigation’. This option allows the user to quickly
navigate to a Banner page with its 7 digit code.

On the left side of the homepage you will see a menu, this side menu is available on all
Banner 9 pages and can be opened via the menu toggle button (highlighted in red).

In the menu you can do the following: Go to the homepage (Dashboard), manually drill
through the banner pages and set banner bookmarks (Applications), search through the
banner pages (Search), see which pages you have recently opened (Recently Opened), get
help for the page you are currently on (Help), create a list of your favorite pages to
quickly navigate to (Favorites), Sign Out, set personal preferences and settings (Your
name).



SEARCHING FOR A PERSON

Each person will be assigned a system-generated Banner ID which will be used instead of
the social security number. This ID will always begin with at least two leading zeros.
The leading zeros are part of the ID number and are required when looking up
inpageation regarding a person.

Person Search — SOAIDEN

The Person Search Page is a query page that will search the database for matches to
criteria that you enter. This page also has a column for birth dates that you can use as a
verification tool. However, you cannot use the birth date as search criteria in this query

page.

Search for the person by Name:

Enter the person’s last name in the Last Name field. Next, enter the person’s first name,
or enter the first initial followed by the percent wildcard (%) in the First Name field.
Perpage an Execute Query (F8) command to begin the search.

Possible Search Results

Single Match: double-clicking in the ID field will automatically take you back to your
application page and populate the Key Block with the selected person.

Multiple Matches: check to be sure you are selecting the correct person by verifying
other identifying inpageation such as middle name or birth date. Banner will display
previous names and IDs in search results. These records are identified with an indicator
in the Chg field. A name change would be indicated by an N. An ID number change
would be indicated by an 1.

ID and Name Extended Search

An extended search can be perpageed from any name field. The steps are simple and you may use other
fields, including birth date or address inpageation to query.

From the ID field in the Key Block, Tab into the name query field.

Enter last name, a comma and then the first name. If you only enter the last name, all records with that last
name will be returned.

Press Enter or Tab to execute the query.

Possible Search Results
No Match: the Auto Hint line will display the following: *ERROR* Name is Invalid.

Single Match: the ID number will appear in the ID field.

Multiple Matches: the ID and Name Extended Search page will appear.



Tabbed Pages

Another feature of Banner 9 is that many pages are tabbed for easy access to additional
pages. You will notice the tabs at the top of the page. If you click any of the tabs it will
take you directly to that page. For example, clicking the E-mail tab in the SPAIDEN page
will take you to GOAEMAL.




Validation Tables/Ellipse Values

Fields having an ellipse search indicator are powered by a Banner validation table. These
fields must be completed with a choice from these validation tables. Click on the ellipse

to generate a list of choices. For example, if you click on the ellipse next to E-mail Type
on the SPAIDEN screen, a box appears with the values that you can select for completing
that field.
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GUAUPREF- General User Preferences Maintenance

GUAUPREF is the page that allows you to customize your Banner 9 client according to
your preferences. The first box, Display Options, allows you to customize the display,
alerts and colors. Click on the check boxes to toggle the display and alert options on and
off. Click in the ‘User Value’ row (highlighted in yellow) to select colors that will
display in Banner.

X @ellucian  Ganeral Ussr Prafarences Maintenance GUAUPRF 3.3 16 (ADMIN)
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The third tab, My Links, allows you to set up the quick links on the banner 9 side menu
(Applications > My Links). Enter the link description and the link URL for each link you
want to set up. Do not enter values for the “My Institution” link or “My Personal Link 17
or you will lose GUAGMNU access to BANNER 9 and the Banner bookshelf. All links
you set up will appear in the GUAGMNU links menu and you will be able to access these
web sites directly from that page.

<o GUALIPRF 8.3 16 {ADMIN)

Applications

Banner

My Banner

My Links
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Navigating to Pages Shortcut

Banner 9 gives you the capability to navigate directly to a new page without returning to
the homepage. When you are in any page, simply click the menu toggle button and use
the ‘Search’ option to search for a new page.

User Vakse
12042046153
125592556204
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Other Keyboard Shortcuts

Action Banner 8 Banner 9
Application Navigator
Access Help Banner 9 keyboard CTRL+M
Access Menu shortcuts will work in CTRL+Y

Display recently opened items

Search

Sign out

Banner & if you are
running Banner & with
Application Navigator
and have applied the
keyboard shortcut
configuration settings.

CTRL+SHIFT+L

CTRL+SHIFT+Y

CTRL+SHIFT+F

Banner Document Management (BDM)

Add BDM Documents lcon or Menu ALT+A

Retrieve BDM Documents lcon or Menu ALT+R
Cancel Page, Close Current Page, or CTRL+Q CTRL+Q
Cancel Search/Query (in Query mode)
Change MEP Context Mot applicable ALT+SHIFT+C
Choose/Submit ENTER ENTER
Clear All in Section SHIFT+F5 SHIFT+F5
Clear One Record SHIFT+F4 SHIFT+F4
Clear Page or Start Over SHIFT+F7 F5
Count Query SHIFT+F2 SHIFT+F2
Delete Record SHIFT+F6 SHIFT+FG
Down/Mext Record Down Arrow Down Arrow
Duplicate Item F3 F3
Duplicate Selected Record F4 F4
Edit CTRL+E CTRL+E
Execute Filter Query Fa F&
Exit CTRL+Q CTRL+Q
Expand/Collapse Drop-down Field Click field ALT+Down Arrow
Export Extract Data with Key SHIFT+F1

or Extract Data no Key

First Page Mot applicable CTRL+Home

13




Action Banner 8 Banner 9
Insert/Create Record F& F&

Last Page Mot applicable CTRL+End

List of Values Fa F9

More Information ALT+H CTRL+SHIFT+U
Mext Field or ltem Tab Tab

Mext Page Down Page Down Page Down
Next Section CTRL+Page Down ALT+Page Down
Open Menu Directly F5 CTRL+M

Open Related Menu Mot applicable ALT+SHIFT+R
Open Tools Menu Mot applicable ALT+SHIFT+T

Page Tab 1 Mot applicable CTRL+SHIFT+1
Page Tab 2 CTRL+SHIFT+2
and so on and so on
Previous Field or ltem SHIFT Tab SHIFT Tab
Previous Page Up Page Up Page Up
Previous Section CTRL+Page Up ALT+Page Up
Print SHIFT+F8 CTRL+P
Refresh or Rollback SHIFT+FT F5
Save F10 F10
Search or Open Filter Query F7 F7
Select on a Called Page CHIFT+F3 ALT+S
Toggle MultifSingle Records View Mot applicable CTRL+G
Up/Previous record Up Arrow Up Arrow
Workflow

Release Workflow lcon or Menu ALT+Q

Submit Workflow lcon or Menu ALT+W




Saving Data to your Workstation from a Submitted Job

If you are a person who uses Job Submission, you may save a .lis or .log file to your
workstation when you submit the job with DATABASE as the print option.

After the job has completed execution, select Review Output [GJIREVO] from the
related menu.

X @elucan  Process Sul
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Select the file you wish to save from the list of file by clicking on the ellipse next to

Number.

2090039 [gevans] ginpes_2090039 log
2030050 [gecans]_ginpts_2090050 log

Click the Tools menu in the top right, click the ‘Show Document’

X @elucian  Saved Output Review GIREVD 3311 (ADMIN)
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Click Yes.

15]_gjnpts_2395700_DATABASE log  Beginning Date Saved:

A new browser window will open with the data. To save the data to your Workstation
click File on the browser menu and then select Save As. Specify the filename and the
location on your workstation where you want the file saved. You will also need to
specify that you want the file saved as TEXT.

17



Personal Settings and Favorites

You can customize your personal settings by going to the side menu, clicking on

our name and choosing the ‘Personal Settings’ option.

< Back to Main Menu

The Personal Settings menu will pop-up. On the Personal Settings menu, you can
choose to have banner give you a sign out confirmation box, you can set the preferred
initial page, which search preference you prefer (Search or Direct Navigation, it will
default to the one of your choosing), and if you’d like your search options to be sorted by
the Acronym or by the Description.

Personal Settings
Do you need sign out confirmation?

preferred initial page

18



If you set a preferred initial page, Banner will go to this page instead of the homepage
when you sign in to Banner 9.

To add a Banner 9 page to the Favorites menu, click on the star (highlighted in yellow)
next to the search option when searching for a Banner 9 page.

[ T
R T s
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APPENDIX A: Pop-up Blockers

Popup windows have been suppressed.
Popup windows must be allowed for this site.

Follow the steps below to add this site to the list of exceptions for
suppressed popups.

If your browser is Netscape 7.1 or Mozilla 1.5 or higher...

N =

8.

Open the Preferences dialog under the browsers Edit menu.

Scroll down to the Privacy & Security Category in the left column and

expand it by clicking on the arrow.

Click on the Popup Windows topic.

Here you should see an option selected to block unrequested popup

windows.

Click the Allowed Sites button to the right of it.

In the Add field, add the URL below, and click the Add button.
truview.truman.edu

Click OK in the Allowed Sites screen, then click OK again for the

Preferences screen.

Now click the Continue button on this screen.

If your browser is Internet Explorer 6 and you are running the Windows
XP operating system with Service Pack 2 (SP2)...

> W=

o0

Open the Tools menu.

Click on the Pop-up Blocker sub menu.

Click on the Pop-up Blocker Settings option.

In the Add field, add the URL below, and click the Add button.
truview.truman.edu

Click the Close button.

Now click the Continue button on this screen.

If your browser is Safari 1.2 or higher...

W=

Open the Safari menu.

Here you should see the Block Pop-up Windows option checked.

If there is a check mark next to it, click it and then click the Continue
button at the bottom of the page.

If there is not a check mark, you probably have some other pop-up blocker
running. Follow the next set of instructions.

If your browser is anything else, or if either of the above sets of
instructions didn't work...

1.
2.

You probably have a 3rd party pop-up blocker.
You will need to find and add this site to its list of allowed sites.
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3. Once completed you can click the Continue button on this screen.

Instructions for disabling a sampling of 3" party popup blockers are provided below.

Yahoo Pop-up Blocker

While in your browser, look for a toolbar that contains a red “Y.” This is your Yahoo
toolbar. Click on the small button located next to the “Search Web” button. Clicking on
the button causes the following drop-down box to appear:

2 Truman State University - Microsoft Internet Explorer |Z| |E|E|

Fie Edit View Favortes Tools Help g
) \ a | @ ry > W .

Qv © BB G Pms Frwem @3- % 8- LWE B

Address [&] http: fiwm. truman. edu/ v[Be ks ®

Y_’ - | jISeard'l web "]5‘ ¥~ New Toakbar Update - | EImail ~ i My ahoo! gk, Games ~ Personals - (& Football = () shopping ~ >

v Enable Fop-Up Blocker
ALY Play Sound When Pop-Up Is Blocked

Vi

View Recently Blocked Pop-Ups »
Always Allow Pop-Ups From... E UNIVERSITY
Total Pop-Ups Blocked: 115

VESTUDENTS

Why am 1 still getting pop-ups?
TRUMAN Pop-Up Blocker Test s TUDENTS
STATE . More Help FRIENDS
UNIVERSITY ; Z Tell a Friend About Pop-Up Blocker VISITORS
FACULTY & STAF!
Missouri'’s Public . L
) = ACADEMICS
Liberal Arts & Sciences ]
]

University ST e T . -

F T likee Truman because Gf e nomerawn
el and the Iife-long friends I've met. " -
Kadie

TRUMAN NEWS / FACTS
+ Students Selected for Internships (M
+ Student to Faculty Ratio is 15:1

Make A Cift

TruView | Directories Help
Services | Student Li

100 E. Normal + Kirksville, MO « 63501 + 680.785.4000

| | (o=

Library ‘ IT Services ‘ Athletics

@  Internet

Click on “Always Allow Pop-Ups From” to see the Sources of Recently Blocked Pop-
Ups. Click on the name of the source you wish to enable, and then click on the “Allow”
button, followed by the “OK” button.
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Yahoo! Pop-Up Blocker

Sources of Recently Blocked Pop-Ups:
truview, truman,edu

Always Allow Pop-Ups From These Sources:

Yahoo! Pop-Up Blocker

Always allow pop-ups from truview., truman.edu?

[ oK l ’Qanr_el]
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Yahoo! Pop-Up Blocker

Sources of Recently Blocked Pop-Ups:
truview, truman.edu Allo

Always Allow Pop-Ups From These Sources:

truview, fruman.edu Remove
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Google Pop-up Blocker

While in your browser, with the BANNER 9 URL in the address box, look for a toolbar
that contains the word “Google.” This is your Google toolbar. Click on the small button
that indicates the number of pop-ups blocked. Clicking on the button causes the
following message box to appear:

2 Oracle Application Server Forms Services - Microsoft Internet Explorer

File Edit View Favorites Tools Help

eBadt' \) @ @ /h 'r)Search ‘NFavombes @ 8 “*ﬁ @l 'u%ﬁ ‘ﬁ

Address@ tp:ffhanksite, .edu: 7778, 0/f D ony
Google | v| E Search = N“"' @ @Eblcd@d Mf Chede ~ SR Autolink  * 5] Autafil EOpﬁons &

Click this button to always allow popups on hanksite. truman.edu

v B ks

>

To let an individual popup through, press the 'Ctrl' key while dicking on a link.

%

< I | )

a Opening http: fhanksite, truman,edu: 7778 forme30130servlet;jsessionid =95f3a0 5302656 565 746 70 14202%e0cc Tedcasaffo, g45cgPb gjdila £ Internet

& . | Cw
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‘2 Google Toolbar Popup Blocked Introduction

Avoid popups thanks to the Popup Blocker

The Google Toolbar stops web sites from showing you popup
windows.
You will know a popup has been blocked when:

* You see this icon:
{53 1 blocked
# This mouse cursor:

* And hear a sound alert

Popup windows can occasionally contain useful information. Click
the popup blocker button to disable it for a site.

More Info

To add a site to your approved list, (referred to by Google as your “whitelist”), visit the
site and press the Popup Blocker button. The button text will change to read "Popups
okay," indicating that the Popup Blocker is disabled on the site in question.
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APPENDIX B: Creating a Personal Menu in Banner

Pages used in creating a personal menu include:

GUAPMNU to select your personal menu items
GUAUPREF to set your preferences

Your personal menu may use menu items that are most important in your daily work,
including: pages; menus; reports; and quickflows.

STEP ONE: Define Your Personal Menu

Using “Go To”, go to GUAPMNU

Place the cursor in a blank Name field in the right pane

Enter the object’s 7-character name

Press “Enter” — the object description will appear in the right pane — you can
customize the object description by deleting it and typing a description of your
choice

Save your changes by clicking the “Save” icon or by pressing “F10”

STEP TWO: Define Your Menu Preference

Using “Go To,” go to GUAUPRF
Click on the “Menu Settings” tab and enter “*PERSONAL” in the User Default
field

Press the tab key
Click “OK” —you will need to log out and back into BANNER 9 to see your
menu items displayed
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My Bannar Maintanance

GUAPMNL 93,14 (ADMIN)

&amer A&

Personal Meme: GEVANS

= mewy mamTEMANCE @eae @ Oekic Maloy ¥ Flm

Type* [Oracke Fums modle -1
Gbjoct Ty Object Selection
Gject® Bescription* Gject Descrigtion
TSAT090 10907 Tax Information ~ STVIMAR Major, Wi, Concentratien Coda Validation
FTMITYR 1039 incoms Type Code Maintanance NBAIOBS Employes Jobs
FAAT0S 1098 Reporting 10598
FoAT0 1099 Transmitter Data Form F St 1D, Name, Adc
PRAT0S 10988 Department Code Valid
PTVins 10997 Distrbution Cote V
RNAOV1G 20152016 Appiicant Overrde
READIE 20152016 Grant
READR1IE 2015-2016 Gr st Selection
RNIMS16 2015-2016 M Remow Selection
RNANATE 20152016 Insart All
RNAVR1E 20152016 Remove Al
RNRGLIE 20152016 s Rules
RNAPRIG 201620161
RNARS1S 20152016 Heed Anslysia Result
RNASLIG 2015-2016 Student Loan Data
RNASU1E 20152016 Supplemental Heed Analysis
RNAOY 2016:2017 Applcant Overmds
READIT 20162017 Grant DistursementiAcknaniedgement Form "
Par Pags Record 1 of 2489
Recond 1of 5
=
T —yr s E #2900 200 Ecimn elluciar
X @elucian 9.3.16 (ADMIN a0 @ Remeve & *
Displey Options  Dvectory Options by Links .
~ sTasTING e DPTION Gbsert D Ockie aCopy Y. Fdar

Desaiption | Ent e startum me

user Detautt |[TAEND -
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APPENDIX C: BANNER ONLINE HELP

Online Help

There is a link to the BANNER 9 Help Center on the side menu (highlighted in yellow).

X @elluoian Wy Barmer Maimtsnance GUAPMNU 93,14 (ADMIN) B 0

* WENU MABTERANCE

ype + [Gracle Farms module =

oesenpron® onject Description
1098.T Tax Information S Major. Wince, Concentration Code Validation
1083 Incame Type Cods Mantenance
1099 Roparting

Employse Jobs
10998

1098 Transmitter Data Form

O, Mame. Addr, Hrs GPA

10998 STVDEPT
1099.R Distribution Cads Validatian

rimant Cate Valication

i Ramove Al
Options Rules:

&, Gabriel Evans

rsesment/Acknowisdgement Form

ParPaga Record 1 of 2489

Clicking on this link while on a Banner 9 page will open a separate window containing

the Ellucian help page for that specific Banner 9 page. If you use a pop up blocker, you
will need to make sure you have it disabled or the On Line Help window will not open!

On Line Help contains valuable inpageation that will help you as you use Banner.

@ ellucian  Banner General Online Help CION ¢ =

55 Management applcations

eneral, but ra

d it in theBanner Access Management build process at run-tms.

uch 25 warning messages and the release number, dispiay on your screen

ices for page name, release number, or database instance until you log out and

Dissiay Ogtions window
Use this window 10 specty how difirent options in Banner are dispiared

Directory Options window
Use this window 1o specey he rectory Mat you want 1o use fof various features of Banner

My Links window
You can create 3 link o the main meny 10 3 weD site o Banner ks, The festlink s web site

Meny Sottmgs window

Use this window 10 choose the menu at wal e 0pen when ou irst ag into Banner.

This window Is use

12 sfore the options for LDAP and Single Socket Layer (SSL) for your Insthston.
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